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Ring in Order                         TO SEARCH THIS DOC: CTRL + F 

Use 1 for login in training mode or your login number given. 

Go to Dining at top         (top bar) 
Select Table > Enter Guest Count 
    *for greater than 10, hit the On key first (it will change to Off) – then # + Enter 

 

Move a Table – To move an entire table and its order(s), use the Seating -> Seating 
button on the table layout screen (table/floor chart screen). Touch Seating > Seating, 
then current table, and finally touch the table they wish to move to. 

 

Store a Bar Tab Credit Card – Start the check and immediately go into the cashout 
screen. Hit Store Card at bottom. Insert card into device. Remove card and hit the Order 
button at bottom to put in an item. On cashout, there will be a button that says Charge 
Card on File at top middle with credit card buttons. 
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Float List – The Float List is a way to ring in an order and not assign it to a table. Start a 
Floating Order by hitting New Order. See these orders in a list under Dining Orders. 

You can transfer a table into the Float List with Seating -> Float or move a Floating Order 
from the list onto a table with Float -> Seating.  

New Table Order – This will allow you to start a new order on a table that still has a 
check on it. You may use this if you are teaming with someone in a section and they 
haven’t had time to close out the check to cash yet. 

Ring in by Seats 

Ring up food and drinks by the seat to make it faster to split  
   – hit Next Seat to move on. Hit Seat button to pick a seat number to add items 
to. 
 

      (top left)      
 
 

Hit Send (bottom right) 
   *Print and Cash Out both also send the order to the kitchen 
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Use the Key to log out – make this a habit to avoid someone ringing in an order 
under your number before the auto timeout. 

(bottom left) 

 

 

 

**Before Send 

Touching items on the check while inputting in an order brings up different function 
buttons at the bottom that will manipulate just that item you have selected. These 

items can only be performed before sending. 
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Open price - *Requires Manager – To change the price of an item temporarily for this 
check only, touch the item on the check and hit Open Price at bottom – type in the price 
with the decimal. Can be performed after Send. 

Remove Item – You can remove an item on a check if you make a mistake before it is 
sent without manager approval. To do this, touch the item on the check and then hit 
Remove at the bottom. 

Item Adjust – To discount or surcharge a particular item on a check, touch the item on 
the check and hit Item Adjust at bottom. This will bring up a menu to discount or 
surcharge the item based on the Adjustments that are setup in the system. Can be 
performed after Send.                                                         (covered in Adjustments 
(Discounts/Surcharges) Section pg 21).  

Quantity – To increase the quantity of an item ordered already on the check, touch the 
item on the check and hit Quantity. A keypad will display that will allow you to pick the 
quantity number desired. **note this will copy all modifiers attached to the item as 
well.  +1 increases the item quantity by 1. 

Quick Message – This will display a custom list of modifiers messages setup in the 
Backoffice (ex. Dressing on Side, Don’t Make, Allergies, Light Seasoning, etc…). 

Message – This will allow you to type a custom message to modify an item. 

Hold/Fire Item – This will allow you to Hold the selected item from being sent to the 
kitchen with the rest of the items. Typically you would do this in the main screen outside 
of the item manipulation menu where the button is called Hold/Fire Items. This allows 
you to hit this button first and select multiple items. 

Move Seat – If you need to change what seat an item is currently on, hit this button and 
a keypad will display that will allow you to pick the correct seat #. Can be performed 
after Send. 

Reorder – This will allow you to duplicate and item and its modifiers on a check. Similar 
to Quantity and +1 before an order is sent but can also be used after an order is sent. 
This is handy for cocktails, beers, and wines. Can be performed after Send. 
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**After Send 

These items can only be performed after sending the check to the kitchen 

 

Item Void – **Requires Manager Approval – If you need to remove an item from a 
check that has already been sent to the kitchen but has not been made yet, use Item 
Void. 

Item Waste – **Requires Manager Approval – If you need to remove an item from a 
check that has already been sent to the kitchen but has been made yet, use Item Waste. 

Item Split – If you need to split an item and its cost evenly amongst the guests at the 
table, use this function. It will split it amongst the first seats available and then you can 
use Move Seat function above if you need to change any of the split item’s seats. 

Move Seat – If you need to change what seat an item is currently on, hit this button and 
a keypad will display that will allow you to pick the correct seat #. Can be performed 
before Send. 

Reorder – This will allow you to duplicate and item and its modifiers on a check. Similar 
to Quantity and +1 before an order is sent but can also be used after an order is sent. 
This is handy for cocktails, beers, and wines. Can be performed before Send. 

Open price - *Requires Manager – To change the price of an item temporarily for this 
check only, touch the item on the check and hit Open Price at bottom – type in the price 
with the decimal. Can be performed before Send. 
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Order Entry Extras – Modifiers – Before Send 

 

Add Menu Item – This will pull up the modifier menu that the selected modifier was 
grouped in and allow you to add another modifier to this item. 

Replace - This will pull up the modifier menu that the selected modifier was grouped in 
and allow you to replace the selected modifier with one from its group. 

Remove – This will allow you to remove the selected modifier from the item. 

 

 

 

 

 

 



 

10 
 

Split Checks 

While in an order, you can split or combine checks. It is best to ring in the order 
with the Seat method above. Split the check at the end before cash out. Use Split 
Seats and it will split the check by the seats you rang in. Then you may move 
single or multiple items to other checks or even whole seats with all of the 
food/drinks under them by touching the Seat # blue banner. To complete the 
process, hit the Print key (then Print All). 
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Combine Checks 

You may need to recombine checks on a table or even combine checks that are on 
different tables. Start this process on the table selection screen. To combine 
checks on the same table, hit Combine Single Table at bottom. To combine checks 
on multiple tables, hit Combine Orders at bottom. Touch the tables(s) you wish to 
combine. If selecting multiple tables using Combine Orders, you will need to hit 
Complete Combine after you have selected all the tables included. 
 

          
 
The combine checks screen looks like the split check screen above and functions 
exactly the same. Read above Split Checks section to see how to move items 
between checks. There will also be a Combine All button that will put all items 
from all checks on the first check shown.      
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Cashout an Order 

To Cash Out an order, open the check and hit Cash Out.

 

In the Cash Out screen, to use a credit card, you only need to swipe the card in this 
screen to close the order to that card. **If using EMV/Chip Card Readers, refer to the 
EMV Use section. 

If using cash, you can use the quick cash amount buttons on the right or just hit enter 
for correct change 

.
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EMV Use 

                        

Use Fast EMV button while in the check to skip the cashout screen and trigger the 
device immediately to accept the card. This saves 3 button hits. 
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Manually enter a credit card    - must enter the Cashout Screen          
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Add a Tip 

You can adjust tips as you go throughout the night or at the end of your shift. Go to 
Employee at the top and then My Checks, Open Tips, and Transfers. Touch each check 
and put the tip on it (NOT the total).     
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Adjust Incorrect Tip 
This can be done from the Employee Menu. You can be logged in as a manager and 
adjust anyone’s tip from here. 
Go to Employee > My Checks, Open Tips, and Transfers and hit the Adjust a Tip button 
at bottom. It will ask for a Payment Number. This is NOT the Order number or check 
number. This is a separate number on the credit card receipt found in the middle of the 
top section. Enter the Payment Number. Enter the correct tip $ amount.     
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End of Shift Closeout 

Closeout Report for Servers/Cash Drawers/Drivers/Bartenders 

1. Goto Employee 

2. Goto My Closeout 

3. Closeout Shift & Till 

4. Answer Yes 

5. Enter Cash Tips 

6. Clockout when it asks if you are ready or answer No if you still have side work 

*** if you make an error entering cash tips you can redo this if you haven't clocked out - 
adjust with a - or +. Just rerun My Closeout 

On the report that generates look for cash due in the following places for the various 
jobs: 

Server/Driver: At the very bottom you will see TOTAL CASH TO DROP - this the $ the 
server/driver owes the restaurant.  

In the event that the server does not collect enough cash to cover their credit card tips, 
you will see TIPS OWED FROM HOUSE a few lines above the bottom of the report. This 
is owed to the server from the restaurant and is paid out from the end deposit. You can 
take it from another server's drop that has been turned in already. It will effectively 
come out of the total deposit for the restaurant.   

Cash Drawer (Cashiers & Bartenders): In the middle of the report, there is a cash 
section. You will see Cash Payments and you may see Tips Paid if it applies and then a 
Total Cash figure. This is the amount that should be in the drawer over what you started 
with. There will also be a Total Cash to Drop amount at the bottom of the report for 
reference. 

Small Paid Out chits: On each employee’s closeout, Paid Out chit(s) will print. If only 1 
paid out chit prints, the tips have been paid form the server’s pocket or the bartender 
drawer and no further action is required. They will have a cash drop amount that is 
owed to the restaurant on their closeout report at the bottom. If 2 Paid Out chits print, 
the first is what amount of total tips was paid from the server’s pocket or bartender’s 
drawer. The 2nd Paid Out chit will tell you what the restaurant owes the server or 
bartender. In this case, Cash Due will be $0 on the closeout report since the restaurant 
owes the employee. 
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Night Closeout Checklist 

When closing out at end of night before running your Bal(X) report, you need to make 
sure everyone has run their My Closeout. This is very important to insure accuracy of 
the Bal(X) report. My Closeout tells the system to pay the tips from the respective 
drawer or server pocket. 

To check for open staff banks/drawers, goto Manager > Bank Management > All Open 
Banks 

Look for “Awaiting to be Committed” to the right of each open bank. This means that 
the My Closeout has been run for this Pocket or Drawer. You can see Burchfield has NOT 
run a  My Closeout yet. 
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Physical Drawers (Bar Drawer & Host Drawer) can have multiple batches. This is like a 
server having and AM & PM Shift in a way. Each time you press My Closeout (or Bank 
Closeout if a manager runs the Drawer closeout from another computer under Bank 
Management), it creates a new batch and the drawer starts over or back at starting cash 
$ amount. To check for physical drawer My Closeouts, you will need to highlight the 
drawer and hit Till/Server Report at bottom. If there are multiple batches of the drawer, 
a window will pop up that will show you which batches are Awaiting to be committed. 
Any batch not showing this has not had My Closeout run on it yet.

 

Reprint a Closeout Report 

To reprint a closeout report if it gets lost or the printer runs of paper etc, you can goto: 

 Manager > Bank Management > All Open Banks. Select the pocket or till and hit 
Till/Server Report button at bottom. Pick 40 Column and then Print at bottom. 

 

Entire Store Report: Once everyone has run their closeouts and all drawers are closed, 
you can run the Bal(X) report which is the whole store report for the day. 
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Manager Functions 

 

General Functions

 

Set Op Date – Only use this if you are closed one day a week or if you close for a period 
of time. You may have to set the correct date if you have been closed. Under Manager > 
General Functions. 

Batch Close – Never hit this unless instructed. It will send your credit cards to the 
processor and then you can’t add tips or make any adjustments to payments. 

Enable Offline Credit Cards – Hit this button if your internet is down or you are having 
issues running credit cards due to connection, either network or with the processor’s 
server. Under Manager > General Functions. 

Reprint Last Check – Will reprint the last check/receipt. 

Change Employee – This will allow you to impersonate someone else in the system. You 
will be logged in as this individual and can function as them to close out checks or any 
other function. 



 

21 
 

All Checks Overview – Reopening checks and adjusting payments 

              

 

If you have the check number or receipt, you can use the Find Check  # button. Type in 
the Order # from the receipt and it will take you to the order. From here you can 
Reopen Check adjust an incorrect payment or add items to a closed check. If you don’t 
have the check number, you can use the tabs at the top to sort the checks.  

Open Checks are any checks that are still showing on tables or any credit cards that 
have been run on a check but that are still awaiting tip. 

Closed Checks are any checks that have been fully closed to cash or credit card and tip 
applied. 

Future Orders are orders that have been scheduled for a later date/time in the order 
screen or if you are using the online ordering, guests can select a time for pickup. 

Offline Checks are checks that have had credit cards run on them while the Internet is 
down. If any are shown here, you can hit Process All Offline Cards at bottom. This is also 
done at Z automatically. 
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Reprint Receipt – Manager > All Checks Overview - This will reprint the cash or credit 
card receipt from any of the sections above 

  

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. 

 
Highlight the check you wish to look at Press the Float Check On/Off button at the 
bottom of the screen 

You will see the check detail for the selected check. 
 

 
Press the Float Check On/Off button again to remove the check detail from the screen. 
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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 #. 

Press the Group By button at the bottom of the screen. 

 

Choose the way you would like the orders grouped. 

 
 

Press on the small + sign next to the grouping of checks you want to view and the group 
will expand. 

You can now select the check you need. 
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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 #. 
 
 
Press the Filter Check Type button at the bottom of the screen. 

 
 

 
Choose which Check Type you would like to Filter. 
 
 
You can now select the check you need and select the action desired from the buttons 
below. 
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ReOpen Check / Correct Payment  – Manager > All Checks Overview  
*Requires Manager Approval 

Highlight the check you want to re-open. 

Press the ReOpen Check button. 

 
 
You will be given the option to Reopen Check or Reopen and Adjust Payment – 
Pick Reopen and Adjust Payment as it will take you back into the check 
automatically 

 
 

 
 
Touch the Tender Amount and hit Void Tender button at bottom 
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Resend an Order – if the kitchen printer is having issues, you may wish to resend an 
order to the kitchen. Goto Manager > All Check Overview > Find Check Number at 
bottom. Put in the check number and hit eneter whereby it will take you to the 
Open Checks tab. The Resend Order button will be at the bottom. 
 
History Usage – This is a nice shortcut to Reopen Checks to adjust payments or 
Reprint Receipts. It will show the last 5 orders by a server. Managers will see last 8 
orders of entire restaurant. 
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Void Order – Manager > All Checks Overview *Requires Manager Approval 
You can Void Order completely from the All Checks Overview menu under the Manager menu.  
The same rules apply to order voids as do item voids. 
Void Order – Use this option if the food or drink has NOT been made 
Void Waste – Use this option if the food or drink has been made 

 
This can also be done within a check and Void Order/Waste will be one of the function buttons 
 at the bottom. 

    

 
 

***If there is any payment including a credit card, using either of these will also Void and 
Refund that payment 
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Individual Item Void  * Requires Manager Approval –** this is performed while in the check 
 

Item Void – **Requires Manager Approval – If you need to remove an item from a check that 
has already been sent to the kitchen but has not been made yet, use Item Void. 

Item Waste – **Requires Manager Approval – If you need to remove an item from a check 
that     has already been sent to the kitchen but has been made yet, use Item Waste. 
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Check Adjust (Discounts & Surcharges) *Requires Manager Approval 
   –** this is performed while in the check 
While in a check, you can discount or surcharge any complete order or individual item(s). At 
the bottom in the function buttons while in any order, hit Check Adjust. This will display a list 
of  
custom discounts and surcharges.   
Also, there is an Open Adjust button. This will give 3 options.  
1. Discount or Surcharge   2. %Percentage or $Dollar Amount   3. Taxable or Nontaxable  
                                                                                                                        (**always nontaxable) 
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Item Adjustment (Discount/Surcharge)*Requires Manager Approval 
 –** this is performed while in the check 

 
Item Adjust – To discount or surcharge a particular item on a check, touch the item on the  
check and hit Item Adjust at bottom. This will bring up a menu to discount or surcharge the 
item based on the Adjustments that are setup in the system. Can be performed before or after 
Send. 
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Edit Time Clocks – Manager > Time Editor    

 
 
Select Employee at bottom and pick employee from list
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A calendar will appear asking you to select the date. 

 

   

You will now see a list of the employees punches for the day you select forward. Use the buttons at 
the bottom (Add In/Out – Edit Entry) to change or add in times for the employee. A calendar like the 
one above will appear for you to make the changes. 
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Paid Ins/Outs & Refunds 
 
Paid Ins/Outs and Refunds are done from Manager > Bank Management menu 
 

 
 

 
Refund Order – This option will bring up the order entry screen and let you ring up the order with tax 
in the negative $. Upon cashout, a refund to cash or credit card can be issued. 
 
General Refund – This option lets you put in an open $ amount and refund to cash or credit card. 
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86 Item / Item Count 
 
To 86 an item or to start a countdown for a limited number of units of a particular item use Stock 
Maintenance under the Manager menu. Press the function button at the bottom first then hit the 
item. 
 

 
Modify Stock will allow you to specify a total of units remaining. This count will show on the button 
and adjust as items are rang in. Disable stock will remove the count completely and enable the item 
infinite. 
86 Item prevents you from ringing in the item. Will show unavailable message on attempt. 
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Gift Cards – loading and checking balance 
Goto Manager > Accounts 
 

 

 
 
 
Hit New Card Act. to load a new card. On the next screen, swipe the gift card. Enter the card 
amount. On the next screen you can either hit Finish or if they are buying multiple card, hit Add New 
Card. 
On the payment screen, **make sure you select the credit card type. Swipe credit card or . 

 
 
 
Use Gift Card – Using the swipe attached to the side of the computer screen (not the 
EMV Device), just swipe the card in the cashout screen. If you have issues here, touch 
Gift Card in the cashout screen and then hit Enter. Try swiping or keying in card # here. 
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Backoffice 
To enter Backoffice from any terminal, exit the software by going to: 
 Manager > General Settings > Exit Softtouch > Exit to Desktop 
 

 
Open Backoffice with the Softtouch Backoffice icon on desktop. Login. 
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Adding Employees 
 
To add an employee 
Always use the New Employee Wizard (Top Tab) 
**a gray check means unchecked 

 
1. First and Last name only – Next button 
2. skip page 2 – Next button 
3. For the Global System ID use first name and last initial - on this screen if adding a manager, make 
sure Leave Cashout Money Under Original Employee is checked black  - Hit Next button 
4. Set swipe id (4 digit number they will use to login and place order) and register fingerprint if using 
– Next button 
5. Job Description - pick job here Security Group - match the job unless kitchen/bus/food runner etc 
- then use Employee or Clock In/Out Only for the Security Group - Put in Wage as hourly – Next 
button 
 
6. The last screen will vary depending on what job you selected…see below for the job types and 
what to do 
 
 
 
 
**The next 4 pages will describe how to add drawers or pockets (server/waiter banks that turn in 
$ after shift) to the respective jobs 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

38 
 

SERVERS 
For Servers, it will ask you Self Banking.  
**After finishing adding a server, return the Employee List (tab at the top). Goto their Job tab. On 
the right side you will see Shifts. Change (click in right side of box to activate dropdown) the All Day 
Shift to AM Shift. Hit the +Add under that and select PM Shift – This is a very important step. If you 
server works a double, this is what divides their 2 reports for the day. If you do not do this, both 
reports will run together and the night cash due will also include the morning cash due numbers.
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BARTENDERS  
For bartenders, it will have you add their drawer options on the last page. Select Permanent option 
and then drop down the drawer selection and pick the drawer that is correct. Ex. Bar Drawer – 
ifthere are multiple bar drawers, you can hit the +Add and select the other(s) 
Hit Finish 
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MANAGER 
For managers, you should add all possible drawers and a pocket so that they can roam the floor and 
assist with cashing out a busy server’s tables as well as open any drawer when they need to. Typically 
on the last page where the drawer is set up, it will create the server style pocket. You will then need 
to go back to the Employee List tab at the top and then to the Tills/Pockets tab. On the left you will 
see their Pocket. (If you do not see this, you can go over to the Job tab and hit the button at the 
bottom that says Click here to create and assign a “Pocket” for this job. (see pic) 

 
 
Now on the Till/Pockets tab, make sure you have their pocket shown on the left side and then hit 
the +Add above the list and select the Bar Drawer. If multiple drawers exist, repeat (i.e. Hostess 
Drawer etc.) 

 
Lastly, on their Job tab, check the box that says Pickup all Employee Checks. This allows them to 
server’s checks and assist or make adjustments to them. VERY IMPORTANT 
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HOSTESS 
If your hostess takes to go orders or puts in orders and receives payments at all, use the following 
guidelines to set them up: 
*If you have them at a physical drawer, set them up like a bartender above. You can use Hostess for 
the Job Description and Bartender for the Security group (this will allow them to open the drawer 
etc) – they would, of course, only need the Hostess Drawer on the last page of the add employee 
wizard 
*If they work out of a staff bank like a server, set them up like a server above. Use Hostess as Job 
Description and Server as the Security Group 
 
If they do not take $ or orders, you can just use Employee or Clock in/Out only for a Security Group 
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Add a Job to an existing Employee (or disable one) 
Go to the employee and their Job tab. Very important to Hit + Add in middle blue bar on far right 
first- Form on left will blank out all items - put in Job Name and Security Group - make sure you 
assign whatever tills for the new job on Tills/Pockets. If you need to create a pocket for this job there 
is a button on the Job tab for that. If you get an error Cannot delete this record…hit the Undo button 
to right of the +Add or close Backoffice and reopen it. This means you did not hit +Add fist and are 
trying to change an existing job. You cannot do that. If you need to disable a job, you can uncheck 
the Active box to the right of the Job Description. To select a job, its at top right  
(Current Employee Job List)

 
Change Login # 
Login to Backoffice – Go to Employees – find the employee to change login in the list. Go to their 
Security tab. Hit the Change Swipe ID button. Type new number in both blanks (swipe card here if 
using). Hit OK. To change Backoffice password for a manager, click Change Password button 
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Menu Work 

To update all of the stations with the changes you make, click the Update Stations icon (blue push pin) 
on the toolbar. No need to restart the software on the computers. 

 

Change Menu Item Price 
 

Under the General applet, click on Item Builder. 

 
 

1. Click on the red button labeled Items and all Item Groups are displayed. 
2. Click on the + sign next to the Item Group to expand it and reveal the Items it holds. 
3. Select the Item whose price you wish to change. 

                     
4. While the item is selected, click the Pricing tab at the bottom of the screen on the right. 
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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 .Priority is important here. The lower the priority number 
will always take precedence over a higher number.  

Create schedules in Scheduling in Backoffice 

               

 

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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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. 

 
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  button located at the top of Price Details section. 

        For make more price changes repeat steps 3 through 7. already                      

        To update the stations with the changes you just made click the Update Stations icon (blue push pin) on the 
toolbar. 
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Add New Menu Item 
Under the General applet, click on Item Builder. 

 
 

**Go to item builder. Go to the red items group. Click the item group you want to add an item to – while the 
item group is highlighted click the little red i in the top toolbar. In the center window that appears, expand one of 
the item groups with the little + to the left (the one you are adding this item under is best).  
Select an item in the group that is most like the item you will create – type the name of your new item in the top 
bar and put the price in the right. Hit create at the bottom and your new item will be in the list. Move it up or 
down in the list with the blue arrows in the top toolbar the white box with arrow will move it to the top of the list. 
Click the item you created in the list and you can change the color and font on its item tab. Tabs to change 
attributes of the item are in the bottom. 

 
 
 
copy item 
right click on Item u wish to copy 
Copy Node 
right click on Group to paste into (ie. Appetizers) 
Paste Node 
Create New Item (Yes) 
Type New Item Name 
Goto new item and change price 
move up to where you need it w blue arrow in top bar
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Assign a Family Group to a Menu Item 

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. 

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. 
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Link Modifier Group to Menu Item 

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. 

 

Highlight the Item you wish to link a Modifier Group(s) to, then click the Add Modifier Group icon (yellow block 
with label M). 
 

 

 

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). 

Highlight the group you wish to add and click the Select button. 
Force Qty is the number of options they must select before the screen will move on                                                                      
Quantity is the number of selections made to make the screen move to the next screen
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Backoffice Reports – Reports ran from the Backoffice are for historical reporting and also same day 

Login to backoffice and go to reports. Expand the various groups and. All items in red are required to 
make the report run. Report Size: 80 is an office printer. 40 is receipt printer.
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Security Log Use 
The Security Log in Backoffice is a way to track employee theft and see all activities logged. You can 
use the dropdown at the top of each column to show only what you select. You can see what 
security feature was used, on what check, at what time, and who authorized it. 
 

 
 
You can add items to the log on the Security Log on the Security Setup tab. Select the job security 
and check the log box in the list below. 
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Troubleshooting & Tips 
 
unresolved credit card 
go into backoffice - goto credit card logs mid way down on left under hardware - goto unresolved trans. tab at 
top - click check payments tab – highlight transaction and hit resolve button 
 
print server report 
front end - manager > bank management > all open banks > highlight it - hit til/server report at bottom 
(40column) 
 
labor/overtime off 
u have to look at time editor in backoffice - find the person with affected job in last few days (always use start 
date of at least a week ago) with weird clock ins or outs- look at things like 2 clock ins or outs in a row or a clock 
in one day & a clock out next day, etc - click time with error and in very top bar where you see administration, 
etc click time editor - you will have edit, delete and so - make sure if adjusting a 4am clockout (person forgets 
and is clocked out on z) that you also change the date to previous day 
 
credit card ran on wrong table – customer gone / to get full credit card # 
with chip cards, you must contact your credit card processor for a full card number – send an email to 
help@bapos-main.on.spiceworks.com with a picture of the receipt and we will reply back within 24 business 
hours with the full card number or corrected $ amount confirmation. Since this may be next day, so you will need 
to void the charge and rerun it when you get the card # 
 
yesterday’s or previous day’s z report – monthly report 
go into backoffice or front end under reports - goto reports on left towards bottom - hit + to left of ptd - highlight 
bottom report ptd/x/daily - change dates on right (start & end same for 1 day or date range if desired) - pick 
column size (40 for receipt/80 for big paper) - view report - print at top 
 
offline credit cards: 
Manager > General > Enable Offline Credit Cards (at bottom) 
Pick 4 Hour Option 
When Internet restored: 
- Goto Manager - All Checks Overview - Offline Checks - Process 
all Offline Cards button 
- Goto Manager > General - make sure you hit Disable Offline Credit Cards at bottom. If you see Enable Offline 
Credit Cards you are online and no further action is required 
 
open check at server/bartender closeout 
could be from a transferred check or one that the payment was taken by someone else and its waiting on tip. 
either wait until everyone else closes out which will close out the check they are tied to (tip) or look in all check 
overview > open checks 
there are 3 columns: owner - created by - cashout by 
their name will be in one of those columns for one of the checks (most likely Cashout by) – take care of adding 
the tip to this check or close it out, and they will be able to run closeout – sometimes you may just need to go 
into the cashout screen of the check and hit Enter. If there is a $0 balance, this will not affect the payment 
already on the check. 
 
drawer won’t open 
check receipt printer for errors and paper – the cash drawer is plugged into the printer and opens via a quick 
print job sent to the printer and then to the drawer 
 
print itemized receipt                                                                                                                                 
login to backoffice – goto Reports > Checks > Check Detail – pick start and end date of the day in question. type 
in start and end check number (use the same number in both as the check in question) – hit view report – you 
can export it and email to the customer 
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transfer a check from one employee to another     
Depending on security settings, a manager may need to swipe or enter their ID at various points during this 
process for an “override”. 

1. The employee who owns the check(s) to be transferred must log in to SoftTouch.
2. Press the Employee button (on the top).
3. Press My Checks, Open Tips & Transfers.
4. Press the My Open Checks & Sales tab.
5. Press the check you would like to transfer.

Notice that if the check has been paid but not tipped, its status will say “Awaiting tip”.
6. Press the Move Order/Sales button (on the bottom).

**You may also choose to click the Move All Orders/Sales button to transfer all of this employee’s open
checks to another employee if the checks owner must suddenly leave for example.

7. Press the the employee on the list who you would like to transfer the selected check(s) to.
Only clocked-in employees are shown.

8. Press Yes to the confirmation dialog (“Are you sure you want to move the ownership and sales of the
selected check to: [name]”).

9. Press Ok

What Do I Do If I Am Getting A “Station IP address not found127.0.0.1” Error When I Try To Load 
SoftTouch?  
Check your network. This usually means either the network switch/router is down or the network cable to the server is 
unplugged . On both end of an Ethernet cable right where it plugs into the computer or switch/router, you should always see a 
gree or green and orange light on or flickering. No light means no connection 

Ethernet or network cable examples of switches/routers 

Dongle Key not found     
this message means the date and time on the computer you are seeing this message on is incorrect or does not 
match the server computer’s date and time in Windows. Exit softtouch and set the time in the bottom right 
corner of the computer desktop screen. For further support visit: http://learning.softtouchpos.com 

Operation Date is Off
If the operation date is a day in the past (in red), it most likely has an unresolved credit card. See 
Troubleshooting item #1 on pg51. It could also just be that the power went out at 4am. Once all clear, Goto 
Manager > Z Out > Continue Z Process > Finalize Z..YES. 

If the operation date is a day in the future, then someone ran a manual z and the system also ran its auto z at 
4am. If no checks have been entered for the day, simply goto Manager > General Functions > Set Op Date. It will 
tell you if there are transactions. If it does, then you will have to disable the z for the night. Go into Backoffice > 
System > Z and uncheck the box that says Enable Auto Z. Set a reminder on your phone for the next morning to 
recheck this box. Your sales and cash amounts will run together for the next 2 days. Keep your paper reports and 
checkouts so you can subtract any cash and sales from the 2nd day to balance.

User
Oval
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