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#

Dining Page IOl DINING [% TAkeoUT £ QUICK ORDER

1 2 +
Open Cash Drawer - Open Cash Drawer
ORDER

1.
2. Move Table - Click to Move Table
3. Join Table - Click to Combine Table A4 @
4, Split Checks - Open Split Invoice Screen =0
a.  Split Check - Split check by Items T PAY
b. Split Evenly - Split check Evenly A3 @
C. Split Unevenly - Split check Unevenly
d.  Merge Orders - Merge Orders from different | il
Table or Takeout order A2 @) B2 s
5. Resend - Resend Selected order to Kitchen [%
6. Partial - If selected order is Partial Order, Send Partial T oy }ﬁ;‘%';‘v
Screen Come up Al (s Bl (s
7.  Send All - Send order to Kitchen 8

8. Pay - Go to Payment Screen

Split Invoice CUSTOMER

9. Print Check - Print Check
10. Order History - Open Order History Screen s S s e
11. Customer - Open Customers Screen

Casggs:wer Move Table  Join Table  Split Check Resend --@

U



Takeout Page [Of DINING [ TAkeoUT £ QUICK ORDER

1. Change Customer Name - Open Customer Information

Screen ﬁ
)

2. Pay - Go to Payment Screen
. ) NEW TAKEQUT =
3. Print Check - Print Check =10
4, Order History - Open Order History Screen pal
5.  Customer - Open Customers Screen Customer Information
PhoneNo First Name Last Name Address
PRINT
CHECK
=)
ORDER
HISTORY
: O
Phone # | | Add Customer j Edit Customer A v CUSTOMER

First Name | | Last Name | |

Save & Remm

Ll HISTORY

CUSTOMER NAME Saved




Order Page

O 0 N o

10.

11.
12.
13.
14.
15.
16.

Trash Can Icon - Delete Select Item

Item Discount - Open Item Discount Screen

Change Price - Open Change Price Screen. You can give
price manually

Change Qty - Open Change Quantity Screen. You can
change quantity manually

Modifier - Open Modifier Screen

Separate - Separate Combine Foods or Items

Memo - Open Memo Screen

Split Checks - Open Split Invoice Screen

Invoice Discount - Open Invoice Discount Screen
Save - Save and Hold Order. If you Click Save, order is not
going to sended to kitchen

Resend - Resend order to Kitchen

Send All - Send order to Kitchen

Pay - Go to Payment Screen

Print Check - Print Check

Order History - Open Order History Screen
Customer - Open Customers Screen

IOl DINING

[% TAkeouT 4£9QUICK ORDER

Table No: A1

v

[
| BURRITOS | QUESADILL

A

11.99

ORDER
HISTORY

0.00 TOTAL
0.00
> 0.00
0.00
Next
ITEM CHANGE
Disount | e CHANGEQTY | MODIFIER |  Next
8 8
SEPERATE | MEMO  |SPLITCHECKS| ploouvr | EXIT @ [E]ag
MORE SAVE RESEND PARTIAL  SENDALL




Sales More

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 SEND PARTIAL
c.  Send All - Send all foods or items to kitchen ‘f

g [ emes 1 | 1290
1 salsa Total:

O ** taco
| 1 Chicken 1 10.99_..
1 Lettuce

NON

SEND REMAIN

SEND SELECTED O DERs

SEND ALL




How to put Dining Order IOl DINING [%1 TAakeouT 49 QUICK ORDER

Table No: A1
1. Click Table

2. Click Food
3. Click Send All

ORDER
HISTORY

M Quanllly Cancel oK
B 0 ToTA -
DISCOUNT 0.00

> 0.00

0.00

ITEM CHANGE
DISCOUNT |  PRICE. |CHANGEQTY | MODIFIER |  Next

‘ Next

8 B
INVOICE <¢) @]a
SEPERATE | MEMO  [SPLITCHECKS| oo | EXIT ‘ g

MORE SAVE RESEND PARTIAL SEND ALL




[OlDINING fl TakeouT £ QUICK ORDER

How to put Takeout Order

1. Click New Takeout
Type Phone# or First Name E
Click Save & Return >
NEW TAKEOUT
a. If this Customer ordered more than one time =0
choose Customer and Click Select PAY
4, Click Food Customer Information
5. If this food has Modifier choose Modifiers e il e e
6. If you want to put some memo Click Memo. cp,'f'f'é.T(

a. How to Add Memo
i Select Category

gn

ORDER

ii.. Select Prefix
iii. Select Food or Item il
iv. If you want to add price on this memo 0
Click Price or Click Switch Number Pad )
- o A v B

and Type Price
7. Click Send All First Name | | Last Name | l

Save & Remm “

*For Inventory Item just Scan Item.

CHANGE
CUSTOMER NAME

HISTORY
e P




How to put Quick Order Order

P wnNRE

5.

Click Quick Order
Click Food
If this food has Modifier choose Modifiers
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
Click Send All

*For Inventory Item just Scan Item.

10! DINING

[l TakeouT

BURRITOS | QUESADIL

£ QUICK ORDER

U 0.00 TOTAL
0.00
REFUND 0.00 0 . 00
AL 0.00
ITEM CHANGE
DISCOUNT PRICE CHANGEQTY | MODIFIER Next ‘
SEPERATE MEMO cf&‘ls D'gcv%,% EXIT

MORE

B3 @

SAVE RESEND PARTIAL

SEND ALL



Discounts

How to give Item Discount

Select Food / Item that you want to give Discount
Click Item Discount
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
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

IOl DINING [% TAkeoUT £ QUICK ORDER

TACOS | BURRITOS | QUESADIL
LA

UESADILLA T 1099 | 1199
Item Discount (-$1.30) # ' ’

\ ltem Discount

Item Discount Taco Tuesday
10% $5

© Percent(%)
1 '30 O Amount($)

CUSTOMER

Description
1 Cancel 1.30%

Toww

o7 12.46

0.00

ext

ITEM CHANGE
DISCOUNT PRICE CHANGE QTY | MODIFIER Next

B &)
SEPERATE | MEMO | coeens | oetounr | EXIT @ [ﬁa 0

MORE SAVE RESEND PARTIAL SEND ALL




Change Price / Change Qty

How to Change Price

Select Food / Item that you want to Change Price
Click Change Price
Type Price and Click OK

Or

1. Click Amount that right next to ltem name (where the red
arrow is pointing)

How to Change Quantity

1. Select Food / Item that you want to Change Quantity
Click Change Qty
Type Quantity and Click OK

Or

1. Click Quantity that right next to Item name (where the
black arrow is pointing)

| QUESADILLA
. # Item Discount (-$1.30) #

f

C 0.00
7 8 9

4 5 6

N
0 00

Cancel

17 TAKEG £JQUICK ORDER
TACOS | BURRITOS | QUESADIL
LA
10.99 11.99
-
M o
7 8 9
4 5 6
1 2 3
quantity 2 quantity

\::, 12.99 TOTAL
1.30
REFUND 0.77 1 2-46
ALL 0.00
ms?:gnm C,’,‘F‘;ICNGEE CHANGEQTY| MODIFIER | Next
SEPERATE |  MEMO o e N ‘

MORE

Cancel

©

SAVE

Next

B @ ([@a

RESEND PARTIAL SEND ALL



Modifier 1 TACOS 10.99

Q
If you checked Modifier Optional (at Cloudhood Restaurant Lite
Installation / Set up Manual Page 28) on the Food, and want to add Inside
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 Chicken Beef Pork Fish Shrimp
i. ztle.lekc’(c)ll\glodifier Group and Add Modifiers i S i i e
. ic | | ‘ |
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 0.00
3. Click Modifier that you want to Modifier ‘ | :
4,
5. Click OK +

Click Trash Can to delete Modifier
Quantity | Quantity

Cancel F{gg e 1 2




Memo

How to add memo

oOUuneEwWNE

Select Food / Item that you want to add memo

Click Memo

Select Category

Select Prefix

Select Food or Item

If you want to add price on this memo Click Price or Click Switch
Number Pad and Type Price

Click OK

How to Change Memo

©

PNV AWM R

Select Food / Item that you want to add memo

Click Memo

Select Memo that you want to change

Click Delete

Select Category

Select Prefix

Select Food or Item

If you want to add price on this memo Click Price or Click Switch
Number Pad and Type Price

Click OK

How to Remove Modifier

ukhwNE

Select Food / Item that you want to add memo
Click Memo

Select Memo that you want to change

Click Delete

Click OK

QUESADILLA

Manual
Input

Name

Total ; 0.00
EEAER

+
Quantity

“ﬂ

umbe P




Split Checks

How to Split Check

Click Split Checks

Click Split check

Click Number section and type number of checks
Click Food or Item

vk wN e

Click any Check number’s empty space to put it in that
check. Do same thing to other foods or item.
6. Click Apply

A

IOl DINING

[% TAkeouT 4£9QUICK ORDER

Table No: A1 v

Split Invoice

Split Lheck Split Evenly Split Unevenly Merge Orders

i BURRITOS ‘ QUESADILL‘
A

1TACOS 1 QUESADILLA
= mﬂ_ Cancel Spiit ff
Chicken | 51299 |
‘
=
2

Check 1 Check

ORDER
HISTORY

ITEM
DISCOUNT
|
SEPERATE MEMO SPLIT qHECKS Dl g\é%lﬁﬁ]_

SEND ALL

MORE SAVE RESEND PARTIAL




IOl DINING [l TakeouT 4 QUICK ORDER

Split Checks )

How to Split Check Evenly

Click Split Checks
Click Split Evenly
Click Number section and type number of checks

Click Apply

Click OK m(

Information

& Done ¥

vk wN e

ORDER

tot HISTORY

Split Invoice

Split Check Split ~venly Split Unevenly Merge Orders

REFUND
ALL

ITEM
DISCOUNT

|

8 B e
SEPERATE |  MEMO  |sPuTHECKS| plooukr | EXIT ‘ @ e

MORE SAVE RESEND PARTIAL SEND ALL




Merge

How to Merge Orders

el A

Click Split Checks

Click Merge Orders

Click Table Order or Takeout Order that you want to Merge
Click Accept

Table

> - Merge Orders

Time

12/02/ 05:22 PM

Order# Table#

1"

A1

Status

Dining

Open

Cancel

DI IIvUILS

ITEM
DISCOUNT

|
SEPERATE | MEMO  |SPUTOHECKS| pfetounr | EXIT ‘

MORE

Split Check Split Evenly Split Unevenly Merge Jrders

O

SAVE

JICK ORDER

RESEND

I

PARTIAL

Plge

SEND ALL

ORDER
HISTORY




Select Orders

Merge

10-1 10-2
$13.32 $13.31

How to Merge Split Check

1. Double Click Splitted Order
2. Click Merge
3. Click Yes

Q Do you want to merge ?

“

Cancel Merge Print Checks




Sales More

Tax Exemption

. Tax Exemption Void Order Add Tip Entire Cook Time
How to Apply Tax Exemption

Click More at Order Screen TAX EXEMPTION
Click Tax Exemption

Click Tax Exemption Reason
Type Tax Exemption ID Number
Click Enter

Click OK

Individual Cook Time

Tax Exemption

o vk wnN R

Clear

Name

ID Number




. 10! DINING TAKEOUT £ QUICK ORDER
Void e
suna (ALL VALL - ALL | Emporee | ALL

TIME ORDER#  TOTAL TP P STATUS TYPE TABLE# EMP

How to Void Payment

1203/ 03:03 AN 1 $12.99  §0.00 Void  Quick Manager...|

. Findamd ek O oty
2. Find and Click Order that you want to void payment iSTTnaon

3. Click Void Payment

4. Click YES @ Do you want to VOID PAYMENT ?

How to Void Order Yes “ -------------------

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

you void payment

CUSTOMER

Find and Click Order that you want to void Order

Click Items that you want to Void @ Do you want to send void ticket to kitchen ?

Click Void
=

el

Click YES

0.00

CHECK OTHERS |
$0.00 $0.00 $0.00 $0.00

g FROM 10
REPRINT J R CASH TIP VOID VOID. @

RECEIPT I g bl 12/03/21 12/03/21




IOl DINING [l TakeouT 49 QUICK ORDER

A Table No: A1 v

Void

" BURRITOS | QUESADILL
A

How to Void Order

11.99

Sales More

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

instruction and Void Order. You can Void Order when customer did i Te e Cock T
not made Payment or after you void payment
Information

1. OFJen Order in either Dining or Takeout page . By A (o OIE IS e 7 n

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

G Do you want to send void ticket to kitchen ?

ki “

d V.UV
0.00
Next
ITEM CHANGE
DISCOUNT PRICE CHANGE QTY | MODIFIER Next

SEND ALL

B8 E]
INVOICE ¥ . .
SEPERATE | MEMO  |SPLITCHECKS| piccoinr | EXIT ‘ O - =0

MORE SAVE RESEND PARTIAL




How to Refund

o vk wnN R

Go to Order History

Find Order that you want to Refund
Click Order

Click Refund

Click Food/Item that you want to Refund
Click Refund Type

1

Py I |

Status

QUESADILLA 1

10! DINING

[ TakeouT

£ QUICK ORDER

AL

G PRICE

TIME

1201/ 05:07 PH

ok 3 |BHE

ORDER#  TOTAL TP P

1 $12.99  $0.00

REFUND B
[ oy Neme G Pice |

. emoree ALL .

STATUS TYPE

Void  Dining

TABLE# EMP

A1 Manage... 2

1 QUESADILLA 1 12.99
Original Total i ORDER
$1 385 HISTORY
Refund Total il
New Total CO)
CUSTOMER
Refund Type ‘ Check H Creditcard H Cash ‘ A Q
Total Discount Tax
\‘:I 12.99 0.00 0.86 os
1 00| 13.85/
‘ + Quantity - Quantity
|
0.00 1.0V ‘ 1203/ 03:48 Al 4 $0.00 $0.00 Void  Takeout Manage...
CREDITCARD CHECK OTHERS |
1203/ 10:44 Al 5 $0.00 $0.00 Void  Takeout Manage...
$13.85 $0.00 $0.00 $0.00
g FROM TO
REPRINT g i \&3} CASHTIP VOID VoID @
RECEIPT ADJUSTMENT ¥ PAYMENT
RESEND REFUND 12/01/21 12/07/21




How to Add Tip before Payment

vk wN e

Click More

Click Add Tip

Pick Percent or Amount

Type Price or Number of Percentage
Click OK

IOl DINING

Table No: A1

v

[l TakeouT

11.99

£JQUICK ORDER

| BURRITOS | QUESADILL

A

Sales More

Tax Exemption Void Order Add Tip Entire Cook Time Individual Cook Time

Add Tip

© Percent(%)

0.00 |onnceicss
7 8 ?
4 3 8
1 2 3
C 0 00

ORDER
HISTORY

< V.VUVU
0.00
ITEM CHANGE
DISCOUNT PRICE | CHANGEQTY [ MODIFIER | Next ‘
INVOICE
SEPERATE MEMO  |SPLITCHECKS| picroiinr

MORE SAVE

RESEND

PARTIAL

Next

SEND ALL



IOl DINING [l TakeouT 49 QUICK ORDER

A Table No: A1 v

Cook Time

BURRITOS | QUESADILL
A

How to Set Entire Cook Time

11.99
Sales More
Put all the Foods and Items
Click More

Click Entire Cook Time
Put Time ) .
Click OK Cooking Time

Click Send All )
11 119 - AM -

o vk wnN R

ORDER
HISTORY

How to Set Individual Cook Time
Put all the Foods and Items

Click Food that you want to cook different time
Click More

Click Individual Cook Time

Put Time

Click OK

Click Send All

No e e e

Next

ITEM CHANGE
DISCOUNT PRICE CHANGE QTY | MODIFIER Next ‘

B8 E]
INVOICE ¥ . .
SEPERATE | MEMO  |SPLITCHECKS| piccoinr | EXIT ‘ O - =0

MORE SAVE RESEND PARTIAL

Plge

SEND ALL




How to Save Order

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

sended to Kitchen

After you put all the order Click Save
Pick Percent or Amount

Type Price or Number of Percentage
Click OK

P wnNE

How to Send Order to Kitchen
Partially

After you put all the order Click Partial
Check food that you want to send first
Click Send Selected

For the rest of the food Click Partial
Click Send Remain Orders

vk wN e

IOl DINING

[l TakeouT

Table No: A1

[] 1 QUESADILLA

[}

BURRITOS
** taco
1 sour cream

£ QUICK ORDER

o

SEND SELECTED

SEND REMAIN
ORDERS

SEND ALL

> 0.00
0.00
ITEM CHANGE
DISCOUNT PRICE CHANGE QTY | MODIFIER
INVOICE
SEPERATE MEMO SPLIT CHECKS|  h1se0uNT

O

SAVE

RESEND

PARTIAL




IOl DINING [l TakeouT 4 QUICK ORDER

A Table No: A1 v

Resend

[
| BURRITOS | QUESADILL
A

How to Resend Selected Item to
Kitchen

11.99

1. Open Order that you want to Resend the Order
2. If you want to send just some of the Item, Click Items
3' CIICk Resend Resend Orders to Kitchen Printers
4, Click Resend a Selected Item
How to Resend All Items to Kitchen Resend a Slcted eisinem

Item HISTORY

1. Open Order that you want to Resend the Order

2. Click Resend
3. Click Resend All Items Cancel

0.00 TOTAL

0.00

o 0.00

0.00
ITEM CHANGE | cyaNGEQTY |  MODIFIER Next ‘ -
DISCOUNT PRICE

INVOICE
SEPERATE MEMO SPLIT CHECKS|  h1se0uNT EX

=

SEND ALL

0 v 58 B

MORE SAVE RESEND PARTIAL




IOl DINING [l TakeouT 4 QUICK ORDER

A Table No: A1 v

Partial

[
| BURRITOS | QUESADILL
A

How to Resend Selected Item to
Kitchen

11.99

1. Open Order that you want to Resend the Order
2. If you want to send just some of the Item, Click Items
3' CIICk Resend Resend Orders to Kitchen Printers
4, Click Resend a Selected Item
How to Resend All Items to Kitchen Resend a Slcted eisinem

Item HISTORY

1. Open Order that you want to Resend the Order

2. Click Resend
3. Click Resend All Items Cancel

0.00 TOTAL

0.00

o 0.00

0.00
ITEM CHANGE | cyaNGEQTY |  MODIFIER Next ‘ -
DISCOUNT PRICE

INVOICE
SEPERATE MEMO SPLIT CHECKS|  h1se0uNT EX

=

SEND ALL

0 v 58 B

MORE SAVE RESEND PARTIAL




H ow to ch a rge G ratu ity 10l DINING [ rakeour £JQUICK ORDER

automatically : : i
o0
. . A4 @)
1. Enable Group Gratuity (Cloudhood Restaurant Lite
Installation / Setup Manual, page 15) ®
2. Check Ask no of customers when dining (Cloudhood r
Restaurant Lite Installation / Setup Manual, page 17) R ‘
3. Click Table
4, Type Number of Guest C 0 on
5. If Guest Number is same or higher than Minimum # of ; 2
Guest on Enable Group Gratuity Section. Gratuity will apply 7 8 9 -
automatically when you place order. . il . ‘ : E?R
| 1w -
1 2 3
— &
Qua;\tity 0 Qua:tity - S

= Q

Open Cashdrawer Move Table Join Table Spiit Check Resend Partial Send All P a g e

B s

-



. . cal
How to Reprint Receipt 10! DINING [l TakeouT £ QUICK ORDER
. . o ALL  vALL ¢ %= 3 |ALL v Enpioee ALL v
2. Find and Click Order that you want to Reprint Receipt % | UESABILER T
3. Click Reprint Receipt : 1207/ 08:52 Al 1 $0.00 $0.00 Void  Takeout Manager...
12107/ 08:57 ANt 2 $12.99  §0.00 Void  Dining A1 Manager...
12/07/ 09:03 AW 3 $13.85 $0.00 CA Paid Takeout Manager...
ORDER
HISTORY
Q
o)
CUSTOMER
CREDITCARD CHECK OTHERS
$13.85 $0.00 $0.00 $0.00
B FROM T0
REPRINT g ‘\Q} CASHTIP VoID VoID
RECEIPT e sy | e PAYMENT | 12/07/21 | 12/07/21




Customer

How to Add Customer

Click Customer in Order Screen
Click Add New Customer

Type Customers Information
Click Save & Return

el A

How to Edit Customer

Find Customer
Click Customer
Click Edit

Edit Information
Click Save & Return

vk wnN e

How to Delete

Find Customer
Click Customer
Click Delete

Customers

Date Total P Status  Type Emp

Phone No. Name # of Orders Total

General Information ‘

First Name Last Name >
Phone No1 [P Time Order# Total Status Type
E-Mail Reward Card #
Address #1
Street 1
Street 2
Gty ] State Zip
Address #2
Street 1
Street 2
Gity I 1 State Zip

PN E

Click Yes | mformation

x Do you want to delete a selected customer ?

Yes| No

Save & Retum

A v (‘:‘::m':;’; Edit Delete B> i 29




Clock In/Out, Start/End Break P
D

How to Clock IN

Go to Main Screen
Click Clock In/Out
Put Password and Click Enter
Click Clock In Manager Manager

How to Clock OUT

o

Clock In
Go to Main Screen
Click Clock In/Out
Put Password and Click Enter
Click Clock Out

o

Clock InfOut  Casher InfOut Open Drawer Credit Card Report Order

How to Start Break

Password:

Go to Main Screen

Click Clock In/Out

Put Password and Click Enter
Click Break Start

bl o

How to Finish Break

Manager Manager
Go to Main Screen
Click Clock In/Out BreakiSiart
Put Password and Click Enter
Click Break End

PN PRE




127.00.1:1

How to Open Cash Drawer

4\ CLOUDHOOD
1.  Go to Main Screen OD Restaurant Lite

2. Click open Drawer

Clock InfOut  Casher InfOut Open Drawer Credit Card Report Back Office Order

Exit




.
Cashier In/Out - =

$0.01 E 0.00 $0.01 0.00 7 8 9

How to Cashier IN $005| | 0.00 $0.05 0.00
0.10 0.00 0.10 0.00
1. Go to Main Screen : E * 4 5 6
2. Click Cashier In/Out s025 | 000  $025 0.00
3. PutPassword 05 | 0.00 $0.50 0.00
4.  Type Cash Amount 1 2 3
5 Click oK s1.00 | 0.00 $1.00 0.00

How to Cashier OUT . % " | Gear | Q | Enter
$2 \:| 0.00 $2 0.00

1. Go to Main Screen $5 :] 0.00 $5 0.00

2. Click Cashier In/Out

3. Put Password $10 E 0.00 $10 0.00

4, Type Cash Amount $20 [: 0.00 $20 0.00 Payment

5. Click OK Cash $0.00
$50 E 0.00 $50 0.00

Creditcard $0.00
st0 | 0.00 $100 0.00 o e

Total 0.00 Total 0.00
o

Difference
Creditcard 0.00 0.00

Check 0.00 0.00




Tip /N CLOUDHOOD
OD Restaurant Lite

Creditcard History

How to Add Tip on Credit Card

1. Go to Main Screen L - — i =
2. Click Credit Card

3. Click Transaction that you want to add tip

4. Click Tip

5. Type Amount

6.

Click Process Tip

Process Tip

Batch Close | i Reprint Receipt Print n




Ti p 10! DINING [ TakeouT £ QUICK ORDER

s Paid vIALL | 6 [ v| Enpiovee ALL
. . e mn  n emme  ner TR EMP
How to Add Cash Tip on Credit Card == Please enter a cash tip. |
Manager...|
1. Click Order History A4 Manager...
2. Find and Click Transaction that you want to add Cash tip c 0 - 00
3. Click Cash Tip Adjustment
4. Type Amount
5. Click OK 7 8 9
4 5 6 ORDER
HISTORY
Q
1 2 3 O

CUSTOMER

— 0 00 Q

Cancel
CREDITCARD

$13.85 $0.00 $0.00 $0.00

REPRINT g \é},‘f

RECEIPT
RESEND REFUND

FROM T0

VoID

VoID
: PAYMENT | 12/07/21 | 12/07/21




Credit Card Creditcard History

Time Order# Type  Amount Tip Total 4Digit AuthCode Status St.# Ref. # Tr Type

How to Close Batch

Go to Main Screen

Click Credit Card

Click Batch Close

Batch Report will Print Out

H N e

How to Reprint Credit Card Receipt

Go to Main Screen

Click Credit Card

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

W e

How to Print Credit Card Report

1. Go to Main Screen
2. Click Credit Card
3. Click Print

 Batch Close | Tip Reprint Receipt Print “ 35



DR & &0

Sales Summary

How to See Sales Summary

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Sales Summary

PN pe

How to Print Sales Summary

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Sales Summary

Click Print

bk wn e

How to See different dates of Sales
Summary

Go to Main Screen

Click Summary

Put Password and Click Enter

Click Sales Summary

Either Change Date on From and To or Click Box on bottom
of the screen

vk wN e

Page 1 of 1

\i%

Q mwn v @

Print

Today

LRAKA

Sales Summary Report
From 12/8/2021  To 12/8/2001
Report Date 12/8/2021 2:51 M

Sales Summary Fom 5 12/8/2021

Anount
Gross Sales %.00
Refund %.00
Discount .00
Net Sales %.00
Tax .00
Tip %0.00
Service Charae %.00
Amount Col lected %.00

Total Tip Refunded
Col lected Cash Paynent %.00 .00 .00
(ol lected Creditcard Paynent $0.00 $0.00 $0.00
Col lected Check Payment %.00 .00 .00
(ol lected Others Payment £.00 $0.00 $0.00
Total Payment %.00 .00

Total Net Tax
Gift Card Redeened %.00 .00 .00
Total Voided Anount $0.00
% (thers Payment Details

test .00
fo. of Custoners 0 Dining .00
No. of Invoices 0 Takeout .00
Ave. Ticket Anount %.00 Quick Order .00
Yesterday This Week Last Week

This Month

iy

Last Month

This Year

12/8/2021

Return

Page 36
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Sales By Item

Show Amount of Item Sold

Item Sales

How to See Sales By Item Summary

MODIFIER

To

COUNT ~ AMOUNT

GROUP TEM

Go to Main Screen

Click Summary
Put Password and Click Enter

W e

Click Sales By Item Summary

How to See different dates of Sales
By Item Summary

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Sales By Item Summary

ok W e

Either Change Date on From and To or Click Box on bottom
of the screen

Today Yesterday

Page 1 of 1

This Week

Last Week

This Month

iy

Last Month

This Year

12/8/2021

Return

Page 37
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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

Full Screen

Item

MX

Today

HX:: 100% ($100

Yesterday

This Week

ay
4

Last Week

Salse By Category Fon )

This Month

Total
$48.96.

Last Month

Percentage
100.00%

A




Sales By Item (Graph) ~ B [ | r EER

Ttem Qy Total Percentage

TACOS 1 $1099 245%

. BURRITOS 1 1199 240%

Show Percentage of Item Sold with Graph ’ ”
QUESADILLA 2 5% 53.06%

How to See Sales By Item (Graph)

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Sales By Item (Graph)

W e

How to See different dates of Sales
By Item (Graph) =

I BURRIOS
BURRITOS : 24% (524.49)

QUERDILLA

. TACOS : 22% ($22.45)
Go to Main Screen

Click Summary

Put Password and Click Enter

Click Sales By Item (Graph)

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

ok W e

of the screen

QUESADILLA : 53% ($53.06)

Full Screen Today Yesterday This Week Last Week This Month Last Month




Hourly Analysis (Sales)

Show Sale Report Hourly

How to See Hourly Analysis (Sales)

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Hourly Analysis (Sales)

W e

How to See different dates of Hourly
Analysis (Sales)

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Hourly Analysis (Sales)

ok W e

Either Change Date on From and To or Click Box on bottom
of the screen

Traffic Tme
09 AM
10AM
1AM
12PM
01PM
02PM
03PM
04PM
05PM
06 PM
07PM
08 PM
09PM
10pPM
Total

Daily %

rly Analysis (Sales)
Sunday Monday
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
000 000
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
040 000
0% 0%
9AM 10AM 11AM NOON
Today

Tuesday
0.00
0.00
0.00
138
0.00
0.00
0.00
1385
0.00
0.00
0.00
0.00
0.00
0.00

$21.00
100%

i

Yesterday

From ﬁ

Wednesday Thursday Friday
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
$0.00 $0.00 $0.00
0% 0% 0%
Hourly Sales Analysis

P M 4P 5PH 6PH

This Week Last Week This Month

To

Saturday
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
$0.00
0%

L]

Last Month

E

L)

121122021

Total
$0.00
$0.00
$0.00
$13.85
$0.00
$0.00
$0.00
$13.85
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
§21.70

9pM 10PM

This Year

Pag

Hourly %
0%
0%
0%
50%
0%
0%
0%

50%
0%
0%
0%
0%
0%
0%

e40
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Employee Tips Fom = 12/8/2021

Employee Tip Report

Name:

Employee Tip Report

—

0

Show How much Tip each Employee earned

How to See Employee Tip Report

Go to Main Screen

Click Summary
Put Password and Click Enter
Click Employee

vk W e

Click Employee Tip Report

How to See different dates of
Employee Tip Report

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Employee

Click Employee Tip Report

o Uk wWwN e

Either Change Date on From and To or Click Box on bottom
of the screen

Today Yesterday This Week Last Week This Month

Page 1 of 1

iy

Last Month

This Year

12/8/2021

Return

Page 41

0%
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Wage i C e 5 1250021 s | 12102021
Employee Name Type In Out Total Hours
Show Employees Clock In and Out Time and Total Hours they InfOut 20712021 1033 AM 12912021 1001 AM 47 Hrs, 27 Mins

Manager, Manager
worked . . Total 47 Hrs, 27 Mins(47.46) $0.00

How to See Wage

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Employee

Click Wage

uhwNE

How to Print Pay Slip

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Employee

Click Wage

Click Print Pay Slip

ok wWNE

How to Change Wage Date

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Employee

Click Wage

Change Date on From and To

Print Pay Slip

oukwNeE




Sales By Category, Item (By
Employee)

Show Sold Category and Item by Employee

How to See Sales By Category, Iltem

vk W e

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Employee

Click Sales By Category, Item

How to See different dates of Sales
By Category, Iltem

O Uk N e

Go to Main Screen

Click Summary

Put Password and Click Enter

Click Employee

Click Sales By Category, Item

Either Change Date on From and To or Click Box on bottom
of the screen

DR B BO| o afm -4 8- 0-

Sales by Category, Item Fom = 126/2021

Sales by Category, ltem (By Employee)

| GROUP TTEM MODIFIER COUNT
Name : Manager Manager
3

5
TACOS 1
BURRITOS 1

3

QUESADILLA

ek

To

AMOUNT

619

109
19

K1)

Today Yesterday This Week Last Week

Pagel o |

This Month Last Month

1211212021

This Year Retun

Page 43
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Credit Card Transactions 22 "

Time Order # Type Amount i Total 4Digit Auth Code Status Sta, # Ref. TrType

How to See Credit Card Transactions

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Payment

Click Credit Card Transactions

vk wN e

How to See different dates of Credit
Card Transactions

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Payment

Click Credit Card Transactions
Change Date on From and To

SANEUE I R

APPROVEDC) => Chip card

Void Refund $0.00 APPROVED(S) => Swiped card

REFUNDED(0) => Original transaction for refund




Credit Card Transaction 5 "

Time Order # Type Amount i Total 4Digit Auth Code Status Sta, # Ref. TrType

How to Void Transaction

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Payment

Click Credit Card Transaction
Click Transaction

Click Void

Nouewne

How to Refund Transaction

Go to Main Screen

Click Summary

Put Password and Click Enter
Click Payment

Click Credit Card Transaction
Click Transaction

Click Refund

Nouewne

APPROVEDC) => Chip card

Void Refund $0.00 APPROVED(S) => Swiped card

REFUNDED(0) => Original transaction for refund




12/6/2021] =TT

Tax Report From

Tax Report

Paid Date Order No. Discount Tax Total
12/7/2021 12:30 M 5 $12.99 $0.00 $0.86 $13.85
12/7/2021 4:40PM 6 Dining $12.99 $0.00 $0.86 $13.85

How to See Tax Report

TOTAL $25.98 $0.00 $1.72 $21.10

Go to Main Screen

Click Report

Put Password and Click Enter
Click Payment

Click Taxes

vk W e

How to See different dates of Tax
Report

Go to Main Screen

Click Report

Put Password and Click Enter

Click Payment

Click Taxes

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

O Uk N

of the screen

Today Yesterday This Week Last Week This Month Last Month This Year

Page 46



Discount E 12612021 oo 5 112021

=

Discount Report

Paid Date Order No. Tnv. Discount Ttem Discount Total Discount Total Amount Employee
12/8/2021 5:32PM 1 $12.98 $0.00 $12.98 $12.99 Manager, Manager

How to See Discount Report

Go to Main Screen

Click Report

Put Password and Click Enter
Click Payment

Click Discount

vk W e

How to See different dates of Tax
Report

Go to Main Screen

Click Report

Put Password and Click Enter
Click Payment

Click Discount

O Uk N

Either Change Date on From and To or Click Box on bottom
of the screen

Today Yesterday This Week Last Week This Month Last Month This Year

Page"48
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Void Report

How to See Void Report

Void Report

1. Goto Main Screen N T D I T T
2. Click Report 0TBETAN  MManager
. 12071229PM MManager
3. Put Password and Click Enter o i
4, Click Payment 12071229PM  MManager
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
Today Yesterday

Page 1 of 1

2
4
4
4

This Week

v O v

‘Thursday, December 9, 2021

QUESADILLA
QUESADILLA

BURRITOS
#taco
TACOS
taco

1299 12070857AM  MManager
1299 1207 1231PM  MManager
1199 12071231PM  MManager

1099 12071231PM  MManager

Dinng
ik
vk

Quick

Last Week This Month

—

o 121212021

Last Month This Year Retun

Page 48
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VOId Payment Report Fon ) 11/29/201 | o o 12/5/2021

How to See Void Payment Report

—

Void PaymnentReport

Thursday, December 9, 2024

1. GotoMain Screen COCE A
2. Clle Report 12010607PM MManager T2030816A  MManager  Dinng 18 Void Paymert
. 12021031 AM M Manager 9 120309:12AM  MManager  Takeout 1385 Void Payment

3' PUt Password and ClICk Enter 12030903AM M Manager 1 12030909AM  MManager  Quick 1385 Void Payment
4. Clle Payment 030903AM MManager 2 12030410AM  MManager  Quick 1385 VoidPayment

. . 12030916AM M Manager 3 12030920AM  MManager  Quick 1385 Void Payment
5. Click Void Payment
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
Today Yesterday This Week Last Week This Month Last Month This Year Return

Page 49
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Refund Report

How to See Refund Report

Go to Main Screen

Click Report

Put Password and Click Enter
Click Payment

Click Refund

vk W e

How to See different dates of Void
Payment Report

Go to Main Screen

Click Report

Put Password and Click Enter

Click Payment

Click Refund

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

O Uk N

of the screen

Page 1 of 1

8
Refund Orders

Today

Refund Report

i Lo || e ] 8 | e | —in |

Yesterday

This Week

P Q-
Fom = 12/9/2021

Thursday, December 9, 2024

Last Week

This Month

iy

Last Month

This Year

12/9/2021

Return

Page 50
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