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Dining Page

1. Open Cash Drawer - Open Cash Drawer 

2. Move Table - Click to Move Table

3. Join Table - Click to Combine Table

4. Split Checks - Open Split Invoice Screen

a. Split Check - Split check by Items

b. Split Evenly - Split check Evenly

c. Split Unevenly - Split check Unevenly

d. Merge Orders - Merge Orders from different 

Table or Takeout order

5. Resend - Resend Selected order to Kitchen

6. Partial - If selected order is Partial Order, Send Partial 

Screen Come up

7. Send All - Send order to Kitchen

8. Pay - Go to Payment Screen

9. Print Check - Print Check

10. Order History - Open Order History Screen

11. Customer - Open Customers Screen
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Takeout Page

1. Change Customer Name - Open Customer Information 

Screen

2. Pay - Go to Payment Screen

3. Print Check - Print Check

4. Order History - Open Order History Screen

5. Customer - Open Customers Screen

Page 4



Order Page

1. Trash Can Icon - Delete Select Item 

2. Item Discount - Open Item Discount Screen

3. Change Price - Open Change Price Screen. You can give 

price manually 

4. Change Qty - Open Change Quantity Screen. You can 

change quantity manually

5. Modifier - Open Modifier Screen

6. Separate - Separate Combine Foods or Items

7. Memo - Open Memo Screen

8. Split Checks - Open Split Invoice Screen

9. Invoice Discount - Open Invoice Discount Screen

10. Save - Save and Hold Order. If you Click Save, order is not 

going to sended to kitchen

11. Resend - Resend order to Kitchen

12. Send All - Send order to Kitchen

13. Pay - Go to Payment Screen

14. Print Check - Print Check

15. Order History - Open Order History Screen

16. Customer - Open Customers Screen
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Order Page

1. More - Open More Screen 

a. Tax Exemption - Open Tax Exemption Reason Page

b. Void Order - Void Order

c. Add Tip - Open Add Tip Screen. You can add tip 

before Payment made

d. Entire Cook Time - You can Set Entire Cook Time 

e. Individual Cook Time - You can Set up Individual 

Cook Time 

2. Partial - Open Send Partial Screen

a. Send Selected - Send Selected foods or items to 

Kitchen

b. Send Remain Orders - Send Remain foods or 

items to Kitchen

c. Send All - Send all foods or items to kitchen
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How to put Dining Order

1. Click Table

2. Click Food

3. Click Send All
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How to put Takeout Order

1. Click New Takeout

2. Type Phone# or First Name

3. Click Save & Return

a. If this Customer ordered more than one time 

choose Customer and Click Select

4. Click Food

5. If this food has Modifier choose Modifiers

6. If you want to put some memo Click Memo. 

a. How to Add Memo

i. Select Category

ii. Select Prefix

iii. Select Food or Item

iv. If you want to add price on this memo 

Click Price or Click Switch Number Pad 

and Type Price 

7. Click Send All

*For Inventory Item just Scan Item.
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How to put Quick Order Order

1. Click Quick Order

2. Click Food

3. If this food has Modifier choose Modifiers

4. If you want to put some memo Click Memo. 

a. How to Add Memo

i. Select Category

ii. Select Prefix

iii. Select Food or Item

iv. If you want to add price on this memo 

Click Price or Click Switch Number Pad 

and Type Price 

5. Click Send All

*For Inventory Item just Scan Item.
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Discounts

How to give Item Discount

1. Select Food / Item that you want to give Discount

2. Click Item Discount

3. Choose Discount that you want to apply

a. If you want to give discount manually Pick Percent 

or Amount and Put Price, and Click OK

How to Give Invoice Discount

1. Put all the Foods and Items that customer ordered

2. Click Invoice Discount

3. Choose Discount that you want to apply

a. If you want to give discount manually Pick Percent 

or Amount and Put Price, and Click OK
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Change Price / Change Qty

How to Change Price

1. Select Food / Item that you want to Change Price

2. Click Change Price

3. Type Price and Click OK

Or 

1. Click Amount that right next to Item name (where the red 

arrow is pointing)

How to Change Quantity

1. Select Food / Item that you want to Change Quantity

2. Click Change Qty

3. Type Quantity and Click OK

Or 

1. Click Quantity that right next to Item name (where the 

black arrow is pointing)
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Modifier
If you checked Modifier Optional (at Cloudhood Restaurant Lite 
Installation / Set up Manual Page 28) on the Food, and want to add 
or change or remove modifier follow this instructions

How to add modifier

1. Select Food / Item that you want to add modifier
2. Click Modifier
3. Select Modifier Group and Add Modifiers
4. Click OK

How to Change Modifier

1. Select Food / Item that you want to Change modifier
2. Click Modifier
3. Click Modifier that you want to Change
4. Click Trash Can to delete Modifier
5. Select Modifier Group and Add Modifiers
6. Click OK

How to Remove Modifier

1. Select Food / Item that you want to Remove modifier
2. Click Modifier
3. Click Modifier that you want to Modifier
4. Click Trash Can to delete Modifier
5. Click OK
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Memo

How to add memo

1. Select Food / Item that you want to add memo
2. Click Memo
3. Select Category
4. Select Prefix
5. Select Food or Item
6. If you want to add price on this memo Click Price or Click Switch 

Number Pad and Type Price
7. Click OK

How to Change Memo

1. Select Food / Item that you want to add memo
2. Click Memo
3. Select Memo that you want to change
4. Click Delete
5. Select Category
6. Select Prefix
7. Select Food or Item
8. If you want to add price on this memo Click Price or Click Switch 

Number Pad and Type Price
9. Click OK

How to Remove Modifier

1. Select Food / Item that you want to add memo
2. Click Memo
3. Select Memo that you want to change
4. Click Delete
5. Click OK
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Split Checks

How to Split Check

1. Click Split Checks

2. Click Split check

3. Click Number section and type number of checks 

4. Click Food or Item

5. Click any Check number’s empty space to put it in that 

check. Do same thing to other foods or item.

6. Click Apply
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Split Checks

How to Split Check Evenly

1. Click Split Checks

2. Click Split Evenly

3. Click Number section and type number of checks 

4. Click Apply

5. Click OK
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Merge

How to Merge Orders

1. Click Split Checks

2. Click Merge Orders

3. Click Table Order or Takeout Order that you want to Merge

4. Click Accept
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Merge

How to Merge Split Check

1. Double Click Splitted Order 

2. Click Merge

3. Click Yes
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Tax Exemption

How to Apply Tax Exemption

1. Click More at Order Screen

2. Click Tax Exemption

3. Click Tax Exemption Reason

4. Type Tax Exemption ID Number

5. Click Enter

6. Click OK
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Void

How to Void Payment

1. Click Order History at Order Screen

2. Find and Click Order that you want to void payment

3. Click Void Payment

4. Click YES

How to Void Order

You can Void Order when customer did not made Payment or after 

you void payment

1. Find and Click Order that you want to void Order

2. Click Items that you want to Void

3. Click Void

4. Click YES
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Void

How to Void Order

If the order is at Dining or Takeout page, You can follow this 

instruction and Void Order. You can Void Order when customer did 

not made Payment or after you void payment

1. Open Order in either Dining or Takeout page 

2. Click More

3. Click Void Order

4. Click YES

5. If you want to send void ticket to kitchen Click Yes. If no 

Click NO
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How to Refund

1. Go to Order History

2. Find Order that you want to Refund

3. Click Order

4. Click Refund

5. Click Food/Item that you want to Refund

6. Click Refund Type
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How to Add Tip before Payment

1. Click More

2. Click Add Tip

3. Pick Percent or Amount

4. Type Price or Number of Percentage

5. Click OK
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Cook Time

How to Set Entire Cook Time

1. Put all the Foods and Items

2. Click More

3. Click Entire Cook Time

4. Put Time

5. Click OK

6. Click Send All

How to Set Individual Cook Time

1. Put all the Foods and Items

2. Click Food that you want to cook different time

3. Click More

4. Click Individual Cook Time

5. Put Time

6. Click OK

7. Click Send All
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How to Save Order

Save like Holding Order. If you save order, order is not going to 

sended to Kitchen

1. After you put all the order Click Save

2. Pick Percent or Amount

3. Type Price or Number of Percentage

4. Click OK

How to Send Order to Kitchen 

Partially

1. After you put all the order Click Partial

2. Check food that you want to send first

3. Click Send Selected

4. For the rest of the food Click Partial

5. Click Send Remain Orders
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Resend

How to Resend Selected Item to 

Kitchen 

1. Open Order that you want to Resend the Order

2. If you want to send just some of the Item, Click Items

3. Click Resend

4. Click Resend a Selected Item

How to Resend All Items to Kitchen 

1. Open Order that you want to Resend the Order

2. Click Resend

3. Click Resend All Items
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Partial

How to Resend Selected Item to 

Kitchen 

1. Open Order that you want to Resend the Order

2. If you want to send just some of the Item, Click Items

3. Click Resend

4. Click Resend a Selected Item

How to Resend All Items to Kitchen 

1. Open Order that you want to Resend the Order

2. Click Resend

3. Click Resend All Items
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How to Charge Gratuity 

automatically

1. Enable Group Gratuity (Cloudhood Restaurant Lite 

Installation / Setup Manual, page 15)

2. Check Ask no of customers when dining (Cloudhood 

Restaurant Lite Installation / Setup Manual, page 17)

3. Click Table

4. Type Number of Guest

5. If Guest Number is same or higher than Minimum # of 

Guest on Enable Group Gratuity Section. Gratuity will apply 

automatically when you place order.
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How to Reprint Receipt

1. Click Order History

2. Find and Click Order that you want to Reprint Receipt

3. Click Reprint Receipt
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Customer

How to Add Customer

1. Click Customer in Order Screen

2. Click Add New Customer

3. Type Customers Information

4. Click Save & Return

How to Edit Customer

1. Find Customer

2. Click Customer

3. Click Edit

4. Edit Information

5. Click Save & Return

How to Delete

1. Find Customer

2. Click Customer

3. Click Delete

4. Click Yes
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Clock In/Out, Start/End Break

How to Clock IN

1. Go to Main Screen
2. Click Clock In/Out
3. Put Password and Click Enter
4. Click Clock In

How to Clock OUT

1. Go to Main Screen
2. Click Clock In/Out
3. Put Password and Click Enter
4. Click Clock Out

How to Start Break

1. Go to Main Screen
2. Click Clock In/Out
3. Put Password and Click Enter
4. Click Break Start

How to Finish Break

1. Go to Main Screen
2. Click Clock In/Out
3. Put Password and Click Enter
4. Click Break End
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How to Open Cash Drawer

1. Go to Main Screen

2. Click open Drawer
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Cashier In/Out

How to Cashier IN

1. Go to Main Screen

2. Click Cashier In/Out

3. Put Password

4. Type Cash Amount

5. Click OK

How to Cashier OUT

1. Go to Main Screen

2. Click Cashier In/Out

3. Put Password

4. Type Cash Amount

5. Click OK
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Tip

How to Add Tip on Credit Card

1. Go to Main Screen

2. Click Credit Card

3. Click Transaction that you want to add tip

4. Click Tip

5. Type Amount

6. Click Process Tip
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Tip

How to Add Cash Tip on Credit Card

1. Click Order History

2. Find and Click Transaction that you want to add Cash tip

3. Click Cash Tip Adjustment

4. Type Amount

5. Click OK
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Credit Card

How to Close Batch

1. Go to Main Screen

2. Click Credit Card

3. Click Batch Close

4. Batch Report will Print Out

How to Reprint Credit Card Receipt

1. Go to Main Screen

2. Click Credit Card

3. Click Order that you want to Reprint Credit Card Receipt

4. Click Reprint Receipt

How to Print Credit Card Report

1. Go to Main Screen

2. Click Credit Card

3. Click Print
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Sales Summary

How to See Sales Summary

1. Go to Main Screen
2. Click Summary
3. Put Password and Click Enter
4. Click Sales Summary

How to Print Sales Summary

1. Go to Main Screen
2. Click Summary
3. Put Password and Click Enter
4. Click Sales Summary
5. Click Print

How to See different dates of Sales 
Summary

1. Go to Main Screen
2. Click Summary
3. Put Password and Click Enter
4. Click Sales Summary
5. Either Change Date on From and To or Click Box on bottom 

of the screen
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Sales By Item

Show Amount of Item Sold

How to See Sales By Item Summary

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Sales By Item Summary

How to See different dates of Sales 

By Item Summary

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Sales By Item Summary

5. Either Change Date on From and To or Click Box on bottom 

of the screen
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Sales By Category (Graph)

Show Percentage of Category Sold with Graph

How to See Sales By Category 

(Graph)

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Sales By Category(Graph)

How to See different dates of Sales 

By Category (Graph)

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Sales By Category(Graph)

5. Either Change Date on From and To or Click Box on bottom 

of the screen
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Sales By Item (Graph)

Show Percentage of Item Sold with Graph

How to See Sales By Item (Graph)

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Sales By Item (Graph)

How to See different dates of Sales 

By Item (Graph)

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Sales By Item (Graph)

5. Either Change Date on From and To or Click Box on bottom 

of the screen
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Hourly Analysis (Sales)

Show Sale Report Hourly

How to See Hourly Analysis (Sales)

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Hourly Analysis (Sales)

How to See different dates of Hourly 

Analysis (Sales)

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Hourly Analysis (Sales)

5. Either Change Date on From and To or Click Box on bottom 

of the screen

Page 30Page 40



Employee Tip Report

Show How much Tip each Employee earned

How to See Employee Tip Report

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Employee

5. Click Employee Tip Report

How to See different dates of 

Employee Tip Report

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Employee

5. Click Employee Tip Report

6. Either Change Date on From and To or Click Box on bottom 

of the screen
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Wage
Show Employees Clock In and Out Time and Total Hours they 
worked

How to See Wage

1. Go to Main Screen
2. Click Summary
3. Put Password and Click Enter
4. Click Employee
5. Click Wage

How to Print Pay Slip

1. Go to Main Screen
2. Click Summary
3. Put Password and Click Enter
4. Click Employee
5. Click Wage
6. Click Print Pay Slip

How to Change Wage Date

1. Go to Main Screen
2. Click Summary
3. Put Password and Click Enter
4. Click Employee
5. Click Wage
6. Change Date on From and To Page 42



Sales By Category, Item (By 

Employee)

Show Sold Category and Item by Employee 

How to See Sales By Category, Item

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Employee

5. Click Sales By Category, Item

How to See different dates of Sales 

By Category, Item

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Employee

5. Click Sales By Category, Item

6. Either Change Date on From and To or Click Box on bottom 

of the screen
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Credit Card Transactions

How to See Credit Card Transactions

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Payment

5. Click Credit Card Transactions

How to See different dates of Credit 

Card Transactions

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Payment

5. Click Credit Card Transactions

6. Change Date on From and To
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Credit Card Transaction

How to Void Transaction

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Payment

5. Click Credit Card Transaction

6. Click Transaction

7. Click Void

How to Refund Transaction

1. Go to Main Screen

2. Click Summary

3. Put Password and Click Enter

4. Click Payment

5. Click Credit Card Transaction

6. Click Transaction

7. Click Refund
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Tax Report

How to See Tax Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Taxes

How to See different dates of Tax 

Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Taxes

6. Either Change Date on From and To or Click Box on bottom 

of the screen
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Discount Report

How to See Discount Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Discount

How to See different dates of Tax 

Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Discount

6. Either Change Date on From and To or Click Box on bottom 

of the screen
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Void Report

How to See Void Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Void

How to See different dates of Void 

Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Void

6. Either Change Date on From and To or Click Box on bottom 

of the screen
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Void Payment Report

How to See Void Payment Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Void Payment

How to See different dates of Void  

Payment Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Void Payment

6. Either Change Date on From and To or Click Box on bottom 

of the screen

Page 49



Refund Report

How to See Refund Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Refund

How to See different dates of Void  

Payment Report

1. Go to Main Screen

2. Click Report

3. Put Password and Click Enter

4. Click Payment

5. Click Refund

6. Either Change Date on From and To or Click Box on bottom 

of the screen
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