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Chapter1  Start Working

Clock In / Clock Out

Enter PIN

POINT OF SALE FOR RESTAURANT

BACK OFFICE TIME CARD

Figure - Log In screen

The restaurant can set enforce time card to employees in order to force them to clock in before

accessing the system.

To clock in or clock out or break, follow below steps:

P wnN e

Enter pin number or swipe card.

Click “TIME CARD” button. Time Card window will show up.

Click “CLOCK IN” button, the clock in summary window will show up.

To break or clock out, rerun step# 1-2. After clock out, the summary window box will show up.
Remark: The restaurant can set to show or hide ‘Print Clock In-Out slip’ button.

Remark: The restaurant can set each employee to Enter Gratuity when Clock-Out.



Employee: Admin Wednesday, Jan 04, 2017 02:08:41 PM

CLOCKIN

Figure - Time Card window

Employee: Admin

Clock In: 02:08 PM, Wednesday Jan 04, 2017

Figure - Clock In summary window
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Employee: Admin

Clock In: 02:08 PM, Wednesday Jan 04, 2017

Clock Out: 02:26 PM, Wednesday Jan 04, 2017

Work Hours: 0.30 Break Hours:

BN

Figure - Clock Out summary window
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LogIn

To access the system, on Log in screen, enter pin number and click “LOG IN” button or swipe card, the
order type page will open.

« If a default order type of logged in user is enabled, a default order type will show up.

«» If a default order type of logged in user is disabled, the order type on first tab will show up.

Dine In Take Out Pick Up

#20

09:33 AM
OPEN ORDER
PAY PRINT
TABLE

WAITLIST/
OPEN DRAWER PAYOUT ORDER RECALL GIFT CARD RESERVATION

Figure - Order Type page
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Start Day

Before starting order operation on each day, the authorized employee must Start Day by follows below

steps:

1. Go to the bottom of order page, click “MORE” button, the “MORE” window will show up.
Click “START DAY” button, the Start Day dialog box showing today business date will show up.

3. Click “Confirm” button, the Start Day process is completed. The button for creating order will be
enabling while the “START DAY” button will be disabling.

Caution: In order to take effect for Start Day p 5 on other work station immediately, the

employee must reLogln on those work stations.

START SERVER

MANAGE CREDIT CARD
TRANSACTIONS

CUSTOMER DEPOSIT

CLOSE DAY

CLOSE SERVER VIEW REPORT

REOPEN SERVER

MANAGE TIME CARD MANAGE GIFT CARD

VIEW EMPLOYEE

CLOCK-IN ADJUSTMENT MEMO

MEDIA OPERTAION ORDER TRANSFER

CLOSE CASHIER

ADJUST GRATUITY

REOPEN DRIVER

REPRINT GIFT CARD
RECEIPT

PRINTALL

Figure - More window
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Start Bank
There are three approaches for operate payments which are Cashier bank, Server bank, Driver bank.

1. Cashier Bank
This is a centralized payment operating concept, each payment is operated by cashier. Each
work station must install drawer and set enabling Cash Tray at Back Office. The authorized
employee has to “START CASHIER” function before start operating payments on each shift.

2. Server Bank
This is a distributed payment operating concept, each authorized server in the restaurant owned
his bank. Each server has to start his bank before start operating payment against his shift.
During the shift, each server has to take care the received payments of his bank until end of shift
and close the bank.

3. Driver Bank
This bank is for Delivery and Online Delivery order type, the concept of this bank is to focus on a
delivery driver. Each delivery driver has to start his bank against his shift, then he will be able to
close orders he delivered, to keep a record of his work.
Remark: See Start/Close Driver Bank on Delivery Chapter

Cashier Bank Server Bank Driver Bank

Dine In X X

Take Out X X

Pick Up, Online Pick Up X X

Delivery, Online Delivery X X

Bar Tab X X

Figure - Bank support against each Order type
Start Cashier Bank

Before starting cashier operation on each cashier work station, the authorized employee must Start
Cashier by follow below steps:

1.
2.

Go to the bottom of order page, click “MORE” button, the “MORE” window will show up.
Click “START CASHIER” button, the count starting money window will show up.
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3. Enter starting money if any, click “CONFIRM” button, the Start Cashier process is completed.

Remark: The restaurant can set to ‘Print Money Count slip’ automatically after started Cashier.

. S
Count Starting Money of Cash Tray#1 -
Dining B
Dining E
{ s000 [ | | 5
$50.00

$20.00 | _
$10.00 7 8 9

=

$1.00

$0.50 1 2 3
$0.25 | '

$0.10
$0.05
$0.01

E} $5:00
$2.00 | ' 4 5 6

PRINT

PRINTALL

MEDIA OPERTAION ORDER TRANSFER

Figure - Count Starting Money on Cash Tray
Start Server Bank

Before starting payment against each shift, each authorized server has to start his server bank by follow
below steps:

1. Go to the bottom of order page, click “MORE” button, the “MORE” window will show up.

Click “START SERVER” button, the Start Server Bank window will show up and display Server
Name differently as follows:

% If the logged on employee has permission to Start and Close Server Bank for other, the

window will show all Server name.

% If the logged on employee is in employee group setting Use Server Bank, the window will
show his name.

Page 15




< If the logged on employee is not in employee group setting Use Server Bank, and he has

no permission to Start and Close Server Bank for other, the window will not show Server
name.

A server who is already started his server bank, his name will show in grey and unselectable.

3. Select desired Server name.
¢ Click “CONFIRM” button if you want to start a server bank.
# Click “CANCEL” button if you don’t want to start a server bank.

(“Start Server Bank
Business Date: 06/14/2017

Server Name
Admin

Lucky

Figure - Start Server Bank window
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Chapter 2 Dine In order type

On order type page, you will see “Dine In” tab or other name you set to this order type against attribute
named “Alias Name” on Back Office. When click this “Dine In” tab, if feature Table Layout is enabled, you
will see table layout showing table name with different background color indicated table status
presenting against each section;

Dining Take Out. Pick Up Delivery Bar Tab

1,
]

@ @ )
e W i
== E E—J E -

WAITLIST/

Figure - Dine In order type page enabling Table Layout

If feature Table Layout is disabled, you will see opened order list showing on.

The “My Order” button at the bottom on right pane, when click it, it will show only the opened order list
you possess. When click it again, it will show all opened order list.
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Dining Take Out. Pick Up Delivery Bar Tab
F1TTHLES, §59.15 1371330, 57138 F1373754, $66.41 NEW
510 PM | 2% min 5003 PM | 27 miin 537 PM | 2 min
MY GRDER
WAITLIST ]
PAYOUT ORDER RECALL REFUND GIFT CARD RESERVATION

Figure - Dine In order type page disabling Table Layout
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Order Entry

To create order, follow steps below:

1.

Enable/ Disable Table Layout feature
1.1. Enable Table Layout
# Click available table, click “Open Order” button.

occupied

table available table

Occupied table
& Receipt
printed

Occupied table
& Payment
occured

Figure - Table Color meaning

1.2. Disable Table Layout

< Click “NEW” button.

Enable/ Disable Number of Guest feature

2.1.Enable Number of Guest

«» Numpad for enter no. of guest will show up after step#1.1 or step#1.2.
% Enter no. of guest, click “DONE” button. The order page will open.
2.2.Disable Number of Guest

% The order page will open after step#1.1 or step#1.2.

To edit order, follow steps below:

1.

Enable/Disable Table Layout feature

1.1 Enable Table Layout

¢ Click occupied table, orders of selected table will show up on right pane.
#» Click “Open Order” button, the order page will open.

1.2 Disable Table Layout

#» Click desired order, click “EDIT” button, the order page will open.
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(Check # 5 by Lucky FFET
l Diming Tabie & Guest 3 J
Lunch |appetizers| LPagTnai LPsusesgw L DIUKEN
2 Spley Sheimg Salad 20,09
Medium
B fed B 15
1 Seafacd Fried Rice i Salads Soups L-Spicy Basi L-Garlic L-Ginger
1 Chinass Broccoll 1000
Wild ,
Criapy Pork Pho and Stir-
{  ParkRibs 198 Noodle Fried L-Broccol \WLHMM L-Cashew Nl
| Sicky Rice wi Mango e Soups _ Noodles
Rice ﬂw L-Yellow Curry | IL-Ruby Cuiry . L-Jade Cumy
Entrée
Special o
s Ayodhaya
0f The Spcial
Week Spe z
Su Total $64.95 | [ gy Dessert Beverages
Tax $5.68 1w
Side
Order
Total $T0.63| Tiiow | i 0.5% 2x 3x 4 M =SSt
 ———————— |
L o

Figure - Order page screen

Adding Item

To add items on order, follow steps below:

1. On order page, click desired Menu Group, the corresponded Menu Item and Menu SubGroup
will display on the right pane.
2. Click desired Menu Item or Menu SubGroup.
2.1. When you click Menu Item, if Menu Item has no forced choice, Menu Item will be added on
ordered item list. If Menu Item has forced choice, Forced Choice page will open.
2.2. Click desired modifier item, modifier item will be added on modifier item list on the left
pane. If there are multiple modifier groups shown up, click desired modifier group, the
corresponded modifier item will show up.

In case a minimum number of forced modifier item of each modifier group is setting and quantity

of added modifier item didn’t reach the minimum, the application will not allow to complete
adding forced modifier item process by showing error message box.
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In case a maximum number of forced modifier item is setting, when quantity of added modifier
item of each modifier group reached the maximum number, the application will move to next
modifier group automatically if available, otherwise the application will move to “Done” button and

click it automatically.

Maat Chicken Pork Beel Shrimg Weelanks
Fried Tofy Todu Crisgy Pork Combination Seatood
No 8gg Mo Meat Geround Chicken
Page lof 1
00000 w™

Figure - Forced Choice page screen

2.3. Click “DONE” button when finished adding forced modifier items. The forced choice page
will be closed. The added modifier items will be showing on order.

2.4. Click “CANCEL” button when you want to cancel adding current Menu Item to order. The
forced choice page will be closed. No new Menu Item added on order.

3. After finished adding items:

3.1. Click “DONE” button if you want to send added items to kitchen.

3.2. Click “PAY” button if you want to send added items to kitchen and make payment.

3.3. Click “CANCEL” button if you want to cancel added items.
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Function buttons on Order page

VOIDED button

This button is to void item already printed to kitchen. To void item, follow below steps:

1. Click desired item on ordered item list.
2. Click “Void” button.
3. If feature Enforce input reason for void item is enabled, Void Reason dialog box will show up.

- Enter Void Reason

-

1x Pad Thai
Enter Reason:

= -
e 4

Customer Cancel Customer Complained Wrong Order Price Wrong

o] e
E3- -
K - o o fm] ] ][] 2]
)+ ]e] \UEUDTE

Figure - Void Reason window
4. Click one predefined void reason, the dialog box will close automatically. Or if predefined
reasons don’t match with your reason, enter your reason, click “DONE” button. Or click
“CANCEL” button if you don’t want to void item.
5. On order page, voided item and modifier item (if any) will be showing in red color, the word of
“VOID” will replace item price, modifier item price will not show.
Remark: The restaurant can set sending email alert when order/ item(s) is voided.
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HOLD button

This button is to hold time for printing items to kitchen. There are two methods to hold item, the first is
to set schedule to items, when time reach the schedule, items will be printing to kitchen automatically.
The second is to hold item that is called “Hold Until Notified”, you have to unhold item manually and
click “DONE” button on Order page to print hold items to kitchen. To hold item, follow below steps:

1. Click “Hold” button, Hold page is open. All items not printing to kitchen yet will be displaying.

(Check® 1 by Goong BFFILC N
Diring Takle T2 Guesd 1 {_.f" \ Pt
ELE O o
E.';gr,- Item Order Darte and Time Hald Until Time
1 Spicy Eggplant Jum 12, 20T 38 P
= S Hold Until "!y

1 Chill Pasta Fried Rice wn 12, 2007 235 PM Notified .
5 mins 10 mins 15 mins
20 mins 25 mins 30 mins
35 mins 40 mins 45 mins
50 mins 55 ming &0 mins

Select All UnHold UnHold All

Figure - Hold Items page

2. Select desired item, reselect desired item to deselect. This page support multi select that means
you can select multiple items before click time button or “Hold Until Notified” button.

3. Click desired time button if you want to schedule, or click “Hold Until Notified” button if you
don’t want to schedule.

4. Click “DONE” button to finish hold items process.

5. On order page, you will see clock icon displayed in front of item when you hold item by
schedule. If you hold item until notified, you will see hand icon displayed in front of item.
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To unhold items, repeat steps#fl — #2 then click “UnHold” button and click “DONE” button to finish
unhold items process.

To unhold all items, repeat steps#1 — #2 then click “UnHold All” button and click “DONE” button to finish
unhold all items process.

REORDER button
This button is to reorder the ordered item. To reorder item, follow below steps:
1. Click desired item to reorder on ordered item list.
2. Click “ReOrder” button.
3. One quantity new item and modifier items if any, will be added at the bottom of order list.

MODIFY button

This button is to manipulate modifier items of ordered item which is not printed to kitchen yet. To
modify modifier item, follow below steps:
1. Click desired item on ordered item list.
2. Click “Modify” button, Modify page will open. If selected item has modifier group attached to,
its corresponding modifier groups and modifier items will be showing on right pane; otherwise
blank pane will be showing.

(2 ) s Sl =~ ~ X ~ Y o~ «»
Mot Churies Fore B Shrmp Vegetatin
SpOress Py Tty Aoty vy o Comterestnn Gealcod
sepEabE P s e W Gifehd Creckarn
i
oo [ | R
1 Shnmp Fha 10,00
Page 1 of 1
Manual H
80000E &

Figure - Modifier page — selected item has modifier group attached to
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1 Snnmg Pre 1000

1 Thalkced Tea 254

1 ‘Waer 175

i M cdify

Figure - Modifier page — selected item has no modifier group attached to

“rmnn
Idushroom SarroeE e Beansorat Bad Eeppar
e Carril 2 L i
Turmas Sexo = - CamutrTen Logeta= Fraad Tolu
Garu G Geen Bean Vi W T

LChangs Gy Change Price | Roplascs Mo S Smarur Sunpe Frssaposs Ao

1 BIG EIFE B3 PohTak (Sexio 1890

S Tt Sealer Lo Pea St Tolu Sprach
T S h TR ey . Fim i
Pags L ol 1

“anu E
Zu
iadity

Figure - Modifier page — Disallow selecting same modifier items multiple times
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Click desired “Modifier Group” button, then click desired “Action” button, the corresponded
modifier items will be showing, for example, click ‘Meat’, click ‘ADD’ button, you will see
modifier items list showing likes Chicken, Pork, Beef, Shrimp, etc.

Remark: The restaurant can set each modifier group to allow or disallow selecting same
modifier item multiple times against each ordered item on Back Office.

Click desired “Modifier Item” button, the modifier item will be adding at the bottom of modifier
item list.

To delete modifier item, click desired modifier item on modifier item list, click “DELETE” button.
To change quantity, click desired modifier item on modifier item list, click “Change Qty” button.
To change price, click desired modifier item on modifier item list, click “Change Price” button.
To replace modifier item, click desired modifier item on modifier item list, click “Replace Mod”
button, click desired “Modifier ltem” button on right pane.

If modifier items list don’t match your requirement, you can add open modifier item:

9.1. Click “Manual Modify” button, Open modifier item dialog box will open.

9.2. Enter modifier item and price then click “DONE” button.

10. Click “DONE” button on Modify page when you finish manipulating modifier items.
11. The modifier items on ordered item list will be updating corresponded with your manipulating.

l Enter Open Modifier Item

-
Price

Item Name/
Description:

Second Language:

Third Language:

o]

Il )

anBl
anannnt 1

taa ool ol ol

-
e 4[4 [v])

Figure - Open Modifier Item window

o
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-
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~
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KITCHEN NOTE button
This button is to add note to the order for printing to kitchen, follow below steps.

1. Click “Kitchen Note” button, Kitchen Note window will open.

2. Click predefined note button, predefined note will be adding on the right pane. Or if predefined
notes don’t match your requirement, type your note and click “ADD” button, your note will be
adding on the right pane.

3. To delete note, click desired note on right pane then click “DELETE” button.

4. Click “DONE” button when you finish manipulating order note.

Remark: Cannot delete note already printed to kitchen. Can add maximum 5 note per each order.

Order Mote
g
Enter Note: ADD
Do not make No MSG *
Peanut Allergy Thai style

Seafood Allergy Vegetarian

ey e ]
- HopnnnNnNaL
El - e e L] )]
] ]e] alvh B]

Figure - Kitchen Note window
ToGo button

This button is to mark/unmark item as ToGo on order list. To take/untake ToGo the item, follow below
steps:
1. Click desired item on ordered item list.

| l

S

o
u
~J
= <]
(1=}

\

«| ¢

2. Click “ToGo” button. If the item is marked as ToGo, the “<T>” symbol will be displaying infront of
item name; otherwise, the “<T>” symbol will be removing from item name.
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CHANGE QTY button
This button is to change quantity of item not printed to kitchen. To change quantity, follow below steps:
1. Click desired item on ordered item list.
2. Click “Change Qty” button, the numpad dialog box will show up.
3. Enter the quantity and click “DONE” button.
4. The quantity of item on ordered item list will be updating corresponded to your change.

ORDER DISCOUNT button
This button is to give discount to the order as well as remove discount from the order. To give order
discount or remove order discount, follow below steps:

1. Click “Discount” button, Discount window will open, it will be showing the available discounts.

Order Discount

10% Discount 50% Employee Discount
15% Discount (5.39) 20% Discount
25% Discount 30% Discount

Figure - Order Discount Order window

2. Click desired “Discount” button, the discount amount will be showing next to given discount
button. If desired discount is an open discount, the numpad dialog box will show up with
“Percent” button and “Amount” button, you can enter discount by percentage or amount.
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Remark: The restaurant can set a default button for an open discount between ‘Percentage’ and
‘Amount’.

3. If you want to remove existing discount, click “Remove Discount” button.

4. Click “DONE” button on Discount window when you finish manipulating discount. If feature
Enforce input reason for discount is enabled, Discount Reason window will show up.

5. If order has discount, the discount amount will be showing or updating corresponded with
change, at the order footer section.

Remark: The restaurant can set sending email alert when order/ item(s) discount is happened.

SERVICE CHARGE button
This button is to add service charge to the order as well as remove service charge from the order. To add
or remove service charge, follow below steps:

1. Click “Service Charge” button, the numpad dialog box will show up with “Percent” button and
“Amount” button, you can enter Service Charge by percentage or amount.

Remark: The restaurant can set a default button between ‘Percentage’ and ‘Amount’.

2. Enter service charge, click “DONE” button.

3. |If order has service charge, the charge amount will be showing or updating corresponded with
change, at the order footer section.

SPLIT button
This button is to split order to multiple orders and split item already send to kitchen.
To split order, follow below steps:
1. Click “Split” button, Split page will open. Each ordered item is split to 1 quantity and showing on
the first split pane of the page.
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splitr

Lasge Tomn Yum 10,00
Shiimp 200
Spicy

Crab Fried Rice 13.00

Sealvad Pho 1500

Seafood Pho 1500

Mini Garden Salad 4 50

Mini Garden Satad 450

Mini Garden Satad 450

Figure - Split page — Before adding new split pane

2. Click “NEW” button to add split pane.

3. Select desired items on first split pane, select target split pane then selected items will be
moving to target split pane. This page support multi select that means you can select multiple
items before move to target split pane.
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Splitet Splite2

Lagge Tom fum 10.00 Crab Fried Rice 1300
Shrimp 200
Spicy Mini Garden Salad 450
Seafood Pho 1500 Zaafood Pho 1500
Mini Garden Salad 4.50
Wini Garden Salad 4 50

Figure - Split page — After adding new split pane and moving items to new order

4. Click “DONE” button when you finish split order. The message box asking to print receipt of all
orders will show up.
4.1.Click “YES” button if you want to print receipt; otherwise click “NO” button.
4.2.New order will be creating according to a number of split pane you added. Unhold items
that are not printed to kitchen yet, will be printing to kitchen.
Remark: Split pane that has no item contained, will not be creating as new order.
4.3.0n order page, the remaining items of original order will be showing on the page. The
“CANCEL” button will be disabling.
5. Click “CANCEL” button, if you don’t want to split order.

To split item, follow below steps:
1. Click “Split” button, Split page will open. Each ordered item is split to 1 quantity and showing on

the first split pane of the page.
2. Select one desired item, “SPLIT ITEM” button will be enabled.
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3. Click “SPLIT ITEM” button, the numpad dialog box will show up, to enter a number of split. If a
number of guest on order is available, a number of guest will show up as a suggested number to

split item.
Splite1
Lasge Tom Yum 10.00
Shimp 200
Spicy
Crab Fried Rice 13.00
Seaload Pho 1600
Seafoad Pho 1500
Mini Garden Salad 4 50
3 <--
Mini Garden Salad 4.50
Mini Garden Salad 4 50
7 8 9
4 5 6
1 2 3
0 00 Cc
ﬂ T m @

Figure - Split page — A numpad dialog box to enter a number of Split against selected item

4. Enter desired number, click “DONE” button.

5. The selected item will be split according to entered split number. A quantity is divided by
entered split number.

Remark: If Split item hold Item Discount, the discount will be removed automatically after split.

Page 32



Spicy

SpHat

Crab Fried Rice 13.00
Seafood Pho 15.00
Saafood Pho 1500
Mini Garden Satad .50
Mini Garden Sakad 4.50
Mini Garden Saliad 4. 50
0.2 Langs Towm Yivm 130
Slhwimp. .66
Splcy
.37 Large Towm Yo 1w
i 066
Spicy
0,34 Lange Tom Yum 340
Shrimp. .65

IJ-:‘-.‘.:*.-.-.

Figure - Split page — Split one item to three items

If the restaurant wants to move split item to new order, select desired items on first split pane,
select target split pane then selected items will be moving to target split pane as usual.

Click “DONE” button to confirm Split and/or create new split order(s). Click “CANCEL” to cancel
all activities happened on this page.

To unsplit item, all split items must be placed on the same order. Follow below steps to unsplit item:

1.

Click “Split” button, Split page will open. All active items will be showing on the first split pane of
the page.

Select one desired split item, “UNSPLIT ITEM” button will be enabled.

Click “UNSPLIT ITEM” button, the split items will be unsplit back to one quantity.

If the restaurant wants to move item(s) to new order, select desired item(s) on first split pane,
select target split pane then selected item(s) will be moving to target split pane as usual.

Click “DONE” button to confirm Split/ UnSplit and/or create new split order(s). Click “CANCEL” to
cancel all activities happened on this page.

Remark: If Split Item hold Item Discount, the discount will be removed automatically after unsplit.
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Crab Friad Rics faoe
Sealead Fho
Sealzad Pho a5 0d

Mini Cardias Salad 450

Mini Garde~ Satad 1%

Wini Garden Salad 05

03T L Tawti o i
51'-:1:3* (1]
Spicy

DM Lavpe Towr Fuss 140
Sdrimp. 058
Spicy

01T Lavpe Tow Fum 1w
Shrimp. 056
Spicy

Figure - Split page — Enabled UnSplit Item button

Splity1
Crab Fiiiad Rica 1380
Seaload Pho 1540
Smafead Phn 1580
Wlini Gardan Salad 450
Whini Gardan Sakid 450

ldini Gardan Salad 450
Largs Tom W 1030

Shrimp
Spicy

DM
ﬂa

:

Figure - Split page — After UnSplit Item back to one quantity
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COMBINE button

This button is to combine order together. To combine order, follow below steps:

1. Click “Combine” button, Combine page will open and show opened order on left pane.
2. Select target order, the order detail will be showing on right pane.

Dirdare Crder Type Table/Phone Server Total Time « [Check#4 by Lucky 1229PM
2 Diining Ll Gaonng THOS 1222 PM Take Out p
3 Dining 2 Luscky 66 1222 PM
4 Take Cul Lschey 1958 1229PM I‘-1 Pad Thai g0
5 Dining & Lucky B8 1236 PM .
E Diriing E Lusthey D63 1236 FM ¥ cizs

Figure - Combine Order page

3. Click “DONE” button if you want to combine target order with current order. On order page,
ordered items of target order will be combined with current order by appending on order item
list.

4. Click “CANCEL” button if you don’t want to combine order.

PRINT CHECK button

This button is to print out the receipt. Click this button if you want to print out the receipt.

MISC button
This button is to access miscellaneous page showing the remaining functional buttons.



q Orverride Price It Discount
1 Al Sprng Rolls 435
¥ D-F3.Pia Rad Prik Sod 25.90
Salmon 8.00 Toaale M
i M. of Gusest them Sold Dut Mo Kitchan Print :Iu:rg = Exit Oirder
i 06 Spicy Drunken Talay 18.95 guE.
1 Mango with Steky Rice 5.95
T T - — m .

Tramater ltem

Suly Total 569,70
Tax 418

Total §73.88| o

- - T

Figure - MISC page

OVERRIDE PRICE button
This button is to override price of ordered item. To override price, follow below steps:

1. Click desired item on ordered item list.

2. Click “Override Price” button, the numpad dialog box will show up.

3. Enter the price and click “DONE” button.

4. The price of ordered item on ordered item list will be updating corresponded to your change.
LINE button

This button is to underline ordered item not printed to kitchen yet. To underline item, follow below

steps:
1. Click desired item on ordered item list.
2. Click “Line” button. If the item is not underlined, it will be underlined; otherwise, the underline

will be removing from item.
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ITEM DISCOUNT button
This button is to give discount to ordered item as well as remove discount from item. To give item
discount or remove item discount, follow below steps:
1. Click “Item Discount” button, Item Discount window will open showing the available discounts
on right pane as well as showing ordered items on left pane.

Item Discount

1 Pad Tha g.00 )
Chicken 10% Discount &0¥n Employee Discount
1 Chickan Sata 7.00
1 Shrimgp Py 10.00 H
1|]:£r§=m:m o100 15% Discount 20% Discount

1 Crange Chicken 985

25% Discount 30" Discount

Figure - Item Discount window

2. Click desired item then click desired “Discount” button, the given discount will be adding at the
bottom of item. If desired discount is an open discount, the numpad dialog box will show up
with “Percent” button and “Amount” button, you can enter discount by percentage or amount.

3. Click “Remove Discount” button to remove existing discount of desired item.

4. Click “DONE” button on Item Discount window when you finish manipulating discount. If feature
Enforce input reason for discount is enabled, Discount Reason window will show up.

5. On order page, if item has discount, the given discount will be adding or updating corresponded
with change at the bottom of item.
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TAX EXEMPT button
This button is to exempt tax from the order as well as revoke tax exempt from the order. To exempt tax
or revoke tax exempt from the order, follow below steps:

1. If the order has tax applied to, click “Tax Exempt” button, the message box asking to confirm
exempt tax, will show up. After click “YES” button to confirm, tax will be updating from
calculated tax to zero at the order footer section.

2. If the order is already exempted tax, click “Tax Exempt” button, the message box asking to
confirm revoking tax exempt, will show up. After click “Yes” button to confirm, tax will be
updating from zero to calculated tax at the order footer section.

VOID ORDER button

This button is to void order already printed items to kitchen. To void order, follow below steps:

1. Click “Void Order” button.
2. If feature Enforce input reason for void order is enabling, Void Reason window will show up.

Enter Void Reason

-

Enter Reason:

5 [

Customer Cancel Customer Complained Wrong Order Price Wrong

]

JOBDDE
] 1) s

\'

h‘j[kHl] 4 5 6

Z X Cc

JHCBEANE

e [alv) K

Figure - Void Order Reason window

o
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2.1. Click one predefined reason, the window will close automatically. The application will exit
from order page and open a default order type main page.

2.2. If predefined reasons don’t match with your reason, enter your reason, click “DONE”
button. The window will close. The application will exit from order page and open a default
order type main page.

3. Click “CANCEL” button if you don’t want to void order, the window will close.
4. |If feature Enforce input reason for void order is disabling, the application will exit from order
page and open a default order type main page.
Remark: The restaurant can set sending email alert when order/ item(s) is voided.

NO. OF GUEST button
This button is to enter number of guest on Dine In order type. To enter number of guest, follow below
steps:

1. Click “No. of Guest” button, a numpad dialog box will show up.

2. Enter number, click “DONE” button.

3. A number of guest will be updating at the header of Order page.

ITEM SOLD OUT button

This button is to mark Menu Item as sold out. To set and unset sold out to Menu Item, follow below
steps:

1. Click “Item Sold Out” button.
2. Click desired Menu Item. If Menu Item is already marked as sold out, a “sold out” symbol will be
removing from Menu ltem; otherwise, a “sold out” symbol will be displaying on Menu Item.
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Figure - Showing Menu Item Sold Out
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NO KITCHEN PRINT button

This button is to mark item to not printing to kitchen. To not print item to kitchen, follow below steps:

1. Click “No Kitchen Print” button, the No Kitchen Print page will open. All items not printed to
kitchen yet will be displaying on the page.

rty Item Mot Print to Kitchen
1 Cras Fred Ruce Ma

Fre I T
1 Pork Rits M

Figure - No Kitchen Print page

2. Click desired item to select, if value of selected item on ‘Not Print to Kitchen’” column is “No”,
The application will change to “Yes” and vice versa. This page support multi select that means
you can select multiple items.

3. Click “SELECT ALL” button if you want to mark all items to not print to kitchen. The application
will change value of all items on ‘Not Print to Kitchen’ column to “Yes”.

4. Click “DONE” button when you finish.

TOGGLE MENU LANGUAGE button

This button is to change language displayed on Menu Group, Menu ltem, Menu SubGroup and ordered
item. To toggle language, click “Toggle Menu Language” button, the dialog box will show up. Click
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desired language; the content displayed on Menu Group button, Menu Item button, Menu SubGroup
button and ordered item will be changing to toggled language.

EXIT ORDER button

This button is to exit from order page. The dialog box asking to confirm exiting from order page will
show up.

1. Click “YES” button, the application will exit from order page by discarding any change made to
order.
2. Click “NO” button, the application is keeping stay on the order page.

CHANGE ORDER TYPE button

This button is to change order type of existing order. To change order type, follow below steps:

1. Click “Change Order Type” button, the dialog box listed order type, will show up.

2. Click desired order type. If changing is successful, the message box ‘Change Order Type
successfully.” will show up. The order header and related subjects specific to each order type will
be changing on order page.

3. If you want to cancel changing order type, click “CANCEL” button on order page.

GRATUITY button

This button is to enter gratuity to the order. If the order is already paid online, mostly gratuity is
included. User can add gratuity on order page before printing out a customer receipt if payment and/or
split payment are not made to the order; otherwise, user have to enter gratuity on order payment
instead.

LOGOUT button

This button is to logout from the system. The dialog box asking to confirm logout from system will show
up.

1. Click “YES” button, the application will exit from order page and logout from the system by
discarding any change made to order.
2. Click “NO” button, the application is keeping stay on the order page.

SERVER TRANSFER button
This button is to transfer the order owner. To transfer the owner, follow below steps:
1. Click “Server Transfer” button, a numpad dialog box will show up.
2. Enter PIN of new owner, click “DONE” button.
3. If PIN is correct, the application will transfer the owner and show message box ‘Server Transfer
successfully’.
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TRANSFER ITEM button
This button is to transfer item(s) already send to kitchen from one order to another order. To transfer
item(s), follow below steps:

1. Click “Transfer Item” button, Transfer Item page will open and show opened order on left pane.
Select target order, the order detail will be showing on right pane.
Remark: Voided item(s) and being Hold item(s) will not be showing to allow transfer.

3. Select desired items.

4. Click “TRANSFER ITEM” button if you want to transfer item(s) from target order to current order.

5. On order page, ordered items of target order will be combined with current order by appending
on order item list.

Dining Take Out Pick Up Dellvery Online Dellvery
Order Type Table/Phaone | me [ Chack # & by Server B-33 AW
Diining Table B Gues] 3
3 Take CQut Server DM 02T PM
5 Diining B Sarver B5 14  DB:32AM [+ Spicy Eggpland 10.00
Chidiosn
& Dining & Server 000 903am Mild
1 Crab Fried Rice 1304
1 Sanfood Pho 15.00
1 Saafand Pha 16.00
1 Mini Giardien Salad 450
1 Mini Garden Salad 4.50
1 i Garden Salad 450
0.33 Large Tom Yum 3
Shrimp 0.&6
Spicy
0.33  Large Tom Yiam 3.3
Shrimp 068
Spicy
0.34 Largs Tom Yam 340
Shrimp 0.68
Spicy

oo g )

Figure - Transfer Item page
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SET FUTURE ORDER button

This button is to set order as a future order. Only new order is allowed to set as a future order. A future
order has different properties from a normal order as below:

ok wWwNPE

When a future order is created, a future order number will be assigned to the order.

A future order will be showing on top of Order Recall page.

A future order will be printing to kitchen at Send to Kitchen Time.

Allowed to void unsent to kitchen items on future order instead of deleting.

Allowed to make payment to future order 12 hours prior Customer Due Time.

When a payment is occurred on future order and/or order is voided, an order number will be

assigned to the order as usual.

To set future order, follow below steps:

1.

o vk wnN

Click “Set Future Order” button, if there is no customer info attached to the order, a numpad to
enter Customer Phone number will be popped up.

After finish customer info, a Future Order window will show up.

Set Future Date, Customer Due Time, and Send to Kitchen Time as desired.

Enter Customer Note, if any.

Click “DONE” button.

On order page, a future order date time will be showing below order header. A calendar icon
will be showing against each ordered items.

Future Order

Future Date: 10/18/2018 5 |

Customer Due Time: 11:40 AM D
Send to Kitchen Time: 11-30 AM D . DONE
Send to Customer

Kitchen Now Note:

jagosn -ann
BB0n0N-Dor
Jo ool L o]0 2]
MM\ 00 - B3

Figure - Future Order Set up window
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Figure - Future Order
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RESEND TO KITCHEN button
This button is to resend ordered item(s) to kitchen. To resend item(s) to kitchen, follow below steps:

1. Click “Resend to Kitchen” button, Resend to Kitchen page will open and show ordered item(s)

already send to kitchen.

Remark: Voided item(s) will not be showing to allow resend to kitchen.
2. Select desired item(s).

3. Click “DONE” button. All selected item(s) will be printing to kitchen.

Remark: The application will print “!1! REPRINT !!!” wording on kitchen receipt.

Figmm Amount
i

Spicy Sweat Basi

510,00
1 Combination Fried Rice 1300
1 Thasiosd Coffes no ice £150
1 8 Palagring 200

SELECT ALL

m

Figure - Resend to Kitchen page
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Specific Functions for Dine In Order Type

TABLE TRANSFER button
This button is to transfer orders from one table to another table. This feature allowed transferring to
both available table and occupied table. To transfer table, follow steps below:

1. Click desired occupied table, click “Table Transfer” button. The first order of being in process
table will be selected automatically (with red border) and "Cancel Transfer” button will be
showing.

2. Click “Cancel Transfer” button if you want to cancel Table Transfer process.

3. Click target table to transfer to, the selected orders from original table will be transferred to
target table. The transfer process support multi select that means you can select multiple orders
on original table and transfer them in one time.

PRINT ALL button

This button is to print all orders belong to selected table.

ASSIGN TABLE button

This button is to assign table to Dine In Future Order. This function button will be enabling 12 hours
prior Customer Due Time, and the order has no table assigned to yet. To assign table, follow below
steps:

1. Click “Assign Table” button, a table name dialog box will show up.
2. Enter available Table Name.
3. Click “DONE” button if you confirm to assign table name to the order.

QUICK SERVICE
This feature is to reduce step to open order page. When click “DONE” or “CANCEL” button on order
page, the application will clean up order page to serve new order instead of exit from order page.
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Chapter 3 Take Out order type

On order type main page, you will see “Take Out” tab or other name you set to this order type through
attribute named “Alias Name” on Back Office. When click Take Out tab, you will see opened order list
showing on.

There is “My Order” button at the bottom on right pane. When click this button, it will show only the
opened order items you possess. When click it again, it will show all opened ordered items.

Dining Take Cut. Pick Up Delivery Bar Tab
#1533556, §33.87 £1532614, $109.00 NEW
25 AM | 2 min 025 AM | 1 min

MY ORDER

- PAYOUT Iﬂnnﬁnnecﬂ,{ REFUND { GIFT CARD [n?spél}vf-r}éu

Figure - Take Out order type screen

Order Entry

To create order, click “NEW” button, the order page will open.

To edit order, click desired order, click “EDIT” button, the order page will open.
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Specific Functions for Take Out Order Type

PROMPT FOR ENTER CUSTOMER NAME

The restaurant might want to record Customer name in order to add more confident for providing the
right order to the right customer. If this feature is enabling, when you create a new Take Out order type
and click “DONE” button on order page, the Customer Name window will show up for entering customer
name.

-] oEn -

~ ik 188
~ BapEonanes
NI < - v

Figure - Prompt for enter Customer name window
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Chapter 4 Pick Up order type
On order type main page, you will see “Pick Up” tab or other name you set to this order type through
attribute named “Alias Name” on Back Office. When click Pick Up tab, you will see opened order list

showing on.

There is “My Order” button at the bottom on right pane. When click this button, it will show only the
opened order items you possess. When click it again, it will show all opened ordered items.

Dining Take Qut. Pick Up Delivery Bar Tab
{DOORDASH) MHEW ONLINE ORDER
Fl533321, SLILGT ;T:;i?:l :.:JI':
%:37 AM | 1 miin
NEW
MY GRDER

- PAYOUT Ionnﬁnnecm,{ REFUND { GIFT CARD [n;";&'}vﬁé“

Figure - Pick Up order type screen

Usually the restaurant will receive Pick Up order from a customer call. Some restaurant also receives the
order from internet. In order to tracking orders and operating revenue efficiently, the restaurant can
enable “Online order for Pick Up” feature by setting at Back Office. When “Online order for Pick Up” is
enabled, you will see “NEW ONLINE ORDER” button on “Pick Up” tab.

The restaurant can set up on Back Office to require entering customer phone number or allow to bypass.



Order Entry

To create order, follows step below:

1.

Click “NEW” button, a numpad will show up. Enter 10 digits customer phone number then click

“DONE” button. Or click “DONE” button without enter customer phone number if the feature

“bypass customer phone number” is enabled.

If entered phone number is existed in customer records, the customer page will open. The page

will show customer information that you can edit.

2.1. Click “DONE” button, change on customer page will save and the order page will open.

2.2. Click “CANCEL” button, change on customer page will be canceled; the application will go

back to “Pick Up” tab.

If entered phone number is existed and there are multiple records of entered phone number,

the Search Result page will open. This page will show customer list who has phone number as

same as entered number.

3.1. Click desired customer then click “DONE” button, the customer page will open. The page
will show customer information that you can edit.
3.1.1.Click “DONE” button, change on customer page will save and the order page will open.
3.1.2.Click “CANCEL” button, change on customer page will be canceled; the application will

go back to “Pick Up” tab

3.2. If you want to create new customer record, click “NEW” button, the customer page will
open. The page will show blank customer information. Enter customer information.
3.2.1.Click “DONE” button, customer record will create and the order page will open.
3.2.2.Click “CANCEL” button, customer record will not create, the application will go back to

“Pick Up” tab.

If entered phone number is not existed in customer records, the customer page will open. The

page will show blank customer.

4.1. Click “DONE” button, customer record will create and the order page will open.

4.2. Click “CANCEL” button, customer record will not create, the application will go back to “Pick

Up” tab.

To create online order, click “NEW ONLINE ORDER” button, the online vendor page will open. Click

desired online vendor, a numpad will show up then follow steps for creating non online order above.

To edit order, click desired order, click “EDIT” button, the order page will open.

Specific Functions for Pick Up and Online Pick Up Order Type

CUSTOMER INFO button

This button is to create or edit customer information through opened order. To edit customer

information, follow steps below:

1.

On order page, click “Customer Info” button, the customer page will open.
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Figure - Customer page

The page will show customer information, edit information as desired.
Click “DONE” button when finish editing, the change will save, the application will go back to

2.
3.
order page.
4,
5.
save current customer record, will show up.
5.1.
cleaned up for new customer record.
5.2.
be cleaned up for new customer record.
6. Enter new customer information.
7.

Click “CANCEL” button if you want to cancel change, the application will go back to order page.
Click “NEW” button if you want to create new customer. The message box asking to confirm

Click “YES” button if you want to save change. The change will be saving; the page will be

Click “NO” button if you want to cancel change. The change will be discarded; the page will

Click “DONE” button when you finish. New customer record will be created, the application will

go back to order page. On order page, customer name and phone number of new customer will
show up on order page header.

Page 52



8. Click “CANCEL” button, if you want to cancel creating new customer. The application will go back
to order page.

ORDER HISTORY feature

This feature is to show order history that the customer took Pick up/ Delivery included Online orders in
the past. The restaurant can select desired order and re-order which can just make a couple steps to
complete creating new order.

Time Check® Cirder Type Amounit Employes
EOSTEIT 1043AM 3 Dislrvary 4350 Sarver
'Eg"t'v":" RE-ORDER EXIT
; o
IGO5E01T 09.55 AM 1 e 18 Sarver
05253017 1406 PM 40 ngﬂ"' Up 653 Admin
[Cnline) 1 Chaw Main 900
5252017 1406PM 39 i :I-_-F; 2495 Acemin Chicken
05252017 1406PM 38 E‘m“r;l-'; 20 66 Adnin e ) il
= Debvary . 1 Friod Rics am
05/25/2017 1402 PM ] iOnkne 000 Adimin Crispy Pork
Dafvmry i
0525207 1400PM 35 (Orling) 10.82 Adkmin
Ml "
ISESOMT 40PN M il 5215 Adimin
Dalrary Z
O5Z52M7 1400PM 33 el oo Admin
[ Sub Towl 25.00
| Tax 219
| Discount 0.00
| Service charge 000
| Defivery charge 0,00
Total 2718

Figure - Order History page



CALLER ID feature

This feature is to provide customer information received from Caller ID box, to the application. The
Caller ID box will provide customer phone number, first name, and last name, if they are available. The
application will pass these values to show on Customer page automatically when the restaurant clicks
“Pick Up” button on ‘Caller ID’ window.

To create new order when enabling ‘Caller ID’ feature, please follow the steps below.

1. When there is a call coming, ‘Caller ID’ button will pop up on order type screen.
After the restaurant pick up the call, click “Caller ID” button, the ‘Caller ID’ window will open. If ‘Pick
Up’ order type is enabling, the “Pick Up” button will show against each line call. See Figure - Caller
ID window.
Each line call will show phone number, first name, and last name, if they are available. For a private
call, the application will show only ‘PRIVATE’ wording.
Remark: Once a call is picked up, the line call color will be changing from green to red. This is to signify
the users working on other station to acknowledge.
3. The restaurant clicked “Pick Up” button against desired line call.
3.1.If this is a new customer, Customer page will open and show provided customer information
(phone number, first name, last name) automatically.
3.2.1f this is an existing customer, Customer page will open and show existing customer
information as usual.
4. On Customer page, click “DONE” button to continue open new order or click “CANCEL” button to
cancel open new order as usual.

Once a line call is hang up, the list of hang up line call will be removing from ‘Caller ID’ window. If there
is no open line call, ‘Caller ID’ window will be removing automatically.
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Dining Take Out Pick Up Delivery @ Caller ID

Line - 01
0OT-087- 000

Pick Up | Delivery

Line : 02
3 PRIVATE

PickUp | Delivery

Hide Caller ID

WAITLIST/

OPEN DRAWER PAYOUT . GIFT CARD RESERVATION

Figure - Caller ID window

PROMPT FOR ENTER CUSTOMER NAME

The restaurant might want to record just a simple Customer name in order to add more confident for
providing the right order to the right customer. If this feature is enabling, when you create a new Pick
Up or Online Pick Up order type and click “DONE” button on order page, the Customer Name window
will show up for entering customer name.

ONLINE PICK UP - CHANGE ONLINE VENDOR feature

This feature is to change online vendor. To change online vendor, follow below steps:

1. Click “Change Order Type” button, the dialog box will show up, the “ONLINE VENDOR” button is
sitting at the left corner of the dialog box.

2. Click “ONLINE VENDOR” button, the dialog box listed online vendor will show up.

3. Click desired online vendor. If changing is successful, the message box ‘Change Online Vendor
successfully.” will show up.

4. If you want to cancel changing online vendor, click “CANCEL” button on order page.



GLORIA FOOD INTEGRATION ONLINE ORDER feature

This feature is to create Gloria integration online order on local POS automatically when the restaurant
accepted the order notified on Gloria Application, the ordered items will be printing to kitchen after
that.

‘Schedule Hold’ feature is used for printing ordered items to kitchen therefore the restaurant needs to
enable ‘Hold Order Timer Station’ option along with setting associated parameters of this feature on
Back Office.

In case the restaurant accepted the order while Day is closed, the order will not be created on local POS.
These orders will be created on local POS when Day started.

If setting Pick Up order type use Server Bank and Gloria integration online order owner is still be ‘online
user’, the server bank will be transferred automatically to the server made payment.

Order Functions Restriction

In order to increase reliability of creating the ordered items on local POS by duplicated from Gloria
Online order completely, the Gloria integration online orders on local POS are not allowed to edit, there
is some restriction to manipulate order as following:

DO ALLOW DO NOT ALLOW
on ORDER RECALL page
Re-Open Order Edit Order
Void Order Transfer Item from Gloria integration online order
Resend to Kitchen Combine Order from Gloria integration online order
Server Transfer Remove Payment made by Gloria Online Payment
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Chapter 5 Delivery order type

On order type main page, you will see “Delivery” tab or other name you set to this order type through
attribute named “Alias Name” on Back Office. The Delivery order type has Dispatcher feature and Driver
Banking feature for tracking orders each driver is assigned to delivering.

When click Delivery tab, you will see opened order list showing on.

There is “My Order” button at the bottom on right pane. When click this button, it will show only the
opened order items you possess. When click it again, it will show all opened ordered items.

Dining Take Qut. Pick Up Delivery Bar Tab
[Ubereats)
W . (818)234-5600
Mike , (B181204-5688 g MEW ONLIME ORDER
S1541848, 555.26
10:18 AM | 2 rain 10:1% AM | & min
9, Same Ave.
BA, Sameahere Ave.
NEW
DISPATCH
SETTLE
MY GRDER

WAITLIST
- PAYOUT IDF![JERRECALL:[ REFUND ‘{ GIFT CARD [HESEW&T!UH] MORE

Figure - Delivery order type screen

Usually the restaurant will receive Delivery order from a customer call. Some restaurant also receives
the order from internet. In order to tracking orders and operating revenue efficiently, the restaurant can
enable “Online order for Delivery” feature by setting at Back Office. When “Online order for Delivery” is
enabled, you will see “NEW ONLINE ORDER” button on “Delivery” tab.
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This order type is associated with customer phone number, customer name and customer address.

These customer information are required when creating order.

Order Entry

To create order, follows step below:

1.

Click “NEW” button, a numpad will show up. Enter 10 digits customer phone number then click
“DONE” button.
If entered phone number is existed in customer records, the customer page will open. The page
will show customer information that you can edit.
2.1. Click “DONE” button, change on customer page will save and the order page will open.
2.2. Click “CANCEL” button, change on customer page will be canceled; the application will go
back to “Delivery” tab.
If entered phone number is existed and there are multiple records of entered phone number,
the Search Result page will open. This page will show customer list who has phone number as
same as entered number.
3.1. Click desired customer then click “DONE” button, the customer page will open. The page
will show customer information that you can edit.
3.1.1.Click “DONE” button, change on customer page will save and the order page will open.
3.1.2.Click “CANCEL” button, change on customer page will be canceled; the application will
go back to “Delivery” tab.
3.2. Click “NEW” button, the customer page will open. The page will show blank customer
information. Enter customer information.
3.2.1.Click “DONE” button, customer record will create and the order page will open.
3.2.2.Click “CANCEL” button, customer record will not create, the application will go back to
“Delivery” tab.
If entered phone number is not existed in customer records, the customer page will open. The
page will show blank customer.
4.1. Click “DONE” button, customer record will create and the order page will open.
4.2. Click “CANCEL” button, customer record will not create, the application will go back to
“Delivery” tab.

To create online order, click “NEW ONLINE ORDER” button, the online vendor page will open. Click
desired online vendor, a numpad will show up then follow steps for creating non online order above.

To edit order, click desired order, click “EDIT” button, the order page will open.



Specific Functions for Delivery and Online Delivery Order Type

CUSTOMER INFO button

This button is to create or edit customer information through opened order. To edit customer

information, follow steps below:

1.
2.
3.

On order page, click “Customer Info” button, the customer page will open.

The page will show customer information, edit information as desired.

Click “DONE” button when finish editing, the change will save, the application will go back to

order page.

Click “CANCEL” button if you want to cancel change, the application will go back to order page.

Click “NEW” button if you want to create new customer. The message box asking to confirm

save current customer record, will show up.

5.1. Click “YES” button if you want to save change. The change will save; the page will be
cleaned up for new customer record.

5.2. Click “NO” button if you want to cancel change. The change will be discarded; the page will
be cleaned up for new customer record.

Enter new customer information.

6.1. Click “DONE” button when you finish. New customer record will be created, the application
will go back to order page. On order page, customer name and phone number of new
customer will show up on order page header.

6.2. Click “CANCEL” button if you want to cancel creating new customer. The application will go
back to order page.



SUGGEST ADDRESS feature

This feature is to suggest existing street name on customer page when enter street name that is
matching with existing street name in customer records, for example, enter ‘g’ on street name, if there
is existing street name starting with ‘g’ then the list of street name starting with ‘g” will show up. The
restaurant can enable this feature on Backend application.

Fhone Number: (581234.567H  Extension: Company Name:
NEW
First Mame: Arty LastMame:
elive 8 VIEW MAP
Street Mumber; 0 Strewt Mame; 7 AptiSuite #
Gaffey
Postal Code: B1436 » Ciy: Galtay 5t State: A - California
Gaffey St5T
) Gaffey 5t VIDEQ Delivery
: i)
Delivery Nate: Gaffy 5T Charge: w0
GalERICA
GalERlta DR Delivery o.00
Ganado Compensation: T
Ganado DR
Siore Mote: (—::ﬁ:cl:-::r. Gu!.t.ﬁh‘llr First 2017052
Ganvin Or. Wisit:
Gatun 5 Customer Last —_—_
Gault 5t Visit: 0T 06
oy woia i
Average Crder WY Gvichs Ave Last Order 44 £
Amount: s Gavicta Ave Amaunt:
gawvacta st
gajnar -."_.-_-- 1T}
| |
GAYNGT dve
t Gayror S 0 | p T B g
GEFFY AVE |
= e = N
Genesta Y W
Genests fve |
d f g k | 4 5 6
GEREVE DR | |
; —— Gerald dve e —— _l—" o
| I Gilmoee 5 |
s : 1 2 | 3
| gloria s x
v | Glora fe Jd & A
Glorafve
gloriita
Glonetta Dr. u
GOLDEN ROSE
GOLDEN ROSE 5T

Figure - Enabling Suggest Street feature on Customer page
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VIEW MAP feature

This feature is to show estimated distance, estimated time and direction from restaurant to customer’s
address. The restaurant needs to enter customer address correctly on the page before click “VIEW MAP”

button.

Remark This feature does not support on Window XP and Windows POS ready 2009

29851 Aventura Apt Suite F, Rancho Santa Margarita, CA - California

92688

Mode of Travel:

\

58.4 mi. About 1 hour 13 mins
1.

1660 N Hobart Blvd, Los Angeles,
CA 90027, USA

Map Satellite

~

Head south on N Hobart 0.2 mi
Blvd toward Sunset
Blvd

HOLLYIWVE
Beverly Hills

Turn right at the 1st 0.5 mi h'Cs
cross street onto Sunset
Blvd

Inglewood

Turn left to merge onto 6.2 mi
Us-101 8

L
|Sequndo

Keep right at the forkto 2.3 mi
stay on US-101 S,

follow signs for

California 60

E/Interstate 5 S

Aanhattan
Beach

Torrance

A 5.
re.

Mergeonto -5 S 36.0 mi

Take exit 96B to merge 3.3 mi Palﬁ‘:‘:n\?:r_‘?i_gs
onto CA-133 N toward '
Santa Margarita

Toll road

Take exit 14A to merge 8.9 mi
onto CA-241 S toward

Santa Margarita

Toll road

Take exit 19 for Santa
Margarita Parkway

ToWE LS

0.3 mi

Google

; ﬁhank
N OAKS , '
i 5

Los A

110

Mt Baldy

La Caiada
Flintridge

3

Rasadena =

Fegrns O

P
P AZUSE
(1)
: Covina
g 10 West'Covina
geles

- — (50}, City of

s Industry

(52)

Brea Chino Hills

State Park

Fullerton Corona

El Cerrito

Aq

405

=
Cir‘rito >
J . 605

T Long Beach

Terminal:
Isfand

North Tusn )

@) ‘ Silverado
% (i)

o)
Lake Forest

Sy 5

%,
405

5

+C-“=.>c~*

i_.a'gur;lva_ Beach
Laguna Nig[{el

Map dat= £2016 Google, INEG|  TermsofUss  Reporta map amor

Figure - View Map page — Showed distance, time and direction to customer’s address
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ORDER HISTORY feature

This feature is to show order history that the customer took Pick up/ Delivery included Online orders in
the past. The restaurant can select desired order and re-order which can just make a couple steps to
complete creating new order.

Time Check® Cirder Type Amount Employes
Drabrrgery
OE/OS/2817 10:43 AM 3 4350 Server
::2":"' RE-CRDER EXIT
DEMSI01T 09:55 &AM 1 ey 2719 Sarver
[Cnline]
0525207 1406 PM 40 %‘1:";-"’ 653 Adein
{Cnline] 1 Chaw Msin 400
05252017 1406 P 39 — ;'EF; 2495 Acmin Chickan
. 1 T DM
05252017 1406 PM 38 E‘m“;ﬁ 2066 Ademin 17 v EI
R Delivery ; 1 Fried Rics 30
05252017 1402 PM 36 e, 000 Adimin Crispy Pork
05252017 1400FPM 35 (Ol 10.82 Ademin
o
0S2S2MIT 1400PM M4 i 5215 Adkin
Del :
DSEE0MT 1400PM 33 oy oo Ademiin

[ Sub Total 25.00
| Tax 219
| Discount 000
| Service charge 000
| Delivery charge 0,00

Total 27.19

Figure - Order History page
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CALLER ID feature

This feature is to provide customer information received from Caller ID box, to the application. The
Caller ID box will provide customer phone number, first name, and last name, if they are available. The
application will pass these values to show on Customer page automatically when the restaurant clicks
“Delivery” button on ‘Caller ID’ window.

Once a line call is hang up, the list of hang up line call will be removing from ‘Caller ID’ window. If there
is no open line call, ‘Caller ID’ window will be removing automatically.

Dining Take Out. Pick Up Delivery Bar Tab (% caller D
Ubereats) [ times02
Mike , (R18)Z14- 5688 “'“:’;.fi“;’;;m PRIVATE
F1541849, 555.26
s 10619 AM | 7 min
0, Some Ave. =
BB, Somewhere Ave. Pick Up | Delivery
Ume : 02
097-097-0002

Pick Up | Delivery

Hide Caller ID

Figure - Caller ID window
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DRIVER DISPATCH Feature

The concept of this feature is the restaurant created Delivery and/or Delivery Online order as usual.
Later the restaurant assigned opened orders to drivers who will dispatch the orders to customers. After
finished dispatching orders to customers, the drivers will close orders. Only drivers got assigned orders,
are allowed to close the orders after finish payments.

DISPATCHER button
When Dispatcher feature is enabled, you will see “Dispatch” button on Delivery tab. This button is to
access Dispatch page in order to assign driver to each order. To assign driver, follow the steps below:

1. Click “Dispatch” button, the Dispatch page will open. List of opened orders that is not
dispatched to a delivery driver, will show up on the left pane.

#i3 | $43.50 | 12:26 PM | 413 he W14 | $23.93 | 2:50 PM | .49 hr DRIVER START
Arty | (8B1)234-5678 | 9, GaLERlta DR, Encina Elizabeth | (B18)986-6222 | 1234, Ventura, 1010, Encimo

Figure - Delivery Dispatcher page

2. If an employee accesses this page, is setting as a delivery driver, list of a delivery driver name
will show up on the right pane. When he click on his name, one of “Driver Start” button or
“Assign” button will be enabled.
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5.
6.

If “Driver Start” button is enabling, it means this driver hasn’t yet started his shift. He cannot be
assigned the orders. Click “Driver Start” button, the “Assign” button will be enabled. He can now
assign the orders to himself.

If “Assign” button is enabling. Click desired orders then click “Assign” button to assign the
orders. This page supports multiple selecting, you can select multiple desired orders then click
“Assign” button.

After orders are assigned, they will disappear from the page.

Click “EXIT” button when you finish.

If employee accesses this page, is not setting as a delivery driver and has no permission to assign order

to other delivery driver, he will not see list of a delivery driver name on right pane.

If employee accesses this page, is not setting as a delivery driver but he has permission to assign order

to other delivery driver, he will see list of a delivery driver name on right pane. However, he can assign

order to a delivery driver who only already started his shift (click “Driver Start” button) by selecting
desired orders, clicking a driver name then click “Assign” button. The assigned order will disappear from
the page.

SETTLE button
When Dispatcher feature is enabling, you will see “Settle” button on Delivery tab. This button is to

access Settle page in order to unassign orders from drivers, make payment and close assigned order,

and close driver shift.

Click “Settle” button, the Settle page will open.
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UNASSIGN

#13 | $42.50 | 12:26 FM | 4.18 e
Arty | (BB1)234-5678 | 9, GalERNta DR, Encino

PAY

CLOSING &
PRINTING

AEL
Art
Diriwer

liack

£
-3
i

Figure - Delivery Settle page

If the employee who is accessing this page is a driver and has no permission to settle orders to other, he
will see his name and his assigned orders only. The closed order will be showing in green background
while the opened order will be showing in two-tone grey background.

If the employee who is accessing this page, has permission to settle orders to other, he will see a driver
list. When he select driver name, the assigned orders of selected driver will show up.

To unassign order from driver - click desired opened order, click “UNASSIGN” button, the order will
disappear from the page.

To make payment and close the order - click desired opened order, click “PAY” button, the payment
page will open, see Order Payment Chapter. If order is made payment by integrated credit card, once
the check balance is equal to zero, the order will not be closed until employee clicks “Close Check”

button on payment page.
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To close driver shift - after all assigned orders are closed, the driver has to click “Closing & Printing”
button. The driver report will be printing automatically and the dialog box asking to confirm closing the
driver, will show up.

% Click “Yes” button, the driver shift will close.

% Click “No” button, the driver shift is still opened.

Click “EXIT” button when you finish on Settle page.

DRIVER BANKING Feature

The concept of this feature is the restaurant created Delivery and/or Delivery Online order, and make
payment as usual. But the order will not close although the balance is equal to zero. The order can be
closed by employees who is in employee group setting as a delivery driver, and his driver bank is already
started. The “Close Check” button on payment page will be showing when a delivery driver opened
payment page from Delivery tab only. This is to avoid a delivery driver closed the order that he didn’t
deliver.

However, the order can be closed automatically after finish payment if met the following criteria:

« The logged on employee is in employee group setting as a delivery driver, and his driver bank is
already started.

« The logged on employee above opened Payment page from Delivery tab, make payment until the
balance is equal to zero then the order will be closed automatically.

DRIVER button

When Driver Banking feature is enabled, you will see “Driver” button on Delivery tab. This button is to
access Driver Bank dialog box in order to start and close driver bank. To start or stop driver bank, follow
steps below:

1. Click “DRIVER” button, the Driver Bank dialog box will open. The dialog box showed “START
DRIVER” and “CLOSE DRIVER” button.
2. Start Driver Bank:
2.1. Click “START DRIVER” button, the dialog box will show a delivery driver name differently as
follows:
i. If the logged on employee has permission to start and close driver bank for other, the
dialog box will show all delivery driver name.
ii. If the logged on employee is in employee group setting as a delivery driver, the dialog
box will show his name.
iii. If the logged on employee is not in employee group setting as a delivery driver, and he
has no permission to start and close driver bank to other, the dialog box will not show a
delivery driver name.

A delivery driver who is already started his driver bank, his name will show in grey and unselectable.
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2.2. Select desired delivery driver name.
« Click “CONFIRM” button if you want to start a driver bank.
«» Click “CANCEL” button if you don’t want to start a driver bank.
3. Close Driver Bank:
3.1. Click “CLOSE DRIVER” button, the dialog box will show a delivery driver name differently as
follows:
i. If the logged on employee has permission to start and close driver bank for other, the
dialog box will show all delivery driver name.
ii. If the logged on employee is in employee group setting as a delivery driver, the dialog
box will show his name.
iii. If the logged on employee is not in employee group setting as a delivery driver, and he
has no permission to start and close driver bank to other, the dialog box will not show a
delivery driver name.

A delivery driver who has not started his driver bank, his name will show in grey and unselectable.

3.2. Select desired delivery driver name.
«» Click “CONFIRM” button if you want to close a driver bank.
+ Click “CANCEL” button if you don’t want to close a driver bank.
Remark: The restaurant can set to ‘Auto Clock-Out after close Driver bank’.

ONLINE DELIVERY - CHANGE ONLINE VENDOR feature
This feature is to change online vendor. To change online vendor, follow below steps:

1. Click “Change Order Type” button, the window will show up, the ‘ONLINE VENDOR’ button is
sitting at the left corner of the window.

2. Click ‘ONLINE VENDOR’ button, the window listed online vendor will show up.

3. Click desired online vendor. If changing is successful, the message box ‘Change Online Vendor
successfully.” will show up.

4. If you want to cancel changing online vendor, click “CANCEL” button on order page.

GLORIA FOOD INTEGRATION ONLINE ORDER feature

This feature is to create Gloria integration online order on local POS automatically when the restaurant
accepted the order notified on Gloria Application, the ordered items will be printing to kitchen after
that.

‘Schedule Hold’ feature is used for printing ordered items to kitchen therefore the restaurant needs to
enable ‘Hold Order Timer Station’ option along with setting associated parameters of this feature on
Back Office.

In case the restaurant accepted the order while Day is closed, the order will not be created on local POS.
These orders will be created on local POS when Day started.
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Order Functions Restriction

In order to increase reliability of creating the ordered items on local POS by duplicated from Gloria
Online order completely, the Gloria integration online orders on local POS are not allowed to edit, there
is some restriction to manipulate order as following:

DO ALLOW DO NOT ALLOW
on ORDER RECALL page
Re-Open Order Edit Order
Void Order Transfer Item from Gloria integration online order
Resend to Kitchen Combine Order from Gloria integration online order
Server Transfer Remove Payment made by Gloria Online Payment
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Chapter 6 Bar Tab order type

On order type main page, you will see “Bar Tab” tab or other name you set to this order type through
attribute named “Alias Name” on Back Office. When click Bar Tab tab, you will see opened order list
showing on. A Bar Tab provided pre authorize credit cards and manage bar tabs specifically.

Dining Take Qut. Pick Up Delivery Bar Tab

Boddpark Robert 5. JONGBOONWATTANA NEW TAB
S3F1E24, §15.15 E3273186. S1R37

£18 AM | 20 min 8:23 AM | 15 min

NEW PREAUTH TAB

FASTBAR

SEARCH

MY ORDER

WAITLIST
- PAYOUT IDF![JERRECALL:[ REFUND ‘{ GIFT CARD [HESEW&T!UH] MORE

Figure - Bar Tab order type screen

There are three types of Bar Tab that you can enable or disable on Back Office.

1. TAB: User can enter Tab name for reference by swipe MSR card or enter manually from
on-screen keyboard when creating a new tab. After Done created the order, a tab info receipt
will be printing out if setting.

2. PREAUTH TAB: User can pre-authorize credit cards according to desired amount by setup a fix
pre-authorize amount or open amount on Back Office. After Done created the order, a tab info
receipt will be printing out if setting.
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Remark: A pre-authorization places a hold on a customer’s credit card for a specified amount. This
guarantees a restaurant access to their credit limit for the specified amount.

3. FAST BAR: User can create a new tab without Tab name. When finish operating a prior Fast Bar
order either by Done order or Finish payment, the application will clean up order page to serve
new Fast Bar order instead of exiting from order page.

Remark: The application does not allow to create a duplicate Tab Name, Tab Name is a combination of
customer name and last four digits of credit card.

There is “My Order” button at the bottom on right pane. When click this button, it will show only the
opened order items you possess. When click it again, it will show all opened ordered items.

Order Entry
1. TAB

To create Tab order, click “NEW TAB” button, the Customer Name window will open. Click
“DONE” button when finish entering customer name, the order page will open.

Dining Take Cut Pick Up Delivery Bar Tab
Enites Cucrboesr Mas & -
[ - ~ ||TREB
#3218N |
B:18 AW
"l Enter with on-screen keyboard / Swipe card
|WUTH TAB
Mame:
|lBar
] : - , I . . - . .
w -] r ] |
s | ; J | 3 | | lrcH
- AN h |" \. ;
2 | x|l e[ v | b H
| |
| ER
] # @ |
PAYOUT Junnat F!EEALLi REFUND J GIFT CARD lnz‘;gﬂﬁﬁﬁéu G OUT I

Figure - Customer Name window for Creating Tab
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2. PREAUTH TAB
To create PreAuth Tab order, click “NEW PREAUTH TAB” button.

2.1 Enable Allow to Change PreAuth amount option

< Numpad for enter PreAuth amount with a default value will show up.
< Enter desired PreAuth amount, click “DONE” button. A credit card processing window
will show up.

Dining Take Out. Pick Up Delivery Bar Tab
Raobert S JONGRDONWATTANA NEW TAB
FIF1E24, 515.15 B2332E1Y, 51515
B:18 AM | 1 ber 36 min %28 AM | 26 min
Prafuth Amourt
MNEW PREAUTH TAB
20.00 =
FASTBAR
7 8 9
4 5 6
1 2 3
SEARCH
a (0]1] C
MY ORDER

WRITLIST
- e IDPEER RECALL:[ N ‘{ i ‘[HEEERV&T!B“ :[

Figure - PreAuth Amount numpad for PreAuth Tab
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2.2 Disable Allow to Change PreAuth amount option

< A credit card processing window will show up.
% Insert Credit Card to a credit card terminal, the order page will open.

*

Dining Take Out. Pick Up Delivery Bar Tab
Robert . JONGEOONWATTANA HEW TAB
FAF1A24, 515.15 E33ZENT, $1515
B:18 AM | 1 he 36 min 9:28 AM | 26 min

NEW PREAUTH TAB

Wait Credit Casd Processing..

Please Dip | Swipe /| Emter Credit Card Infomation to FASTBAR
the eredit card device.

Sending Request o Credil Card Device

SEARCH

MY ORDER

WRITLIST !
- PAYOUT IDF![JER RECELL:[ REFUND ‘{ GIFT CARD ‘[HESER“H-T!U“

Figure - Credit Card Processing dialog box for Creating PreAuth Tab

Remark: When creating a new PreAuth Tab order, if found a duplicate Tab Name, the application will
force to void PreAuth transaction automatically.
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After Done creating Tab order or PreAuth Tab order, the Tab Info receipt will be printing out
automatically if setting. A customer can use this receipt for next round order.

Tab Info Receipt
Server: BAR1 08/29/2019, 10:19 AM
Check#: 6
Tab Name: DUTCHIE AMAZON
PREAUTHORIZATION

Card Type: VISA
Card Entry: Swipe

Card #: woox 1111
Tab Info Receipt Transaction#: 5
Server: BAR1 08/29/2019 1019 AM | | Auth Code: 000000
Ehcekext Amount: $ 20.00

Tab Name: Boldbank Robert

Flease bring this receipt for your next round
order and retumn it at the end to sign your final

e charge.

T 1T

Figure - Tab Info Receipt for Tab order Figure - Tab Info Receipt for PreAuth Tab order

Please bring this receipt for your next round

3. FAST BAR
To create Fast Bar Tab order, click “NEW FAST BAR” button, the order page will open.

To edit order, click desired order, click “EDIT” button, the order page will open.
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Specific Functions for Bar Tab Order Type

SEARCH button

Usually a bar has large amount of open Bar Tab orders, “SEARCH” function can help a restaurant manage
orders faster by searching orders from Tab Name or Check#. When click “SEARCH” button, the search
page will open, user can enter Tab name by swipe MSR card or enter manually from on-screen
keyboard, or scan barcode to search by Check# from tab info receipt.

< If the application found only one matching, the order page will open automatically.
< If the application found multiple matching, a matching list will show up. When user selects a
desired order, the order page will open automatically.

Search Open Tab:

Enter / Swipe / Sc'an t m

5.
Boldpark Robert
#321824, $15.15 Jﬂﬁﬁﬁ&gyn
HBERENDANONN -BDE

| L a0 | B H ” ._‘__'._ s e
B -] JERE
E |@ H \ﬂﬁﬂﬂiﬂ|

Figure - Search Open Tab window

PRINT TAB INFO RECEIPT button
This button is sitting on Order Entry page, this button is to re-print a Tab Info receipt.
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REMOVE PREAUTH button

This button is sitting on Order Payment page, it is to void PreAuth transaction against PreAuth Tab
order. This function increases a flexible payment in case there is some incident happened, for example,

customers changed their mind, a restaurant needs to cancel a pre-auth transaction.

FINALIZE button

This button is sitting on Order Payment page, it is to complete a pre-auth transaction, the credit card will
be charged the actual amount of a PreAuth Tab order.

[ #1332811
Bar Tal

by TOGE Dinmer

5. JOMGEDONWATTANA D018

S AM

Prefuth;
15.15

Sub Total $13.90
Discount (0,00
Tax $125
Service Charge 50.00
Delivary Charge %0.00
Gratuity 000
Total £15.15
Total Recelved $0.00
Balance $15.15

Print Recelpl

Remove
Prefuth

FINALIZE

Figure - Finalize PreAuth Tab order
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Chapter 7 Order Payment

In order to start operating order payment on each shift, the restaurant has to start bank associated with
each order type.

Order Payment will be operating on payment page. The authorized employee can access on payment
page from three entries, the first entry is on order type page by selecting desired order and clicking
“PAY” button; the second entry is on order page by clicking “PAY” button; the third entry is for Delivery
order when enabling Dispatcher feature, on Delivery page, click “SETTLE” button, select desired
dispatched order then click “PAY” button.

[ # 1533348 by PLAS 11 AM
Pack Up : h
Sub Total 4085
Credit Card
Discount (0.0
Tax 245 =
Gift Card
Sarvice Charge $0.00
Delivary Charga 50.00 Online Parmnt
Gratusty S0.00
Total $43.30
Total Received £0.00
Balance $43.30
1n
Order

Pﬁnt Recﬂ "

Re-Print :

Credit Card w ‘

Figure - Order Payment screen

There are two approaches for making payment on each order, the first one is one-time payment, and
the second one is split payments. Customers can make payment from the following methods:

1) Cash
2) Credit Card
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3)
4)
5)

6)

7)

Credit Card Offline

Gift Card

Online Payment - this method is for online order only that customers have made payment via
internet.

Redeem Deposit - this method will be available when making payment a future order. User can
redeem a deposit against the future order received a deposit.

Eight customized payment - the restaurant can use the customized payment method to create a
virtual payment in order to group payment records based on design. Also provided ‘Enter
Reference’ option when making payment

One-Time payment

To make one-time payment, follows below steps:

A wnN e

Click “Gratuity” button if employee wants to add manual gratuity to order.
Enter gratuity amount on popped up numpad, click “DONE” button.

The gratuity amount will be updated on payment page.

Click desired payment method.

0 If selecting ‘Cash’, a tender amount numpad will pop up. An employee can click quick
amount on right pane or enter desired amount on left pane then click “DONE” button.

0 If selecting other payment method, App will automatically set tender amount equal to
Balance.

The payment page will close. The payment summary dialog box will show up. The receipt will be
printing automatically according to number of copies setting at Back Office. The dialog box will
close automatically at the interval time, an employee can click “DONE” button to close it
immediately.
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Enter Tender Amount

= 77.16 5

7 8 9
10 20

4 5 (§)
30 40

1 2 3
50 60

0 00 C
Sals, - W

Figure - Tender Amount numpad

Split Payment

To make split payment, follows below steps:

1. Click “Even Split” button if an employee wants to make payment at even amount. The even
amount is calculated from Remaining Face Amount.

2. Enter number of split then click “DONE” button. An employee can also add split box manually
by clicking “Manual Split” button, enter split amount.
Remark: The application allows to split not over than 20 splits per order.

3. A split box will show on the middle page equal to entered number of split.
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[ #13M330

By PLAE

LAIPM

36 94

Dinang Table R2 Guest 3
Sub Total $69.70
Discount (0,00
Tax $418
Service Charge 50.00
Delivary Charge %0.00
Gratuity 000
Total §73.88
Total Recelved $0.00
Balance $73.88

Remaimning Face Amount |

1n

Crder
Discount

Re-Print
Credit Card

$0.00

Gratulty Print Recelpl

Cash

Credit Card

Gift Card

Online Payment

Figure - Payment page — Two Split payment

4. If an employee wanted to delete unpaid split box, select split box then click “Delete Split”
button. The “Delete Split” can function as long as payment is not made on selected split box. An
employee can also add more split box by clicking “Manual Split” button and enter split amount.

5. If an employee wanted to add gratuity to each split box, select desired split box then click
“Gratuity” button and enter gratuity amount. Click “DONE” button on gratuity numpad. The
gratuity amount will show on the left corner bottom of the split box. The sum of gratuity of the

order and associated amount will update on first column of the page.

6. To make payment against each split box, click desired split box and click desired payment
method. Usually, the Application is auto selected the unpaid split box in a sequence.
7. The paid split box will show with green background. The box will show payment method, face

amount, gratuity amount if any, change amount if any.
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[ #13M330

By PLAE

LI PM

Dinang Table R2 Guest 3
Sub Total $69.70
Discount (0,00
Tax $418
Service Charge 50.00
Delivary Charge %0.00
Gratuity 5600
Total £70.88
Total Recelved $42.94
Balance $36.94

Remaimning Face Amount |

5] AIMaunt; 35,94
Cash Gratusy 500 Cash
Change 706
=2 Credit Card
35,94
Gift Card
Online Payment

Crder
Discount

Re-Print
Credit Card

$0.00

Gratulty Print Recelpl

Figure - Payment page — Two Split payment, one is paid, one is unpaid.

8. If an employee wanted to remove paid payment, select desired paid split box, click “Remove
Payment” button. The dialog box will show up to asking confirm remove payment. Click “YES”
button, the paid split box will remove from the page.

9. When an employee makes payment till order balance equal to zero. The payment page will close
automatically. The payment summary dialog box will show up. The receipt will be printing
automatically according to number of copies setting at Backend application. The dialog box will
close automatically at the interval time, an employee can click “DONE” button to close it

immediately.

Credit Card payment
Credit Card payment means customer pays by integrated credit card. After click “Credit Card” button,
the credit card process dialog box will show up. On credit card device, it will show instruction message
“Insert/ Tap/ Swipe Your Card/ Device”, follows the instructions until the process is finished.
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Please Dip / Swipe / Enter Credit Card infomation to
the credit card device.

Sending Request to Credit Card Device ...

Figure - Integrated Credit Card being processed dialog box

CREDIT CARD PAYMENT FOR DELIVERY ORDER TYPE

If Delivery order type is enabling “Dispatcher” feature and the payment or some part of payment is
made by credit card, the order will not close automatically although the balance equal to zero. The
“Close Check” button will show on order payment page to let a driver close it manually. This feature is to
serve Delivery work flow that a customer makes a payment by credit card on the phone call. After a
driver finishes dispatching the order, he will access “SETTLE” page, select the order paid by credit card,
enter gratuity if any and click “Close Check” button to close the order.
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# 1542048 by PLAS 1010 AM

Dalivery (BRI H600 Yanessa

3, Some Awe., hanower
Sub Total 4335
Discount {0.00)
Tax 5272
Senvice Charge $0.00
Delivary Charge £5.00
Gratuity £8.00
Total §61.07
Total Recelved $61.07
Balance $0.00

7] Armaunt; 53.07
VISA Gratuy: 800 Cash
9018
Credit Card
Gift Card
Online Payment

Order
FHnt REH g

Re-Print
Credit Card

Remowve
Paymemnt

Figure - Payment page with “Close Check” button
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REDEEM DEPOSIT

When making payment for a future order, the “Redeem Deposit” button will be available. User can
redeem a deposit as a payment if a future order has a deposit.

To redeem deposit, follow below steps:

Click “Redeem Deposit” button. A deposit selection window will open.

Select a desired deposit from a list, or enter deposit reference and click “SEARCH” button
Click “DONE” button, to confirm selecting a deposit to redeem.

Order Payment is executing as usual.

e wN e

The status of redeem deposit changed to ‘All Redeemed’.

#FN by PLAS 217 PM I

Dineng Depn:iﬁ:&"-iﬂ" — u |
SEARCH |

Subs Toy|

| Dieposit Ref Amound Customer Mame Issmied Date =
Discou| | pammymsss 80,0 - Dny 9132019 | |

Tax

—_—

Sarvice

Dielivae |

Gratusty

e-rrint
Credit Card

Figure - Redeem Deposit on Payment page
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Chapter 8 Other Revenue and Expense Operation

Open Drawer
The authorized employee can open drawer manually by clicking “OPEN DRAWER” button.

Payout

Payout can occur in the restaurant when some situation occur likes sugar is out of stock, an employee
has to make payout for buying at the mean time. The restaurant can set at Back Office to use Cashier
bank or Server bank for Payout. To make payout, follow below steps:

1. The authorized employee click “PAYOUT” button.
On Payout window, enter description and amount.

3. If the payout is to return money back to the restaurant, click ‘Return Paid Out’ check box. The
entered amount will show in “()”.

4. Click “DONE” button when finish. The receipt will be printing out automatically.

5. Click “CANCEL” button if you want to cancel.

Refund

The restaurant can set at Back Office to use Cashier bank or Server bank for Refund. When the
restaurant needs to refund money back to customers, follow below steps:

The authorized employee click “REFUND” button.

On Refund window, enter refund reason and refund amount.

Select Refund method: Cash or Credit Card if available, see CrepiT CARD PAYMENT.
Click “DONE” button when finish.

Click “CANCEL” button if you want to cancel.

e wN e

Refund Reason:

Refund Amount:

Refund By: Cash

Cash
Credit Card




Customer Deposit

Some restaurant provided future order service that customer can reserve a meal and/or make an order
in advance. A restaurant might request a customer deposit to protect both himself and customers and
create more accountability. A simple ‘Customer Deposit’ feature is provided, it is sitting on “MORE”
window.

When open the deposit page, the active deposit list will be showing on the left pane.

Customer Deposit

MEW

Deposit Ref Amount Customer Mame = Deposit Reference |

CLEAR
Deposit Amowint 0.00

Custormer Name

RETURN

|

JEHBENNONEN - BIE
- KRR H‘”"”"ﬁﬂﬁ
- NN RE
e le] \nanu;m|

Figure - Customer Deposit page

NEW DEPOSIT

To create a new customer deposit, follow below steps:

Click “NEW” button.

Enter Deposit Reference, you can name anything for reference, ease of use and understanding.
Enter Deposit Amount.

Enter customer name for reference.

P wWwnNPRE
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5.  Click “PAY” button to make payment. After finished payment, the deposit receipt will be printing
out automatically, if setting.
6.  The application will return back to Customer Deposit page, you can see the created deposit on
the left pane.
RETURN DEPOSIT

To return a customer deposit, follow below steps:

1.  Click “RETURN” button. “SEARCH” button and a customer deposit list on the left pane, will be
enabled.

2. You can select the desired deposit from the list, or you can enter a deposit reference, click
“SEARCH” button.

3.  After selecting the desired deposit, click “PAY” button to receive payment, and return back to a
customer.

4.  The application will return back to Customer Deposit page, the returned deposit should not be
showing on the list on the left pane anymore.

MAINTAIN DEPOSIT

The restaurant can update the status of active customer deposit. To update status a customer deposit,
follow below steps:

vk wnN e

Click “CHANGE STATUS” button. Maintain Deposit window will open showing active status.
Select a desired deposit, click “...” button on status column. The status list will show up.

Select a desired status, if selecting Voided status, void reason is required.

Click “Update” button to update status, or click “Cancel” button to cancel updating.

When finish updating status, click “DONE” button to save changes, or click “CANCEL” to discard
changes.

The application will return back to Customer Deposit page, the updated status deposit should
not be showing on the list on the left pane anymore.
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Figure - Maintain Customer Deposit page
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Chapter 9 Close Working

Close Cashier Bank

The authorized employee has to close cashier on each cashier workstation against each shift. To close
cashier, follow below steps:

1. The authorized employee click “MORE” button and click “CLOSE CASHIER” button. The count
closing money page will show up. The close cashier report will be printing automatically.

Count Clesing Meney of Cash Tray#1

$10000 | | A
Total Revenue 77.16 $50.00 |—‘ <--
$2000 | |
s000 [ | 7 8 9
Net Cash 77.16 ss00 ||
$2.00
- : ! 4 b 6 |
$0.50 | i |
$025 | | 1 2 3
so10 | |
I I 0 00 C

$0.01

Total Cash Count:

2. Enter closing money if any, click “DONE” button.
3. Click “CANCEL” button if you want to cancel closing cashier.

Remark: The restaurant can set to ‘Print Money Count slip” automatically after close Cashier, and ‘Auto
Clock-Out after close Cashier bank’.
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Close Server Bank

If Server Bank feature is enabled, each authorized server has to close his opening server bank against his
shift. To close server bank, follow below steps:

1. The authorized employee clicked “MORE” button and click “CLOSE SERVER” button. The Close
Server Bank dialog box will show up and display Server Name differently as follows:

« If the logged on employee has permission to Start and Close Server Bank for other, the
dialog box will show all Server name.

If the logged on employee is in employee group setting Use Server Bank, the dialog box will
show his name.

If the logged on employee is not in employee group setting Use Server Bank, and he has no
permission to Start and Close Server Bank for other, the dialog box will not show Server
name.

R0
°o

R0
°o

A server who is already closed his server bank, his name will show in grey and unselectable.

2. Select desired Server name.
«» Click “CONFIRM” button if you want to close a server bank.
# Click “CANCEL” button if you don’t want to close a server bank.

Remark: The restaurant can set to ‘Auto Clock-Out after close Server bank’.

Close Day

The authorized employee has to perform close day when finish orders, and other revenue and expense
operation on each day. All opened cashier banks, server banks, and driver banks (both delivery driver
dispatcher and delivery driver bank) must be closed before performing close day.

To close day, there are two approaches, the first approach is for restaurant not using integrated credit
card feature which can follow below steps:

1. The authorized employee clicked “MORE” button and click “CLOSE DAY” button, the Close Day
dialog box showing today business date, will show up.

2. Click “Confirm” button, the button for creating order will be disabled. In order to take effect on
other work station, user must reLogin on those work station.

3. Click “CANCEL” button if you want to cancel close day.

The second approach is for restaurant using integrated credit card feature which can follow below steps:

1. The authorized employee clicked “MORE” button and click “CLOSE DAY” button, the “CLOSE
BATCH” page will open and show list of credit card transaction(s) in current batch.
Review your integrated credit card transactions to ensure everything is all right.
Click “CLOSE BATCH” button to continue close day process. The confirm dialog box will show up.
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Click “YES” to confirm. The close batch being processed dialog box will show up and
report the result.

«» Click “OK” button against Close Batch result dialog box. The Close Day dialog box
showing today business date will show up.
4. Click “CONFIRM” button, the button for creating order will be disabled. In order to take effect
on other work station, user must reLogin on those work station.
5. Click “CANCEL” button if you want to cancel close day.

Remark: The restaurant can set to ‘Auto Clock-out all employee after close Day’.

Chiechc# Date/Time Type Card# Gratuity Total Trans. Type
5 BEMS2HT 019 FM  MASTERCARD oo 1TES 1] 3445 Tala M
[ 152007 0221 P MASTERCARD o 1765 LL] 101.08 Sae . ’

RE-PRINT
CREDIT CARD

Figure - Credit Card Close Batch page
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Chapter 10 ReOpen Working

ReOpen Day
The restaurant can reopen the last business day as long as he hasn’t started new business day. To
reopen day, follow below steps:

1. Go to the bottom of Order Type screen, click “MORE” button, the “MORE” page will show up.
2. Click “REOPEN DAY” button, the ReOpen Day dialog box displayed last closed business date, will

show up.
3. Click “CONFIRM” button if you want to ReOpen Day. Click “CANCEL” button if you want to cancel
ReOpen Day.
ReOpen Cashier Bank

On current business date, the restaurant can reopen cashier bank on each cashier work station. The
application allows to reopen cashier bank when there is no cashier opening on that cashier work station.
If the day process is already closed, the restaurant can’t reopen cashier bank anymore.

To reopen cashier bank, follow below steps:

1. Go to the bottom of Order Type screen, click “MORE” button, the “MORE” page will show up.

2. Click “REOPEN CASHIER” button, the list of closed cashier bank associated with work station on
current business date, will show up.

3. Click desired cashier bank then click “CONFIRM” button.

Cashier ReOpen

CashTray# 1
Cashier: Driver A
Start: 06/15/2017, 9:23 AM

Close: 06/15/2017, 2:53 PM

Business Date: -

Figure - ReOpen Cashier Bank window

Page 92



ReOpen Server Bank
On current business date, the restaurant can reopen server bank. If the day process is already closed,
the restaurant can’t reopen server bank anymore.

To reopen server bank, follow below steps:

1. Go to the bottom of order page, click “MORE” button, the “MORE"” page will show up.
Click “REOPEN SERVER” button, the list of closed server bank on current business date will show

up.
3. Click desired server bank then click “CONFIRM” button.

Ca S P T
server nelper

Server: Lucky fifi
Start: 06/15/2017, 3:22 PM
Close: 06/15/2017, 3:22 PM

Business Date:

Figure - ReOpen Server Bank window
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ReOpen Driver Bank
On current business date, the restaurant can reopen driver bank. If the day process is already closed, the
restaurant can’t reopen driver bank anymore.

To reopen driver bank, follow below steps:

1. Go to the bottom of Order Type screen, click “MORE” button, the “MORE” page will show up.
Click “REOPEN DRIVER” button, the list of closed driver bank on current business date will show
up.

3. Click desired driver bank then click “CONFIRM” button.

Drriver: Driverl Driver
Start: 09/02/2019, 445 PM
Clase: 09/03/2019, 2:53 PM

ADJUST GRATUITY

D REOPEN DRIVER
G
REPRINT GIFT CARD

RECEIPT

I LDIER

Business Date:
8/2E/2019

PRINT ALL

MEDIA OPERTAION ORDER TRANSFER

Figure - ReOpen Driver Bank window
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Chapter 11 Order Recall

The restaurant can look for orders on each business date on the order recall page by clicking “ORDER

RECALL” button. On Order Recall page, select business date:

If “SHOW ALL” button is shown as clicked, all orders on selected business date will be showing. The

closed and voided orders will be highlighted in pink color.

If “SHOW ALL’ button is shown as unclicked, only the open ordered will be showing.

The restaurant can set at BackOffice to order check# ascending or descendin

g on this page.

Dining Take Out. Pick Up Delivary Online Fick Up
Dudder Type Tabsle/Maimns: Amount
171336 Pick Uip 6031 E13PM  TOGO Lur
171308 Pick Up ETE1  E1ZPM  TOSO Lur
171235 Dining R W3 E12PM TOGO Lur
171202 Dining Ra MEZ EVIPM TOGO Lur
1968 R Bear. R 751 419PM  Online Em
151853 .r,.i'f; ;“ o) 5K 5K 7455 419PM  Online Em

RE-OPEN PRINT

Select Business Date B/28r2019 fal l SHOW ALL ' MY CRDER

Cnline Delivery EBar Tab
1 A13 Larb Gai .50
3 A15 Little Spice Hou: 960
1 D-N& Spcy Drunican 18.95
Sweat Sticky Rice 205
1 Hot Ginger Tea with | 250
1 Het Thai Tea with cre 350
| Sub Total $56.90
| Tax §3.41
| Total $60.31
Paicd By Arnauny

Figure - Order Recall page

The restaurant can re-open closed order on current business date if the associated bank of that order is

opening. To re-open order, follow below steps:

1. Click desired closed order on the list.



2. Click “Re-Open Order” button.

3. The message box asking to confirm reopen will show up.
3.1. Click “YES” to confirm reopen order.
3.2. Click “No” to cancel reopen order.

Additional Order Functions for Gloria Integration Online Order
Since the Gloria integration online orders are not allowed to edit, only following order functions are
allowed to operate on this page: Void Order, Resend to Kitchen, Server Transfer.

When user selected Gloria integration online order, the function buttons will display as in below figure.

Select Business Date 8282019 Gzl | SHOW ALL ' MY ORDER :,_, M{ g
e o

Dining Take Out. Pick Up Delivery Online Pick Up  Online Delivery Bar Tab
] Duder Type FabsleMams Amumant | - 3 Garlic Wings 18.00
i Dalivary T (BBEE16-5164, .
161855 iGlons FD:II] 5K 5K b Yoak Sirooké. But 7551 41%PM  Online Em Large Tom Kha Coce  12.95
ck Up Shrimmy
161953 PP, P 5K SK 745 413PM  Oniine Em e SO0
1 pail tha 15.00
Coambnaton

2 Spaghefti Bofogrese  18.00

Sub Total $61.95
| Tax $6.56
| Delivery charge §5.00
| Total $75.51

Pad By Artaunt

SERVER PRINT
TRAMNSFER PRINT PACKAGER E

Figure - Order Recall page - Function buttons for Integration Online order
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Chapter 12 Gift Card

The restaurant can sell gift card on each business date on the gift card page by clicking “GIFT CARD”
button. The restaurant can sell new gift card, reload gift card, return gift card and check gift card
balance. The application supports selling multiple gift cards on one time sale as well as reloading
multiple gift cards. The application does not support combining of selling gift card and reloading gift card
on one time sale.

ADD

Gift Card Number
Face Amaunt: 0.00 Mo. of Gift Card Procesding: |0

Discount 0.00 Discount Total Due Amount 0.00

RELOAD
RETURN
Expired Date Select a date [5] m

Recipient Name

Due Amount: 0.00

Givar Mame CHECE BALANCE

HERENNANEN - Bk
| ."_.N._f_l JE Hf”"ﬂ"ﬁu*,
- NN ERRE
e ]e] \ﬂﬂﬂﬂiﬂ|

Figure - Gift Card page — New, Reload, Return Gift Card

New Gift Card

To sell new gift card, follows below steps:

a |

1. Swipe gift card or enter gift card number manually on Gift Card Number text box.
2. Enter gift card amount on Face Amount text box.
3. Click “Discount” button to enter discount.
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4. Enter expired date if any, on Valid To text box by clicking the calendar.

| ADD
Gl Ceand Mumibes
Face Amount 100.00 Na. of Gift Card Proceeding | RELDALD
Descount 10,00 Total Due Amount
Click here as a | RETURM

Dhse Armiowant B0.00 shortcut to select
ather month or year

o = 'ILT -

-
Recpent Name < February 2016 4
Coover Mame: | e

Mo Tu We Th Fr Sa Su

25 26 27 28 29 30 3

1 2 3 4 5 6 7
g§ 9 10 11 12 13 14
15 16 17 18 19 20 21

|

|

‘q

.|| 22 23 24 26 27 28 | e | s | e
1 2091 2 3 4 5 6 |
z

s
x = ‘ 1 F | 3

© | Reset El)ate DT

Figure - Gift Card page - Calendar

Page 98



Click here to
o0 select other year i
IJ_I:I ‘ 2010-2019 '
W
4 2016 | 2

2010 201 2012
Jan Feb Mar Apr

[ 2013 2014 2015 2016 '
May Jun Jul Aug '

Sep Ot Nov Dec | 2017 2018 2019 2020
|I-n.—‘ il ] s | —
Reset Date Reset Date

5. Click ‘Reset Date’ button on the calendar if you want to remove date from Valid To text box.
6. Enter recipient name if any on Recipient Name text box.

7. Enter giver name if any on Giver Name text box.

8. Click “ADD” button if you want to sell more gift card on the same sale transaction.

9. Click “PAY” button if you want to make payment on selling gift card(s).

Reload Gift Card

To reload gift card, follows below steps:

Click “RELOAD” button.

Swipe gift card or enter gift card number manually on Gift Card Number text box.

Enter gift card amount on Face Amount text box.

Click “Discount” button to enter discount.

Enter or edit expired date if any on Valid To text box.

Enter or edit recipient name if any on Recipient Name text box.

Enter or edit giver name if any on Giver Name text box.

Click “RELOAD” button if you want to reload more gift card on the same sale transaction.

L N WNRE

Click “PAY” button if you want to make payment on reloading gift card(s).

Return Gift Card

To return gift card, follows below steps:

1. Click “RETURN” button.
Swipe gift card or enter gift card number manually on Gift Card Number text box.
3. If the gift card is never redeemed and not expired, the application will open PAY page

automatically.
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4. Return payment against the returned gift card.

Check Balance Gift Card

To check balance gift card, follows below steps:

1. Click “CHECK BALANCE” button, the check balance window will open.

2. Swipe gift card or enter gift card number manually on Gift Card Number text box.

3. If the gift card is active, the balance amount and expired date (if any) will be showing.
4. Click “PRINT” button if you want to print balance slips.

5. Click “DONE” button to exit from the window.

. Ny
| ADD
e -
f ) | RELOAD
Gift Card Number: D00D0O00001 | J [—
| RETURM
Balance: | 170 |:||}| 9 y
e | | -
| CHECK BALAMCE
o .
"""°P'?|ag ﬁ
t ‘ 9 h} j ‘ K [ I 4 | 5 || & . .
c ¥ n} n m [ . ‘ . l 1 | 2 3 s .
e
i}
2 3

Figure - Gift Card page — Check Balance window

Gift Card Payment

To operate gift card payment, the restaurant can set at Back Office to use Cashier Bank or Server Bank.
To use Cashier Bank, on each workstation the workstation must install drawer and set enabling Cash
Tray feature at Back Office.
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There are two approaches for making payment, the first one is one-time payment, and the second one is
split payment. Customers can make payment from the following methods:

1) Cash
2) Credit Card
3) Credit Card Offline
An employee can make ONe-TiME PAYMENT OF SpuiT PAYMENT Similar to order payment.

Remark: An employee can exit from the payment page when making payment the whole amount

completely or there is no payment happened.

[ Gt Card by PLAG ES 333 PM
Cash
Sub Total §55.00
Credit Card
Discount 50.00
Total §55.00
Total Received $0.00
Balance $55.00
G- 1T
m
Re-Print
Credit Card m ‘

Figure - Gift Card Payment page

Manage Gift Card

The restaurant can update gift card status and/or adjust balance on Manage Gift Card window by
clicking “More” button then clicking “MANAGE GIFT CARD” button.
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On Manage Gift Card window, all gift cards will be showing, user can filter gift card by status. The
restaurant can change status to ‘All Redeemed’, ‘Voided’ or ‘Expired’. When changing to ‘Voided’, the
reason is required. Click “SAVE” button when finish updating gift card status or “CANCEL” button if the
restaurant wanted to cancel the update.

All Active All Redeemed Expired Voided
SEARCH Gift Card Number 71000

741000 Balanca Amount 0.00

1001 Issued Date Time 1172018
71002

1 Expired Data:

71003
Yio04 Issuwad by TOGO Lunch -

05 Racipant Mame:
i Giver Name
11007

Slatus

71008
71009 ‘Voided Reason Testing

1d| q ” w | e :i r | t | ¥ H ™ i H o H p ‘IH" i 8 || 9 !
[ A S i\ - L A | ks
- ERARDNNN-BBn|
| r 10 -\.:- ': l:l |WL
_1I5Hl|z:ﬁ X | c v ‘ b [ n m H " H . H ! 1 2 3

e le]

} L

Figure - Manage Gift Card window
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Adjust Balance

The restaurant can also adjust Gift Card balance manually by clicking “ADJUST BALANCE” button. The
Adjust Gift Card Balance window will show up, entered balance amount and reason, click “DONE” button
after finish adjusting or “CANCEL” button if the restaurant wants to cancel the adjusting.

|| Acust G Cord Serce it JRNNN - — - —
p== -
| |=
b | Gift Cand Mumber 71008 | |
Balance Amount: 10.18
Reason:
I - 2 -
w | e r t u i 8
§ |
E al|ls| d ‘ f |l gi|h ‘ [k ‘ | CL 5
) |' * jar
- AR AE0E
"

Figure - Adjust Gift Card Balance window
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Chapter 13 View Reports

The authorized employee can view the following reports:

1. Daily Summary report
The restaurant can set a schedule to send Daily report via email to recipients.
Cashier Report
Driver Report
Server Report
Gift Card Reports
5.1. Gift Card Activity report
5.2.  Gift Card List report
5.3.  Gift Card Sales report
6. Performance Reports
6.1. Server Performance report
6.2. Driver Performance report
7.  Work Hour Reports
7.1. Work Hour report
7.2.  Work Hour receipt
8. Caller ID Log Report
9. Future Order Reports
9.1. Future Order report
9.2. Deposit report
10. Auto Close Day report
11.  Order Transfer Log report

AW
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Chapter 14 Manage Time Card

The restaurant can manage time card by clicking “More” button then “MANAGE TIME CARD” button.

From gri2019 [ To 02019  [m| [EEHIEE View Report
Card
Clock In Clack Out Break Hours
~ BOOMZ22IZ Boom [Server]
DA2TI2019 0302 PM DERTA019 0435 PM 157
D003 0512 PM DUTAZ019 02 54 P 172 Employee Group
Total Hours: 23.29 = All Grougs =
*  Dinner Dining 22 [Server]
DERGR019 0301 PM DE26E019 0435 PW 158 Employee
Total Hours: 1.58 Pry— =
= Driver8 Driver [Driver]
D&DSZ015 0553 AM DRDA3019 0526 P T.56 Sort By
I8RT2015 0346 PM D227/ 19 0435 PM oa3
Firsthlama L]
DM22015 0509 PM DDAI019 0253 PM 2174
Total Hours: 30.13
=  PLAS PLA |5erver]
IM2R013 0512 PM D209 0254 PM 217
D015 03:33 PM 1]
Total Hours: 21.71
~ TGO Dinner 2 [Server|
NamTrnNiG 157 Dk MR MTIWIQ 0% -4 Dkl T EE
PRINT TIME
NEW EDIT DELETE
CARD SLIP

Figure - Manage Time Card page

To manage time card, follow below steps:

1. Enter From and To date, click “Show Time Card” button.
2. The available time card will show up.

To create new Time Card, click “NEW” button, the Time Card page will open.
To edit Time Card, select desired Time Card, click “EDIT” button, the Time Card page will open.
To delete Time Card, select desired Time Card, click “DELETE” button.

On Time Card page, the restaurant can set date using calendar button, and set time using time button.
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Figure - Time Card page
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Figure - Time window

Chapter 15 Adjust Gratuity

The restaurant can adjust gratuity for orders paid by Credit Card and Credit Card Offline by clicking
“More” button then “ADJUST GRATUITY” button.

To adjust gratuity, follow below steps:

1. Select desired credit card transaction, if gratuity amount is existed, it will show up on a numpad;
otherwise it will show zero on Numpad.

2. Enter desired gratuity on a numpad.

3. Click “ENTER” button to confirm gratuity, the adjusted Gratuity and Total will be updating on left
pane.

4. Or click “CANCEL” button to cancel adjusting gratuity.

The restaurant can reprint Credit Card receipt by clicking “RE-PRINT CREDIT CARD"” button.
The restaurant can reprint Customer receipt by clicking “PRINT RECEIPT” button.

If the authorized employee has permission to see credit card transactions that are not belong to his bank
when he clicked “SHOW ALL” button, the application will show all credit card transactions; otherwise,
the application will show message box “You have insufficient permission”.
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Figure - Adjust Gratuity page
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Chapter 16 Manage Credit Card Transactions

The restaurant can manage credit card transactions while the batch is still opened. The restaurant can
use this feature to solve following situations: to void Refund , to void Sale or Return Gift Card, to force
close local batch if closing batch online is failed.

Caution: Please verify with Credit Card Processor company that all of selected transactions are

already settled in a Batch closing before doing local batch.

To use this feature, click “More” button then click “MANAGE CREDIT CARD TRANSACTIONS” button.
To void Refund, sale Gift Card, return Gift Card, and do close batch offline, follow below steps:

1. Select desired credit card transaction(s).

2. Click “VOID” or “CLOSE BATCH OFFLINE” button if the restaurant wants to void or do close batch
offline respectively. The confirmation dialog box will show up, click “YES” button to confirm or
click “NO” button to cancel.

In case the integrated credit card cannot use for some reason at a period of time, the restaurant can
click “ENABLE FORCE AUTH” button in order to enable Force Auth mode for credit card Voice
authorization payment. If you accept the risk as indicated on Force Auth Warning message box, click
“YES” to confirm enable Force Auth; otherwise, click “NO” to cancel enable Force Auth.

Once the integrated credit card can be workable, the restaurant can click “DISABLE FORCE AUTH” button
to switch back to a normal integrated credit card process. The “DISABLE FORCE AUTH” button is the
same button with “ENABLE FORCE AUTH” button, wording on the button will be changing based on the
current mode.
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Figure - Manage Credit Card Transactions page
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Chapter 17 View Employee Clock-In

The restaurant can view employee who clocked-in and clocked-out on current business date, and
employee who is still working.

To use this feature, click “More” button then click “VIEW EMPLOYEE CLOCK-IN" button.

View Employee Clock-In window will open and show employee clocked-in and/or clocked-out on current
business date. Employee already clocked-out will show in pink color while employee is still working, will
show in white color.

To view employee still working only, click “Still Working” button.

Lastname Firstname Clock In Time Clock Out Time
Boom BOOMZ2Z
Drriver Driverd (U019 05:0% PM D019 02:53 PM 2
Baom BOOMZZ22 (AMm22019 512 PM DRM32019 02:54 PM
PLA PLAG CRAMEI19 05:12 PM AN3F019 02:54 PM
PLA PLAG (019 0% 33 M

E E E E

foes

| PRINT

|
© | |PRINT ALL

I still Working PRINT _ r
& |

Figure - View Employee Clock-In window
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Chapter 18 Adjustment Memo

The restaurant can create a memo to adjust total sales of closed business date. A memo will show up
on a daily report and sale summary report.

To use this feature, click “More” button then click “ADJUSTMENT MEMO” button.

Adjustment Memo page will open. After user selected a desired closed business date, order list will
show up. If there is adjust memo on the closed business date, the adjust memo will show up on a

bottom pane.

Select Closed Business Dale 8r27r2019 w1

Oirder Type Table/Mame Addres Amount
IB265T [Crning R MM 1X25PM  TOGO Din ]
362539 Diining R3 4365 1225PM TOGEO Dan |
362525 Dining R4 E0ET 1235PM TOGED Din
52514 Diming RS B35 1XISPM TOGO Dn
362458 Dunting Ri0 4506 1224 PM  TOGO Din
362445 Dining R11 T40d 1Z24PM TOGEO0 Dan
J2478 Diming RE 4073 1224 PM  TOGO Din

¥ME  Dining RiZ ) 4551 1223PM  TOGO Din

Aimioeind

WEHES 1 Remove Cash 10.00) | Sub Touai .00
) Tk 000
Vi lhem (7 35) :
2 Add Cash 5.00
' Deeliwery change I 5000
Total 0.00
Pacd By Arraunt

Figure - Adjustment Memo page
User can add/ edit/ delete a memo against each order.

To add a memo, select desired order on a top pane, click “ADD MEMO” button, Add/ Edit Memo
window will open. Entered a memo, click “DONE” button to record the memo.
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To edit or delete a memo, select desired memo on a bottom pane, click “EDIT MEMO” button or
“REMOVE MEMO” button respectively.

Selact Clnsed Ausiness Date 8/27/2018 Ty
Add/Ed Memo Window
ml Check# Seqi Memo
364
« | 362525 | 3 ||Add Cash
-
3511!
33| | y
e | = -
ek | T 1 1l i | Il ' T | :i-lr.uu
~ 363 q’w e r”t y”u i uth 7 8 9 e
a s|dHf‘g”h”]i|k”I‘4 5 6
! il k| I\ L \ \
-zxt:lv I:u”n mH,H.‘I 1 2 34—
! i | | | i | o.67
|+ ]e] dalvh @] -~ }

Figure - Add/Edit Memo window
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Chapter 19 Media Display

The restaurant can create a campaign contained images and/or videos to display on the second display
as schedule. When the Order Entry screen or Pay screen is opened, the receipt screen will display on one
side of the second display in parallel with images/ videos being played on another side.

This feature is an Add-On feature, it’s required a Media-Display license and 9.7” LCD second display with
1024 x 768 LCD resolution.

When started the application, if the application found a Media-Display license registered on the station
and it also detected the second display plugged into the station, the media display will be started
automatically.

To use this feature, click “More” button then click “MEDIA OPERATION” button. The Media Operation
window will open.

Dining Take Out. Pick Up Delivery Bar Tab
NEW
) Meia Dperation .
MEDIA CLIENT
SETTING MEDIA START
IMPORT
CAMPAIGN
MY ORDER
PAYOUT %R‘DER RECALL] REFUND } GIFT CARD I = ;’g:;j; Efl -

Figure - Media Operation window
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Media Operation Function buttons

Media Client Setting
This button is to set the 9.7” LCD second display, the display will show 2 panes, one will show video
and/or image, another one will show a receipt.

Customer Media Display

[C] Open Station automatically when Start Media

Station Close Message Station Close SET DEFAULT IMAGE

On Screen Receipt Setting

|1 Show Receipt on the Right hand side Background Color Font Color Font Size

Header Setting [I #FFLF497D i| [ Ll EJ [14 SYNC TOALL
STATIONS

Body Setting [ White ﬂ [. Black E [14

Balance Due Setting [l #FF4FB1ED ﬂ [ Yellow E

Tender Type Setting {. #FF1F497D E [ White ﬂ [14

Figure - Media Client Setting window

Open Station automatically when Start Media
When enabled this option, after the application has started and the media display has started

automatically, the application will open the station automatically, indicated that the station has opened
and ready to serve customers.

When disabled this option, after a media has started automatically, a close message will show up on top
of the second display.
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Station Close Message
The restaurant can modify a message to show on top of the second display when the station is closed, to
inform the customers.

On Screen Receipt Setting

Show receipt on the right hand side

‘0

% Enabled this option, the receipt pane will show on the right hand side.

R

% Disabled this option, the receipt pane will show on the left hand side.

R

Background Color Font Color Font Size
Header Setting X X X
Body Setting X X X
Balance Due Setting X X n/a
Tender Type Setting X X X

Figure - Receipt Screen setting

Set Default Image function button
The restaurant can set a default image to display on the second display.

Videos/ Images playing | Open Order Entry screen/ Display/ Non Display
Pay screen A Default Image
NO NO Display fully on the second screen
NO YES Display two of three portions on the second
screen
YES YES Not Display
YES NO Not Display

Figure - Display on the second customer display

Sync to All Stations function button
When click this button, the application will sync a media client setting on the being worked station to
other stations.

DONE and CANCEL function button
When finish setting, click “DONE” button to save changes setting, or click “CANCEL” button to discard
changes.
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IMPORT CAMPAIGN
The restaurant can import the campaign contained images/ video and schedule, created on BackOffice
to each station that will display the second customer display.

To import the campaign, click “IIMPORT CAMPAIGN” button, the open file dialog box will open, browse
to a folder stored a campaign file, select a desired campaign file.

Dining Take Out. Pick Up Delivery Bar Tab
{3 Dpen
= i r —
g- - “ whupport ¢ Campaign Files » = |43 | Sr T
Ty = =3 = S
Coganize = Hew Foldes I
' Frmrites i
4 2 F B Duiktep | Weekend Campaign 2018-11-19T11-18 0. 1122008 648 PR Compresy (5
& Downloads
&, Recent Places —_—
#F1T1236
' D5:13 PM
F | 4 Librarisy $19.73 ]
# Digurments
@' Music t
| Flichures E
&
i Computer
'F_" Local Disk ()
. e l OPEN ORDER
B AECDEMD f
B ExKDEMOOD
PAY PRINT
File name Weekend Campesgn 2115-11-19T11-18-08.5517 -
Dpstrs |v Cancal TABLE
P PRINT ALL
- TRANSFER
WRITLIST/
PAYOUT ORDER RECALL R M GIFT CARD
: I SRR I s { [nEsenw.nnu
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The import campaign result message box will show up when finished imported the campaign.

Dining Take Out. Pick Up Delivery Bar Tab
r-—- — E m
5 I 10
Ef" i Import Campaign Result = |
fr-: f : #171236 |
@ 9 | |
=1 ! Import Campaign successiuly
r B IE
o N

- {i QK OPEN ORDER

PaY PRINT
- -
ri3 i | R12 R11 | R10 ABLE
TRAMSFER PRINT ALL

WAITLIST/
- PAYOUT IGRDER HEEALLI REFUND I GIFT CARD [RE:,ERVMIUH

Figure - Import Campaign Result message box

MEDIA START

To start the media display, click “Media Start” button. The station will open automatically after the
media has started.

MEDIA CLOSE

To close the media display, click “Media Close” button, The station will close automatically when close
the media display.
STATION OPEN

To start the Station, click “Station Open” button. When the station is opened, the close message

displayed on top of the second display will be disappeared; the receipt pane will show up when open
Order Entry screen or Pay screen.
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STATION CLOSE

To close the Station, click “Close Station” button, When the station is closed, the close message will
display on top of the second display; the receipt pane will not show on the second display when open
Order Entry screen or Pay screen.

Page 120



Chapter 20 Basic Waiting List/ Reservation

The restaurant can create waiting list and/or reservation records, update status of reach record, in order
to accomodate queue managing in the restaurant.

To use this feature, click “Waitlist/ Reservation” button, the Waitlist/ Reservation window will open. The
window show active status list of today date as a default. The “Show All Status” option, will show all
today records. The background color of active status records: “Reserve”, “Waiting”, “Arrived”, displayed
in white while the following record status: “Seated”, “No Show”, “Cancel” displayed in pink.

8272019 | Show Only Active Status ®) Show Al Status

Pleoree Number | n | Tieme w;'mq.,: '

12224 PM Waist LisalL 5 [B15457-B950 Seated

1225 PM  Walsisl Dieann b [B18)245-9873 Sealed

1:30PM  Reservabion  Maya B Arrved 3 min

130 P Washst Linda Mermy 8 Waiting 2 min

140 PM Ressrvation  Kathy P d Reaserve

1:40 PR Waslist Michael Buble B Ward & prrvale room Wailing 1 min

142 PM  Raseration  Petar 4 Cancel

Z00PM  Reserqation  Michelia W 3 Ko Show

Figure - Waitlist/ Reservation window

Create/ Modify/ Update Status

To create a record, click “NEW” button. New Waitlist/ Reservation window will open. A user can select
either Waitlist or Reservation to create a new record. After finish entering data, click “DONE” button to
create a new record or click “CANCEL” button to cancel creating new record.
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Mew Waitist' Reseration o e e —

Customer Name:

1224 PM
1Z25FM W ;
Phone Number: ) - Type: (®] Waithist Reservation
LM PM R 3
133 FM W party size: Reserve Time: Q/272019 1.53 FM | fis l
140PM Ryl |

ADFM Wl Motes:
1:42 PM R] ‘
200PM R |

i plTIH

u | \ -
a\|=ua\uﬂhui\w maage

Figure - New Waitlist/ Reservation window

To edit the record, select desired record, click “EDIT” button, Edit Waitlist/ Reservation window will
open. A user can modify the record as desired. After finish modifying, click “DONE” button to save
changes or click “CANCEL” button to cancel change.

To update record status, select desired record, click “UPDATE STATUS” button. The Update Status
window will open, select desired status, click “DONE” button to update the status or click “CANCEL”
button to discard change.

Status Waitlist Reservation
Reserve n/a X
Arrived n/a X
Waiting X n/a
Seated X X

Page 122



No Show

X X

Cancel

X X

Figure - Waitlist and Reservation Status

1224 PM

1225 PM
1:30 Pl
1:33 PM
1:40 PM
1:40 PM
1:42 PM
200 PM

Wi | Sttus: (&) Waiting Seated Mo Show Cancel

Figure - Change Waiting Status window
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1224 P

1Z225PM W

130 P
THEPM W
1:40 PM

140 PN W

1:42 PM
200 PM

Siatus:

(%) Reserve Arrived Seated Mo Show

Figure - Change Reservation Status window
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Chapter 21 Order Transfer

The restaurant can transfer closed orders by bank, from a closed bank to a different business date
included transfer closed orders by orders to a different bank. This feature can support the following
scenarios that could happen on the restaurant operation.

Scenario#1 The restaurant did not close day yesterday and today the restaurant already created the
orders and received payment.

Problem: The restaurant wants to separate today orders to today business date that has not started yet.

Scenario#2 The restaurant did not close day on the day before yesterday, he did close day at the end of
yesterday. He has also started day of today business date.

Problem: The restaurant wants to separate the yesterday orders to the skipped yesterday business date.

Scenarios#3 The restaurant did not close some bank and day yesterday. Today the restaurant already
created the orders and receive payment under the yesterday opened bank.

Problem: The restaurant wants to transfer today orders to today business date and a new bank.
Scenarios#4 There are some orders attached to a wrong bank.
Problem: The restaurant wants to transfer orders from a wrong bank to a correct bank.

The Order Transfer feature can solve the above problems, the restaurant can apply this feature to other
similar problem.

To use this feature, click “MORE” button, click “ORDER TRANSFER” button, the Order Transfer screen
will open.
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|9f212019

To Business Date:

From Business Date: Refresh _
lor2i2019 [ Refresh
Start time: n/a Close time: n/a Start time: n/fa
Close time: n/a
Transfer Closing Bank
Select BankId Bank Type Employee Start Time Close Time # of Check -
Transfer per Order Select Closing Bank
Select Check# Bank Id Order Type Amount Created Time Employee Closed Time =

Figure - Order Transfer page

To transfer orders, follow below steps:

1. Select desired From business date, click “REFRESH” button. If the From business date was
started, the application will show a bank list on the top pane, and show order list on the bottom

pane.
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Hwvio
[ ] To Business Date
From Business Date: |8/23/2019 5  Refresh _
8/25/2019 [z Refresh
Start time:  8/23/2019 6:09 PM Close time: 8/27/2019 4:35 PM Start time: n/a
Close time: n/a
Transfer Closing Bank
Select Bankld Bank Type Employee Start Time Close Time #of Check -

1565 Server TOGO Lunch 08/26/2019 10:14 AM 08/27/2019 04:35 PM 0

1566 Server TOGO Dinner 08/26/2019 10:20 AM 08/27/2019 04:35 PM 2

1567 Cashier Qwest 08/26/2019 10:36 AM 08/27/2019 04:35 PM 9

1569 Driver Driver8 08/27/2019 03:46 PM 08/27/2019 04:35 PM 6

Transfer per Order Select Closing Bank
Select Check® Bank Id Order Type Amount Created Time Employee Closed Time il

180938 1566 Dining $24.27 08/23/201906:09 PM TOGO Dinner 08/26/2019 12:42 PM =
180939 1566 Dining $40.12 08/23/201906:09 PM TOGO Dinner 08/26/2019 12:42 PM
822556 1567 Pick Up $19.56 08/26/2019 10:24 AM TOGO Dinner 08/26/2019 10:36 AM
823748 1567 Pick Up $15.64 08/26/2019 10:37 AM TOGO Dinner 08/26/2019 10:45 AM
824604 1567 Pick Up §15.37 08/26/2019 10:46 AM TOGO Dinner 08/26/2019 12:43 PM
840617 1567 Pick Up $9.54 08/26/201912:06 PM TOGO Lunch  08/26/2019 12:43 PM
840832 1567 Pick Up $9.54 08/26/2019 12:08 PM TOGO Lunch  08/26/2019 12:43 PM
1114344 1567 Pick Up $9.81 08/27/201903:43 PM TOGO Lunch 08/27/201904:33PM | &
1114547 1569 Delivery $1481 08/27/201903:45 PM TOGO Lunch  08/27/2019 04:34 PM
1114554 1569 Delivery $1481 08/27/2019 03:44 PM  Qwest 08/27/2019 04:34 PM
1115537 1567 Take Qut. $9.01 08/27/2019 03:55 PM  Qwest 08/27/2019 04:33 PM
1115624 1567 ?;SS:DASHJ $43.25 08/27/2019 03:55 PM  Qwest 08/27/2019 04:33 PM
1120846 1567 Pick Up $1643 08/27/2019 04:08 PM TOGO Lunch 08/27/2019 04:34 PM
1120941 1569 Delivery $2143 08/27/2019 04:09 PM  Qwest 08/27/2019 04:34 PM -
1121019 1569 Delivery £33.04 08/27/2019 04:10 PM TOGO Lunch 08/27/201904:34 PM — i
1121123 1569 Delivery $26.20 08/27/2019 0411 PM TOGO Lunch  08/27/201904:34 PM

Figure - Order Transfer page - Showed bank and order list of selected From Business Date

2. Select desired To business date, click “REFRESH” button.
2.1. If the To business date was started and already closed, the application will show Start
Time and Close Time. The drop down list will show banks of the selected business date.
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] To Business Date:
From Business Date: |8/23/2019 fis] Refresh
8/27/2019 3 Refresh
Start time: 8/23/2019 6:08 PM Close time:  8/27/2019 4:35 PM Start time:  8/27/2019 4:54 PM
Close time:  8/28/2019 4:11 PM
Transfer Closing Bank
Select BankId Bank Type Employee Start Time Close Time # of Check .
[ 1565 Server TOGO Lunch 08/26/2019 1014 AM ~ 08/27/201304:35PM 0
1566 Server TOGO Dinner 08/26/2019 1020 AM  08/27/2019 04:35PM 2
1567 Cashier  Quest 08/26/2019 1036 AM  08/27/201904:35PM 9
1569 Driver Driver8 08/27/2019 0346 PM  08/27/201904:35PM 6
Transfer per Order Select Closing Bank
Select Check# Bank Id Order Type Amount Created Time Employee Closed Time Sy
[ 180038 1566 Dining §24327  08/23/201806:09 PM TOGO Dinner 08/26/2019 12:42 BM =
180933 1566 Dining $40.12 08/23/2019 06:09 PM TOGO Dinner 08/26/2019 12:42 PM #1571, Server: TOGO Dinner
827556 1567 Pick Up $19.56 08/26/2019 10:24 AM TOGO Dinner  08/26/2019 10:36 AM 08/27/2013 04:55 PM - 08/28/2019 04:11 PM
823748 1567  PickUp §1564  08/26/201810:37 AM TOGO Dinner 08/26/2010 10:45 AM ﬁégéégfggéfs?fn? _L['}Jgfzré BT
824604 1567 Pick Up §1537  08/26/201010:46 AM TOGO Dinner 08/26/2019 12:43 PM #1573, Cashier: Qwest
840617 1567  PickUp $0.54 08/26/201012:06 PM TOGO Lunch  08/26/2010 12:43 PM 08/28/2019 04:10 PM - 08/28/2019 04:10 PM
840832 1567 Pick Up $9.54 08/26/201912:08 PM  TOGO Lunch  08/26/2019 12:43 PM
1114344 1557 Pick Up §9.81 08/27/2019 02:43 PM  TOGO Lunch  08/27/2019 04:33 PM | =
1114547 1569 Delivery §1481  08/27/201803:45PM TOGO Lunch 08/27/2019 04:34 PM
1114554 1569 Delivery §1481  08/27/201903:44 PM Quwest 08/27/2019 04:34 PM
1115537 1567 Take Out. $9.01 08/27/2019 03:55 PM  Quest 08/27/2019 04:33 PM
1115624 1567 f;éggo ASH) $4325  08/27/201903:55PM Quwest 08/27/2019 04:33 PM
1120846 1567 Pick Up $1643  08/27/201904:08 PM TOGO Lunch 08/27/2019 04:34 PM
1120941 1569 Delivery $2143  0B/27/201904:09 PM Quwest 08/27/2019 04:34 PM
1121019 1569 Delivery $33.04  08/27/201904:10PM TOGO Lunch 08/27/2019 0434 PM —— -
1121123 1569 Delivery $2620  08/27/201904:11PM TOGOLunch 08/27/2019 0434 PM  _

Figure - Order Transfer page - Showed bank list of selected To Business Date

2.2. If the To business date has never started, the application will show Start Time and Close

Time as “n/a”. The drop down list will show empty.
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) | To Business Date:
From Business Date: |8/23/2019 i3] Refresh
18/24/2019 Refresh
Start time:  8/23/2019 6:09 PM Close time:  8/27/2019 4:35 PM Start time: n/a
Close time: n/a
Transfer Closing Bank
Select BankId Bank Type Employee Start Time Close Time # of Check -
1565 Server TOGO Lunch 08/26/2019 10:14 AM 08/27/2019 04:35 PM 0
1566 Server TOGO Dinner 08/26/2019 10:20 AM 08/27/2019 04:35 PM 2
1567 Cashier Qwest 08/26/2019 10:36 AM 08/27/2019 04:35 PM 9
1569 Driver Driver8 08/27/2019 03:46 PM 08/27/2019 04:35 PM 6
Transfer per Order Select Closing Bank
Select Check# Bank Id Order Type Amount Created Time Employee Closed Time Sl
180938 1566 Dining $24.27 08/23/201% 06:09 PM TOGO Dinner 08/26/2019 12:42 PM =
180939 1566 Dining $40.12 08/23/2019 06:09 PM TOGO Dinner 08/26/2019 12:42 PM
822556 1567 Pick Up $19.56 08/26/2019 10:24 AM TOGO Dinner 08/26/2019 10:36 AM
823748 1567 Pick Up $15.64 08/26/201% 10:37 AM  TOGO Dinner 08/26/2019 10:45 AM
824804 1567 Pick Up $15.37 08/26/2019 10:46 AM TOGO Dinner 08/26/2019 12:43 PM
840617 1567 Pick Up $9.54 08/26/2019 12:06 PM TOGO Lunch  08/26/2019 12:43 PM
840832 1567 Pick Up $9.54 08/26/2019 12:08 PM TOGO Lunch  08/26/2019 12:43 PM
1114344 1567 Pick Up $9.81 08/27/2019 03:43 PM TOGO Lunch  08/27/201904:33PM | =
1114547 1569 Delivery $14.81 08/27/201% 03:45 PM  TOGO Lunch  08/27/2019 04:34 PM
1114554 1569 Celivery $14.81 08/27/2019 03:44 PM  Qwest 08/27/2019 04:34 PM
1115337 1567 Take Cut. $9.01 08/27/2019 03:55 PM  Qwest 08/27/2019 04:33 PM
1115624 1567 ré)ccll(ggDASH) $43.25 08/27/2019 03:55 PM  Qwest 08/27/2019 04:33 PM
1120846 1567 Pick Up §16.43 08/27/2019 04:08 PM TOGO Lunch  08/27/2019 04:34 PM
1120941 1569 Delivery $21.43 08/27/2019 04:09 PM  Qwest 08/27/2019 04:34 PM
1121019 1569 Delivery $33.04 08/27/2019 04:10 PM TOGO Lunch  08/27/201904:34 PM —— -
1121123 1569 Delivery $26.20 08/27/2019 0411 PM TOGO Lunch  08/27/201904:34 PM

Figure - Order Transfer page - Showed empty bank list of selected To Business Date

3. To transfer orders by bank,

3.1.  On From Business Date column, select desired closed banks. (the application allowed to
select closed banks only)

3.2.  OnTo Business Date column, the “Transfer By Closing Bank” button will be enabled.

3.3.  Click “Transfer By Closing Bank” button, the Order Transfer Confirmation message box
will show up, click “YES” button to confirm transfer or click “NO” button to cancel
transfer.

3.3.1. If the To Business Date has never started and it is not equal to today date, after
confirm transfer, the application will start day, transfer orders and banks, and
close day automatically.

3.3.2. If the To Business Date has never started and it is equal to today date, after
confirm transfer, the application will start day, transfer orders and banks
automatically.

4.  Totransfer orders by order to a different bank.
4.1. On From Business Date column, select desired closed orders. (the application allowed to
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select closed orders only)




4.2. On To Business Date column, the “Transfer Order” button will be enabled. Select a
desired bank which is the same bank type, for example, from a server bank to a server
bank, from a cashier bank to a cashier bank, from a driver bank to a driver bank.

4.3. Click “Transfer Order” button.

When finish transfer process, the order transfer result message box will show up. Both From and

To column will refresh the screen showing the latest updating.
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