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Introduction XV

Aldelo For Resturantssoftware solution covers your restaurant operations with a full afray o
featuresWhether you aréooking to automate your order entry and cash register procedures,
prevent employee mistakes, prevent cash drawer shortagesyeinventorytracking, start
offering inrhouse charge accounts, start offering a frequent diner program, or to start tracking
customer sales historypu havechosen the right solution to do the job!

Aldelo For Restaurantoftware solutions affordable and feature ricBesides the capability as a
full-featured restaurant point of sale system, the following features are also included at no additional
cost:

Inventory Management Module with Auto Depletion By Sales Capability
Gift Certificate Sales, Tracking, aiRedemptiorModule

Cusbmer Credit Voucher, Tracking, afkedemption Module
In-HouseCharge Account anBilling Statement Creation Module
Frequent Diner Module with Customized Automatic Reward Creation
Microsoft® MapPoint 2006 Mappi ng Software I ntegration
Up to 8 lineCaller ID Monitoring

Full featured Reservation and Waiting list Module.

Staff and Customer Paging

Video Surveillance Snapshot Feature

Localization Manager with 100% Multilingual Support

Quick Service Screen forakt Food Operations

Remote Support Feature for Quick Problem Resolution

These modules would normally cost hundreds or even severdthaoud s mor e wi t h ou
packagesHowever, at Aldelo Systems Inc., we believe in providing a complete package a

affordable price, enabling you with the technology that will propel your restaurant business to new
levels!

TheAldelo For Restaurantoftware solution is extremely user figdly and very simple to learn.
However, we still feel that a complete mahtieat covers every feature in the softwareecessary.
In order to takdull advantage of our software system, we strongly recommend that yothtake
time to read this mnual before diving into our software solution.
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XVI Introduction

The Structure of the Manual

This manualis dividedinto parts andchapters in order to help yoetber focus on the key topics.

You are not required to have prior knowledge of any restaurant point of sale sdftwese this
manualWe are assuming thgbu arediving into the world ofautomated POS solutions fitre first
time. This manual willattempt tateach you everything that you need to know about using our POS
software solution.

We strongly recommend that you instaltielo For Restaurantsn a computer and try the
procedures efined in the manual.

To help you read this manual faster, we have introduced several standard conviatiosils help
you distinguishactiors, names, andthertopics from the normal contenf he following are the
conventions useih the manual

Element Meaning
Bold Any reference tdeature namewill be show inBold.
AfQuot eso Any reference to a button namei | | appear in

click thefiEnteio button).

Location Path The shorthand notation used to navigate through the softwar:
will take the following formName > Name > Namevhere
Namecan be a button, menu item, tab, etc. For exaBatk
Office > Setup> General Settings> CashTrays represents
directions to the window used to define your cash trays.
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POS Hardware 3

Congratulations onyrchasing your new POS systeXdu have takemnother step in becoming a
succesful restaurant entreprenelr this chapterye introduce youo thedifferent types of
hardware that malge present in youestaurantWe alsodiscusghe pros and conef each type of
hardwareto helpminimize mistakes wheperforming the system setup.

Server Computer

In aPOSenvironmentpne computeis responsible for mataining the software dabaseThis
computer $ usually fastethanthe other computers in the network. In situations where there is only
one omputer in the POS networthat conputeract as the servegerverscome in many shapes

and sizesTheyare not necessarigomputes with enterprise level software and hardwaviest of

the time the serveis simplythe central location fathe stored database information and
management functions.

What Defines the Server

In Aldelo For Restaurantshe serveholdsthe daabase that attther terminal€onnect tovhen
performing transaction$t does not require any special operating system or hardware to be
considered the server comput®nce a database is createdttom computer and other terminals
connect to that database, the corepist considered the database serWhen calling Aldelo
Systemdnc. for technical support, our stafill ask which computer is the database server when
dealing with database related issues.

The server is also responsible for maintaining time synchation between thdient stations and

the server.flone of your client machines has a different time than the server time, the server will
change the client time to matchhis is an important functionsince all reports are based on the
date/time stampf each transaction.

Note: Time Synchronizatiomequires the TCBettings in the Back Officke set up.

Minimum/Recommended Requirements

The requirements for computer softwarel aperating systems changefast as new hardére and
software is releasedllost of the timeminimum requirements for software are determinethiay
operating systenObviously,we cannot rurildelo For Restaurantsn any system witkessthan
the minimum requirementisted for theoperating systersince the operating system neéds
LEAST thisminimum amount of system resourc&gisis consdered a baselin@hendetermining
your systemds .JFhesenthimunergguiremeatsreeermteant to giean
understanding of what is reqei for he system toun. Theyare not meant as a geiihe for
purchasing a systerithe minimum requirements féddelo For Restaurantsan be found on the
website atvww.aldelo.com
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When purchasing a systeosethe hardwarerecommendationto find the right hardware foyour
system.These speficationsareA| d el o S y setommmendaliatar thedsystem to perform
to the standards needed in the environrmf@mivhichthey were designednything less than the
recomm@dation and the customer may experience performance that is shanerxpectedlhe
recommended system requirementd\lafelo For Restaurantsan also be found at
www.aldelo.com

= " Tech Tip: Whenrunning severalapplicationsat once, monitoryour RAM use.
%%} WhenusingWindows® XP Prq, there are two things to watdébr under the sk
d Manager > Performance TaPhysical MemoryTotal and Commit Charge
Total. If your Commit Charge Total is ever greatenyour Physical Memory
Total, install more RAM.To accesshe Task Managerpress
CTRL+ALT+DELETE and click Task Manager.

Software on the Server

In any network environment, the server computer is resplenf®r many different task&ofar, the
server compter in our POS network is responsible for holding the database and allaivang o
systems to connect to it. Along with theaslks, the server can also be used to run programs that
compkmentAldelo For Restaurant3 hese programs includmit are not lintied tq Aldelo

Datehase ManageRldelo Gift CardServer (if purchased), Aldelo Pollirgerver(if purchased),
Aldelo Localization Manage®ildelo For Restauranid/ireless (if purchsed)Aldelo Fingerprint
Server, Aldelo Kitchen Display Server, Aldelo ldbintegratorand other third party applications

Eachof these programisasits own system requirementdnecommonsystem requiremeris an
internet conaction on the server computéiis is required for many of the programs mentioned
above.

2 " TechTip: Troubleshootings easieif all networksystemsare connected to the
%%; internet.This allows technicians at Aldelo Systems ltmoconnecto the
d cust omer 6s swhik brethm phomaitiothiem It gilsodramatically
shortens all length.

Client Computer

We have talked about the computer responsible for maintaining the database and mpdthveni

tasks related to POS. Ihi$ sectionwe coverthe computers that are responsible for sending
transations to the servaromputer.Thesesystemsare usually visible to #npublic and get the most
use.Since they are not processing transactions from other systems, their hardware does not need to
be as robust as the server compistén addition receipt printersreusuallyfound connected to the

client computerssince they are placadhere the customers are being served.

What Defines the ClientComputer

Any computeron the network on which the database does not resitifined as a client computer
This system is only responsible for sending transactions to ther ssmputer to be processdfd.
this system is removed from the network, normal operations will still occur since the database
resides on the segr computer.
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Minimum/Recommended Regiirements

The requirements fahe serveare a little higher than threquirements for the client computer.
Since the clientloesnot perform as much processing as the server, the hardwareaioesd to be
as fastThe minimum requirements are stiletsame but the recommendeduirementghange
slightly.

As before, the recommendations are guiged when purchasing a systddse these
recommendationsather than the minimum requiremerifsyour restaurant is very busy, the
recommendd hardware mayebinsufficient.As always, consult with your reseller or cdlé Aldelo
Sales Departmentith any questions you may have when purchasing your hardware.

Software on the Client

The most common configuratidor client systems is taun Aldelo For Restaurasexclusively.
The more softwaréhat isrunning on the system, the slower the respdinse may be when using
the systemWhena restauranget busy, this is not acceptablzell, HP,andother vendorsmay
install software that will not be useahd may kbw the system dowrGo through the systenmd
remove any such softwar8oftware thatffects performancshows up in the lower right hand
corner of thaNindows® Desktop. Thesprogramsuse small portions of system memory and
processor time toun continwusly. If you see one that you do not use, uninstall it.

Touch Screens

All-In-One Terminals

Theall-in-one terminakontairs everything the customaeed in a POS environment and is
designed to make inatlation easier. These unitsually comestandard with many mongorts than a
standard®C. There are many advantages to these units including smaller footprint, more ports for
devices, builin accessories like MSR and customer display, and one manefatiwrontact for
technical supportNormally you would have a manufacturer for the system, one for the touch
screen, one for the MSR, ande for the customer displayhais potentially 4manufacturerso

call if there is a hardware problekVith anall-in-one terminal you make one phone call for all
issues related to the terminal.

Touch Monitors

Touch monitorarejust like normal monitos, except they are touch enabldthey support the
typical POS screen resolutiofeund in themarket They requie aVGA cable to be connected to
the canputer as well as a serial USB cableconnected tohe appropriat@ort on the computer.
The seriabr USBconnection is responsible for the touch features of the monitor.

Printers

Printers play a vitalole in the POS environmerRestaurants and customers rely on printegsittt
receipts, reports, labels, and othemfis of hardcopy transactiorinters aremecessarin a POS
installation Sincethere are many differékinds of printersthis sectioncoversthe different uses
and types of printers that are found in many POS installations.
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6 POS Hardware

Interfaces

Currently, there are founan interfaces for POS printerSerid, Parallel, Ethernet, andSB. All
are supported bildelo For Restaurant&ach has its advantagend disadvantageTheseare
covered in the filowing section Most printers come with interfacésiilt-in, butotherscome with
slotsto accommodate switching interfacemécessar. These ardandy if your business needs
change and yodo notwant to buy a new printer.

Serial

This isthe most common interface found in restaurant POS printers since thesryameexpensive.
Serial printers have also beenamd longer than any other interface type and will continue to find
their way into installations for years to come.

Serial printers have a maximum distance of 50.f8etne seriaprinters can go even farthdaut

require a special setiport on the computer thatsend the signal farther without error3.hey are
frequentlyusedin kitchen applications where cables can be run from the front of the restaurant to
the kitchen area.

The downside taerial printers is the setupriers mustbe installegdbut there is B0 second step

Since serial printers rely on the compude€OM port, the port settings nilse configured correctly

for the printer to operatéf. the serial printer came with a manual, the seftisigould be listedf the

printer did not ome with a manuathe manuatanusuallybe downloaded from the printer

ma n u f a ovebsite.€hesé settings are the baud rate, data bits, patdy bits, and flow

control. The two most common mistakes in the settings areahd bate and the flowontrol. The

printer needto be openedr print aninternal testprintu sual 'y by hol di ng down
while turning it onto find the currensettings Every printer is differentso check the manual to find

out how b do atest print.

Parallel

Theparallelprinter costapproximatelythe same aaserialprinter, can go less distance, but has
less setup. The parallel printer is the second most installed interface type and is mostly used in
receipt type applications wehe the printer is not far from the computer it is connected to.

The main advantage of the parafpeinter is the ease of setufith parallel printers, you neeghly
install the drivers provided by the manufacturer to get thequrirp and running. Ordnstalled,
you should be able to printindows” test page to verify that the printer is workipippety.

The disadvantagef a paallel printer is the distanc&he parallel interface can only support a cable
up to 25 feefrom the computerSince ithas limited distance and is easier to setup, the parallel
printer isusuallyused for receipt, bar, and label applications where distance is not a factor.

Special devicegan extend the range possibktween the prter and the computerh€& High

Speel Parall¢Line Extender from ATENJSA connec$to your printer and computer parallel

ports. Ituses a straight througiphone cable to connect the devices together and can reach distances
up to 1,000 feet. Since the deviceridativelyinexpensiveit is a good way to overcome the

distance problem.
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Another way to extend the distce is to use a print serverint servers use TCP/IP for
communicationgandtherefore are not bound to tB&-foot limitation. Print servers come in many
different typesfrom sngle port models to models with threemore portsAn example of a single
port print servers the Netgear PS101. Thalows your parallel printer to extend its distance up to
300 feet awayrbm the network hub or switcBince they connect to the netxk, the print servers
mustbe configured with an IP address as well as any other settings used in the network.

Ethernet

Ethernet printers are becoming more and more popular in POS installations since they can go further
than serl and are not reliant on the computer to stay operaltiThey require more setup than

parallel and abut the same amount as seri&ébtup for an Ethernet printer closely resembles setting

up your computeto communicate on the netwoiBoth use an IP atfesssubnet mask, and device
name.The utility to configure these settings varies from manufacturer to manufadturéhney all

have ways to configure the printer to communicate on the network.

There are two main advantagesthernet printes: The first is the distancezthernetprinters can be
installed up to 300 feet away from the hub or switcivhichthey are connected hisdistance is
enough to cover the needs of almost any applicatiemegstaurant may neethey use normal
network cableslt is much easier to run these cables through walls and cailirggto thai smaller
connector typeThey use a normal RI connector, whicliits through any nickl-sized hole.

The second advantage is that it does not rely on the computer ittueciatoperate normally. Since
serial and parallel printersonnect to the computef,the computer ever fails, the printers also.fail
Ethernet printersonnectdirectly to the networkandare notaffected bycomputer related issues.

The disagantage of Ethet printers is the costhey are more expensive than serial or parallel
printerssince theechnology is relatively newAs the technologynaturesthe costs shoulgo down
and eventually congie with serial and paralldlintil then, these printers are osidereduxury
items and are often passed up in favor of the cheaper serial and parallel models.

USB

USB stands for Universal Serial Bus and is becoming the de facto standard for connecting any
peripheral to a computeBince they arextremely easy to install, these printers are becoming more
popular for customengho do notwant the hasslef@ettings or complex cablinyvith USB, the
driversareinstalled and the printeés plugged into anyJSB interface on the computer. The USB
interface isdesigned to be connecteddisconnected while the computer is operatigndl h o t
swapp.ingo)

The advantage of USB printers is that almost all computelssythave several USB portsSB
ports can be found on micbmputers thasave valuable spa in a restaant environmentThey
areeasy to install and the cables are very sma#ldwing for very clean installations.

The disadvantages ofSB are cost and distancehe cost of a USB printer is slightly more than
serial or paralleprinterbutnot as much aanEthernefprinter. Thedownside to USB is the distance
that the pmter can be from the computd@he maximum distance @nly aboutl4 feet This limits

the use ofJSB printesto roles that require or allow the printerkte close tats host computer
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8 POS Hardware

Printer Roles

Receipt

One of the most important reasons for owning a POS system is to generate readalftee
receipts. Nistakes are made when things hasd written Computer gaerated and printed receipts
help toeliminake these mistakeFhere are several different types ofrpeirs as discussed
previously.Within each of the different interface types, there are still more options to clioose f
when purchasing a printdfor receipt printers, it is usually a good idea to use a thermaifénan
printer due to its speeffast receipts angecessaryhen customers are waiting to pay theirdill
The other optiondot matrix,is muchslowerand noisierandoften passed ovén favor of the
quicker and quieter thermal.

Kitchen

Along with errorfree customer receipts, yalsoneederror free tickets tohe kitchen to make the
mostof your POS investment.o accomplish thisa kitchen printer is usedlVith a kitchen printer,
tickets are generated in a consistent im@tidble manner, allowing theoks to conentrate on what
they do bestSince the kitchen is hot and susceptible to grease, oistaad) thermal tickés are
not recommended. Wenathermal receipt is subjected to high heatturns completely blackThe
option to thermal receipts is moal paper receipts printed bydat matrix printerThese ar@ot
easilyaffected by heatnd are much more durabledrkitchenenvironment.

Bar

Since there arasually not to many hot items in a bathermalprinters work well A thermalis also

a good choicé you have an extremely busy bar and ticket speed isiitapt.Dot matrix printers
mayalso be used in bars. They ar®ally less expensive than thernmlntersand work just as

well. The one advantage afdot natrix printer for bartendsiis the fact that they can hear the ticket
printing. Sometimes this is a benefit wheebartender is working the shift alone and ne¢algttend

to customers as well as a server drink station.

Label

Label printers are often used in pizza restaurants and placestakeoet or delivery is common.

These printersreate labels for weighted food items, deliveddresses, barcod&bels, and

customer mailingsCurrently,Aldelo For Restauransupports two labelssized 6 x 30 and 40
1.5, @heckwww.aldelo.confor a list oflabel printers that have been testedvtnk with Aldelo

For Restaurants

Report

Most reports irAldelo For Restaurantsan ke printed to a report printeA report printer in the

sof tware can be any des ktpaperTipeseicantbeimkjgrintes,t pr i nt
laser printerspr dot matrixprinters.Laser jet printers anecommended since the pricelaser jet
printershasbecomecompetitive with ink jet printerd.aserjets are much faster and do not require

expersive and messy ink cartridgéhey do regire toner but the amount of time between
replacementssiusually muchongerthanwith ink cartridges
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MSR Readers

MSR Reaédrs allow customer® input information into the POS systepickly by usinga plastic
card with a magnetistripe on the backThese devicesanread one, two, or threeacks
programmed on the cai@magnetic strip. The reademustbe programmed to tell how many
tracks it is Rouldread and \were the end of each track A&scommon configuratiois trackone
stars with a percentagsign (%) and ends with a question mdfX. Track twotrack starts with a
semicolon(;) and ends with a question mdfk. MSR Reaérsare connected to the system by a
variety of interface types.

Keyboard Interface

The keylward interfacaises the keyboard port on your compuiténe cable used for this device has
a splitteron it sothatyou can also connect your keyboard tod¢benputerlf you do not plan to

havea keyboard connected tcetystem, it is important that you connect a keyboard terminator on
the el of the splitter to simulate the presence kégboardonthe system.

USB Interface

The USB interfacés becoming a popular interfader the sameeason all 3B devices are
becoming popularase of installation and availability of pordMany systems today come with two
or more USBports, whichcan be expanded tdlow as many as 127 devices connected to them
throughUSB hubsandi d ai sy . d@ledEBAMSR geadairivers must be installed before
connectinghe reader.

Serial Interface

The last type of R reader interface is serialke any serial device, there are settings that must be
checked before the diee will work. The correct COM port must also be selected or the device will
not function inAldelo For Restaurant#gain, the device drivers must be instal{@dhere are any
before the device is installed. Serial devices require the system tddrteieso the operating

system has a chance to detect that the device has been installed.

’ Tech Tip: A good way to test this device is to open up Notegradi swipe a
""'é MSR card through the readéfryou see the contents of the card shgwon the
% screen, then the device should be working correctly.

Pole Displays

Command Set

The current command set supporteddigelo For Restauranis the UTCor Ultimate Command
Set.This is theonly command set supported Bidelo For Restaurantt this time. When ordering
a pole displaybe sure to requetitatdocumentatioroe includedregarding control codes.
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Serial

Thisis the most common type tod&§ome maniacturersdesign the pole display tgork orly on
certain COM portsRead the documentation carefully before attemprigstall any pole display.
There are usually no drivers to install with pole displays but aghifys refer to the
documentation befe proceeding.

Cash Drawers

Printer Driven

A printer driven cash drawer receives commands from the printer at specifieddilmemg the
cash draweto gpen Many different companiesake printes and cash drawersgit is important to
verify that the two piecesf liardware will work together. Most manufacturbesse docurantation
on what cash drawers apdntersare compatibleWhen in doubt, contact the manufacturer for
information on specii hardware combinations and cable requirements.

Serial

Theserialcash draweplugs into the COM port of the computer andsdiite a normal serial device.
Checkthe port settingagainst the documentation to make surg #irecorrect. There areontrol
codes thamustbe setwhen setting the cash drawer upAildelo For Restaurantso have the
manual or guide thaists thesecontrol codesvaileble for reference.

MICR Readers

A Magnetic Ink Check Read (MICR) is used to quickly entéhe checking account number and
bank routing numbefrom ac u s t oamexk Itdsuuseful if you plan to usthe Aldelo For
Restaurant8ad Check Tracking featurRather than having to key in your custofsenuting
numker and account number from the check, you can jus thiel check through the reader.

Keyboard Interface

These devicework much like the MSR reader. The MICR reademes with a splitter cable to
allow connection bakeyboard to the computafong with the MICR devicelust as with the MSR
Reactr, if you do nowanta keyboard conmted to the computeinstall a keyboard terminator on
the end of the splitter cable to simul#te presence ofleeyboardon the sysm

. Tech Tip: A good way to test this device is to open up Notegadirun a check
" through the reader. If you see the account information show up on the scre
%S& then the device should be working correctly.
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Barcode Readers

A barcode reader reads the information encoded into the various types of barcodes in use today and
inputs it into the systenT.he most common type of barcode reader is thetypem

Keyboard Interface

Again, this deviceplugs directly into a splitter cabte allowa keyboard tdoe connected at the same
time. If you do not have a keyboardynnect &eyboard terminatoio the splitter cable

USB Interface
Instll the drivers for thdarcode readeif necessaryand plugit into any available USB port.

" Tech Tip: A good way to test this device is to open up Notegradi scan a
"“_* barcode on any item you fintf.you see the barcode informationoshup on the
% screen, then the device should be working correctly.

Weight Scale

Theonly weight scale currently supported Aldelo For Restauranis the Avery Berkl NCI 6700.
The scaldhasa serialinterface and comes in fodifferent modelsThe scaleveighsfood items that
sellby the poundWeight scales arfound mostlyin deli-type operations

Caller ID

Caller ID devices read information from the telephone compadysend it to a softwareqgram to
dispay to the userAldelo For Restaurantsan display this informatiomhese deviceare available
in two, four,andeightport models Onceinstalled,Caller ID informationis availableto all POS
terminals on the networkf you use a single lin€aller ID modem, onlythat statiorto which it is
connectedvill have Caller IDinformation,asAldelo For Restaurantdoes not support sending
information tothe other ternmals using single line Caller IBevices.

If Caller IDworks in HyperTerminalit shouldwork in Aldelo For RestaurantslyperTerminal
comes withWindows® andcanbe used to troubleshoot yomodem.If the modem does not work,
there are ways of getting the information development needs to add the modem to the list of
supported modems.

Coin Changer

If you run a small retail shop in your restaurant or Alskelo For Restaurants run a retail store,

you may need some way of quickly kirdgg change for your customeZoin changers are very

efficient atdispensing correct chgequickly and accuratelylhese devices are simple to operate

and reliableSi mply plug the unit in according to the
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Physical Network

With the needor more tharoneterminal coms the need to setup a networkis section descrilse
different network devices and how thesJateto a successful POS installation.

Cabling

Oneof the most underestimatedepesof the networks the physical cablingt not doneproperly,
theentire networkbecoms unusable.

Aldelo Systems Inaiecommends havingour cabling installed professionallyhis is especially
importantif there are walls ootherobstaclego conend with.Air conditioners and fluorescent
lights are common culprithat can interfere with the signal, possibgusing network outages.

If you preferto do the cabling yourself, it is best to refer to the EIA/TIA Sp8cifications. fiese
can be foundby searchingso o gl e f or .GSBneAlacEd cihargé fér&he full doemhbut
enough free informatiooan be gatherefdlom various web sitet get the job done

The current standard for netvk cables is CAT5e or better. ThaBows you to growto Gigabit
Ethernet if youdecide to upgrade in the future. Use this cable in conjunction witbR&nnectors
to wire your restaurant.

In order to have enough places to connect your devices, imagine where you want your tardinals
where you might warteminals in the future. Thigives you a good idea of where yaged to

install your cable runs. Leawxtra spots to plugn devicessince you never know what devices you
may need in the futur€ommon practice is to useao-plug receptacle allowingio connections

to onewall jack. Thisgivesyou more flexibility in the future.

You also need to figure out where you want all your catdegsrminate athe other endf this is in
a back office or closet, make sure it is clean and well ventilatetiddrub/swith/router operatian

Hardware

When installing your networlconnecthe networkcablesfrom the individual devices to one central
location sathateverything cancommunicateThis job isacconplishedthroughthe use otevesl
different types of device3hese are NIC cards, hubs, switches, and routers. Routers can be used
but are more common in larger networks that require more complex setup.

NIC Cards

The Network Interface CardNIC) takes information passed to it by the other parts of the computer
and translates it to a format that the network can use. This format is used to pass it to other nodes or
thenetwork. The most common type NfC cardis the 10/100 typewhich means itan
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communicate with either a 10Mb network or a 100Mb network. Some systems recently have begun
to ship with 10/100/1000 type cards which will enable yotransfer data up to 1000MBr 1GB

per secondassunng the rest of your network supports it. For maygplications,10/100 is

acceptable

Hubs

A hubis the simplest devicenoa networklts purpcseis to relay information tather systems on
the network. ldoesnot performany kind of data processing imtelligent routing of dataf
information is received on one port of the hub, it is sentamavery other port in a shotgun fashion
on the devicehoping that the da will get to the right placélhese devicg havdights on them that
indicate if the hub is able to communicatehtihe device on the other erithe lights blink when
data is present.

As with NIC Cardshubs come in different speed$ie most common type today (10/100) is
capable of switching hereen 10Mb and 100Mb per secongédrding on the NIC card speedta
other end.They also havélalf/Full duplex capabilitiesull duplex is reommended to increase
speedHubs are generally aly for networks thatio notpassmuchinformation.

Switches

A switches is the intelligent cousin of the hubpétformsthe same work as a hubut in a vay that
eliminates collisionsCollisions occur when two devices try to communicate at the same time on the
network. Since hubs do not prevent collisions, this becomes an issue when you hayweaetwork

with several systems.

Hubs have no information about who is where on the netwdr&reas switches maintain a table of
who sent what on the networkhis alows the switch tesend the data dnbetweerthe ports that

are communicatingCombined with Full Duplex communication, dsibns are eliminatedAs with
thehub, there are lights thatdicate the stais of each port on the devideefer to the produét
manual foran explanation of the operation of fights.

Since switchesre priced very @mpetitivelywith hubs,switches really are the best choices for
simple networking.

Routers

A routeris used to ommunicate with separate networks ttatnot share the same subridtis
topic can get very advanced and is beyond the scope of this manual.

The most common applicatidar a basic router isnaDSL or cable connection to tlternet.The
devicehas smple, built in routing functions to connect you to the rest of the w@time ofAldelo
Systems Incotherapplicationgequireknowledge of thee devicesThisis covered in each
appl i caespecticermarsial.

Wireless Access Points

If you use the wireless edition 8fdelo For Restaurantoftware, yo need wireless access points
to allow the PDAto connect to the network.
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The two main wireless protocols in use today&02.11b and 802.11g. The 802.11b protocol is
currently the most widely used, but 802.11g is gaining in populdtity.best slution at thistime is
to purchase a device that supports both proso@tlese devices are widely available and are
relativelyinexpensiveThey can be found abmputer hardwareetailers or stores such as Wal
Mart, Staplesetc.

Assembling Your Network

Once you have installed your cabling and purchased all your hardware components, you can start
connecting them to build your networlthis sectiorassumeyou have already installé/indows®
XP Proon your terminals with thdefault configuration.

Since youwalreadyplannedwhere you want your terminaligist place the terminaland canect

them tothe wall jacls you installed with patch cableShort runs of Catbe cabéee used to connect
devices towall jacks or huls/switchedroutess. They camalsobe built to custom lengths by a cable
installer.

Once the terminals are connectedtte networkconnect the other esdf the connectiosito the
hub/switch/router.Place thénub/switch/routein an office orother securéocationso that the
cables canndte accidentallydisconnected by employeestbroughnormal restaurant operations.
Maintaininga clean environmentaund the hub/switch/routdrelps prevent dust or debris from
causing problems with thgevice.Also, tryto keep the amount of movemteof the device to a
minimum.Many times people place the device in a high traffiea such as o desk or a
bookshelf where other objects are coming and going, moving the device arbhisdould damage
the @ble connection to the devideis good practice to mount the device with screws to prevent
moveamnent

Starting the Network

Whenall the devicesreconnected to the networtyrn everytling on to begin testindviost devices
have lightgo indicate thathe devicds connected and operating propefnce the systems are
running andVindows” is fully booted up, cdiigure your systems togpticipate on the same
network.
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Configuring Windows® for Networking

This manuakovessinstallation inWindows® XP Pro. Aldelo Systems Inaecommendshat the
operating system of the POS terminals be upgrdfledcessaryto Windows® XP Pra

Windows® XP Pro

Windows® XP comes in two versiongVindows® XP Home andVindows® XP Pro.In a business
environmemn, Windows® XP Pro is recommende@here are many features\iiindows” XP Pro
that make setting up a network and configuring netvsetkings much easieWindows® XP Home
lacks some of the tools necessary to do a clean installatiidelb For Restaurants

To chang the workgroup name:

1. Click AStarto

2. Navigate to the AMy Computero icon and ri

3. Navigatetoand <cl i ck on fohathgbBtiorn of the listi Thisdisplays t
System Properties page.

4, Click on t he o0fi Clhiddsplaysthe paljeavmaze your network settings
can be changed.

5. Click on t he f Cowcangckange theidorhpoter namel and workgroup
name.

6. Change the workgroup name to your desired name.

7. Click OK. When the system prompts to restart, accept and éle system to be restarted.

To change the computer name:
1. Foll ow the steps above and change the fACol

To change the IP addresswindows® XP Pra

1. Click AStarto on the desktop.

2. Navigate toand clickont he A Contr anltheMemmel 0 i con

3. Click on the fANetwork Connectionsodo icon.

4. Click on the fALocal Aispmaysthelocal AreacCorinection i c on .
Status page.

5. Inthe Name column,rigt | i ck on fiLocal Area Connecti ol

6. Clickonfi Pr o p.& r Tdisdaysthe Loal Area Connection Properties page.

7. Highlight the(RCP{ éPheéti Permt olteGomeactiper oper t |

8 Click on the #fPr dsplaysthe intersedbPrabooot (TCGPHP) Propértles s

page.
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9. Click fAUse t hessd oTdctivasithe feldd belowatt dettipgnabling
you to edit them.

10. In the IP address fielénterthe IP addresgou wish to use for this systemg.
192.168.0.1.

11. Press he A Tankhée kekbeaydantdh e A Su b n e populaisukoatcélly e | d
with the propesubnet maskThis value is usuallgorrect.

Testing Your Network

Now that you have configured the netwoykyu areready to test to see if the network is operational.

You can perform two test$ he firstis to use thé?ingcommand in M O S . Cl iSaldb on t he
button and then select the RUN optiol.o w t y pe fi Co mmaigiddbbtheiRun dieldge o pen
screen. You willseethe MBOSs cr een appear . BhetexyzisitklP NG w. x. y.

addres®f another computethat you havepgecified earlier in the setupor example, if you want to

test the server computer from one of the other POS stationee fipi ng 192.168. 0. 10
Return key on th&eyboard to issue the commaidait and see ifttere are any repkeln addition

check out thé?acket Lossinformation. This value should be zero to denote that your netugo

successfully configuredf your Ping results returned failures, ebk your cabling and settings.

the problenpersists you will need to consult with a qualified network technician to check out your
problem.

Although the network setup and configuration procedures are quite simple, an experienced computer
technician may be able to hefpu set up the network fast@erefore if you have any doubts as to

the installation of the network, then it may be beneficial to have a qualified technician assist you or
complete the job for you.

In addition the Window& network installation help information should be referenced during yo

network configurationshould have any questiondindows® XP Proalso has a Network
Installation Wizard that might be helpful in assisting witl tietwork configuration portion.
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Setting Up the Terminal

With All-In-One terminals, the setup should be v&@raightforward Terminal manufacturers
usually install everything for yolefore they ship the produdthis includes the touch screen
drivers, MSR drivers, customer diggldrivers, etc. If you need assistamgth installing drivers
for the terminal, the manufacturer should be able to assist with the installation.

If you usea touch screen separditem the computer, yomustinstall the touch screerriders. For
instructions on how to do this, refer to theanufacturedocumentation.

Setting Up the POS Printers

Before youcan printreceipts from Aldelo For Restaurany®u mustset up the printers in the
Windows® Printer Folder As with most other Vihdows® based programs, Aldelo For Restaurants
communicates with the Windo®®rinter Spool fomanagement of the print jobBhis allows a

print job to be redirected to another available printer ifsédectedrinteris out of paperocannot
print for any reasonVhen thishappensyoureceive a message indicatitiatthe selectecprinter is
unavailableallowing you to print to differeng printer.

Note: The print redireconly worksif ALL the systems ar&Vindows® XP Pro.

You mustsetup each of the printers that you wish to accessthi@urrent computer statiomhis
includes a network printer resource or a locally attached prirdiaw the stepsbelow toadd your
printer to the Window$Printer Folder.

Windows® XP Pro

1. Click the fStart Wndowdtaskbar. | ocated on your

2. Navigate to ad clickonfi Cont r ol Panel 06 icon.

3. Navigatetoad c 1l i ck on @ P Thisdispiaysthe Painteds pdge vene al. 0
your instaled printers are listed

4. Click on AAdd Printer o0 i HeftsideefhdscreenThier Tas |
displaysthe Add Printer Wizard.

5. Follow the wizard to install eittr the printerLocal Printers argohysically attachetb the
staton. Network printers are printers attached to the netwlmdugha computer that is on
the network. Hve the correct driver from the manufacturer available if the wizard prompts
for it.

6. Near the completion of the wizard, you will be prompiegtint a test page. Be sure to
print the test page to make sure that you have installed the printer successfully.
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Tech Tip: If you absolutely cannot get the drivers from the printer manufactt

0 i you can use the Generic Text Printer Drivier8Vindows” as a temporary

% replacement but it is recommended that the correct drivers be installed as st
possible. The functionality of your computer will be the saaitbough we

cannot guarantee the printer will functias it would with the proper driver

installed.

Sharing Printers in Windows® XP Pro

1. Click on the AWihdawstdesktdputt on on t he

2. Navigate to and click on AContr ol Panel 0o

3. Navigate and odRaxe& dhsmwill Brirgyourta tre Printera page.

4. Right click on the printer you wish to share. This will bring up a menu of options.

5. Click on APropertieso at the bottom of the
printer.

6. Clickonthetalm a me d A Sdrhia will bning you to the page where you can change
the sharing settings as well as install additional drivers for other operating systems that will
be using this printer over the network.

7. Click the AShar e As befieldnexttoihwhere yduncansenteva | | ena
share name for the printer.

8. Change the share name to something that is meaningful such as Kitchenl or Barl.

9. Click .MAppl Yy

10.Cl i c k of OK

Testing the POS Printers

Once you have installed all your printers/findows® XP Pro, test to make sure that all computers
can print o all printers attached to the network. Remember that each system in the network must
have dlthe printers installed in its Printers fold€ior example,fiyou have thresystemseach

with a printer attachedanake sure those thr@einters show up irach of the thregysteméPrinters
folders; ane for the local printer connected directly to the machine and two that are installed as
network pinters.

To test the printers on all the stations:
1. In Windows® XP Prq navigate to the Printers folder.
2. Right click onthe printer you wish to testhis displaysa menu with a set of options
3. Click oresmPradp &rhtei b orhigdisplaysthd propenties ohtle printer.
4. Click on APr i msdnddpertjob tdttee grenteryoutire cusembrking
with.
5. Repeat stepsthru 4 for each printerMake sure each of the test pages pintrectly.

If you cannot printa test page, ctact theprintermanufacturefor assistance.
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Setting Up the Cash Drawer

Printer Driven

Most cash drawers abnnected to the printer byfaur-wire cable resmbling a phone cable.

Make sure you have the correct cable for the drawer and that the drawer is clemytttithe

printer you connect it taCall the manufacturer of the cash drawer if you are not Hutee cable is
permanently connected to the cashwer, connect the other end of the cable into the cash drawer
port of the printer.These areasily identified by the shape of the port.

Once you have the drawer connected to the printer, there should be instructions on how to open the
cash drawer ttough a DOS command. If you do not have these instructiongactthe
manufacturer

Serial

If you have a seriatash drawer, the setupdgsnilar to that of other serial devieeThe cash drawer
hasa power cabl@anda serialcalde to connect to the computer.

Make sure tdurn off your system before installing any serial device.
1. Connect the serial cable to the cash draameithe computer.
2. Connect the powerableto the cash drawer.
3. Turn on the computer.
4. Once the system is wgnd running, you should be able to open a DOS command box and
isste commands to open the drawRefer to the manufactuers docurfoe nt at i on
instructions.

Setting Up the Customer Display

Installingcustomer displayss similar to instaling serial cash drawerA power cable and a serial
cableconnect the cusmer display to the computer. Onmennested,run some tests through DOS to
ensure the device is working properne settingo make neée of is thecommand set in use. The
default command set f@éldelo For Restauranis the UTC command set.

If your customer display does not supphis command seinmake sure you have all the commands
for the command $e¢hat the customer displauppors. With this information, it ipossible to
configureAldelo For Restaurants use an alternate command set.

Tech Tip: Some customer displays will only allow you to instaém on certain

""}* COM portshecaussome COM portsre powered COM ports instead of non
%{1 powered. Check with the manufacturer of the customer display to see if this
be the case.
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Setting Up the MICR Reader

Keyboard Interface

To install the MICRReadepnthis interface, the MICReadecomeswi t h a AYo splitte
allows you to connedhe keyboard and MICR device tite keyboard port at the same tirtfeyou

do not want to install a keyboard at the statigny mayneed to install a keyboard terminator. This
deviceconnecs to a keyboard interface and simukatiee presence & keyboard CertainMICR

Reades thatdo not have a keyboard or a keyboteaninator installedvill not work. Please contact

your hardware @ndor for additional information about hardware configuration.

USB Interface

Some MICR Readers that use a USB interface will work with Aldelo For Restaurants. Check with
your hardware vendor for instructions on how to set thpm

Setting Up the MSR Reader

Keyboard Interface

To install akeyboard interface MSRollow the same steps as described in the MICR setup.
Connect the splitter to the conmer or terminal, connect the MSR reader to the splitter, and connect
either a keyboard or keyboartminator to the splittdif necessary)To test it, opeMNotepadn
Windows® and swipea card through the MSR readéryou see data witen in Notepadthe device

is working properly.

Serial Interface

To install a seriainterface MSR readefollow the same general stepsveith any other serial
device.
1. Turn offthe system
2. Connectheserial cable from the MSReader to a COM port on the computer or terminal.
3. Make sure thathe devicé power cord is plugged in.
4. Start the computer or terminal

To test the device, instatedriversthat came with the MSR readétefer to the manufacturer for
instructions on he to test the device iWindows’.

USB Interface

Some MSR Readers that use a USB interface will work with Aldelo For Restaurants. Check with
your hardware vendor for instructions on how to set them up.
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Setting Up the Barcode Reader

Currently, the keyboard interface barcode scanner is suppori&idiédlp For RestaurantsTo

install this devicefollow the same instructions as many other keyboard interface devicedl. anst
sgitter cable and then connettte barcode scanner as well as the keyboard or keyboard terminator
to the splitter.

Setting Up the Coin Changer

Currently the USB version dhe coin changes supportedlf you are usingildelo For
Restaurantgust plug the coin changer into any available USBtmm the computeor terminal.
There is also a power plug thatistbe attached to the coin changer.

Setting Up Caller ID

Modem

Many modems havimtegratedCaller ID functions. Rfer to the manufactur@&rinstructios on how

to install the modeninternal modems require a card toibstalled insidehe computer and

external modems require an open dgr@t. USB modems have not been tested wilthelo For
Restaurantand should not be used unless they can map to a COM port on the computer and will
work in HyperTerminal.

Multi -Line Caller ID Device

If you need more than ori@e for incomng calls,instdl a multi-line Caller ID boxAldelo For
Restaurantsuppors many nodels Follow the instructions below tostall these devices.
1. Turn offthe computer or terminal
2. Conrect the serial cable to the Call® device and to an€OM port on the computer.
3. Connect the power cable to the device and turn on the device.
4. Connect any phone lines that you want to rtaniabel the linegor reference.
5. Turn on the computer
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Chapter 5
Software Setup

Installing Aldelo For Restaurants

Once you have yawnetwork and hardware setipstall the Aldelo For Restaurantsoftware. Make
sureyou have your CD handy and are abléntall using a CEROM drive on each systerar you

can transfer the files from the CD onto a USB drive to take with you to each system in the event that
the systems doot havea CD-ROM drive

1. |If you are using the CD method of installing, plaéise CD into the CEROM drive.The
splash seen launcheautomatically.

@ALDELO %

For Restaurants - g

Instoll Aldalo For Restaurants

Iustall Aldelo Fingerprint Serves
Install Advanced Fingerprint Server
lisstoll Aldalo Kitchan Display Server

Lustall Aldele Gift
Install Aldele Polling Server
Install Soop Teolkit 3.0
Install Adobie Reader 6.0 Exit lnstaller
www.aldelo.com Copyright & 1997.2006 Aldeio Systems nc.

2. Select the software you wish to install.

3. Walk through the install wizard and make sure to readethieA carefully, as it has
important information you should know about the product licensing.

4. Youareasked if you wishio install other tools that come wifidelo For Restaurants
These tools assist in maintaining the database as well as other tosl|s ¥ath language
translation.

5. Congratulations! You have successfutgtalled Aldelo For Restaurants
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Adjusting Windows®

Proper ScreenResolution

To operateAldelo For Restauransoftwareefficiently, we strongly recommend that you change
your Windows’® display settings to theuggestions mentioned beloWou can still usedldelo For
Restaurantsith a different display configuratigibut use the suggested settings befombest
results

In order br all of the screen componentsAfdelo For Restaurants fit properly, you must change
the screen resolution 800 x 600pixels. To do this:
1. Right Click your mousenywhere on the desktiggwh er e t her pandtremith an i
the left mouse buttg selectfiProperties 0
2. Click on thefiSetting® tab and change the Screen Resolution to 800 x 600 pixels.
3. Click theAApplyo button.

Display Properties @ fX
Themes | Detkivg ~ Scieen Saver | dppasance Selrg:

Drag hm vordor cora 10 malch the plysical sangement of yous rrorsots

Lty
1. Plug and Play Mordor on RADEDN 7500 Farsly (Micosck Coposak w

Sowen waghAon Cowe qusity

Lews [ More  Ligrest (32 by v
B0 by SO0 ek I = =
[ ety ][ Zontbestost. | [ Ackanced |

Lo [ coest || tom

16 Bit Color Palette or Better

Although not required, weecommend that you set your color depth to 16 Bit or hifgrdvetter
graphics displaypn your computer. To do this:
1. Right Click anywhere on the deskt@phere therés notan icor) and thenwith the left
mouse buttops el ect fiBroperties
2. Go t o ttihreg g ctrgdthe Color @lity to 16 Bit or higher color.
3. Click the AApplyo button.

Copyright © 1997 2007 Aldelo Systems Inc. All Rights Reserved.



Software Setup 28

Small Font 96 DPI
You shouldalsochange the o mp u t esizéteNorimal 8ize 96 DPI. To do this:
1. Right Click anywhere onthe desktopan@& | ect @A Properties. o
2. Choose the andtlek tti mgsmAdwdncedo button to c
attribute.
3. Click the Apply button.

)
E:]

Taskbar and Starl Menu Properiies
Tadtw St Nerw

Tankar sppamance

8 G 2irternet. B Noid

7] ok e task b
1 Ao bude the lask b
] Kotp the Latkbar on oo of ofer wandows
] Gwoup sl tackber buttons
] Shom Quick Launch

Nobcation wes

o) Shom the clock

Viou cor hoap Pa nobhe i ses uncialined by hedirg o thal you
hawe rot chokad secartly

7] Heds imachve inon [ Luttowe_ |
—_J

o [ Can [ e

Keep the Taskbar on Top of Other Windows Taskbar option
By default,the Windows® Taskbaris always presenwith Aldelo For Restaurant is easier and
safer to have the taskbar setting fKeep the t
refer to the following page for additional settings that should be enabled for the task bar. To do this:
1. RightClickonh e fio®uttanron thaVindows® desktop.
2. Select the ATaskbaro tab.
3. Make sure the box that says fAKeep the Tas|
checked.

TIP: If you have trouble with the abowenfigurationsrefer toWindows® Help.

Setting the Taskbarto Auto Hide

Forthe best displayset your Window8 Taskbar to Auto Hide. This prevenisers from launching
other programs while usingldelo For Restaurant8y doing thisthe taskbais hidden whenever
thecursor is NOT on the taskbafeep in mind, if the user has access to@use he canopen
Windows”.

1. Right Click on thewindows® Taskbar then sele&Properties 0
2. Check theiAuto Hided check box.
3. Click thefApplyo button.
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Multiple Languages

Supported Language and Special Multilingual Capabilities

When using Microsoft WindowsXP Prg, Aldelo For Restaurantsas multilingual featurethat can
be configured with ease.

Aldelo For Restaurantsoftware currently supports English, Spanish, and Chinese languages for
100% of the screen interfaces, both in the R@& Back Office sections. Howevggu can still
translate the software yoursefidelo Systems Inc. can supply a utilityassist you in translating
the software to whatever langu@agou desireThis is thelL ocalization Manager Utility. linstalled
with Aldelo For Restaurant3 he use of this utilitys discussed later in this manual.

In addition to supporting multiple langgesAldelo For Restaurantsanspecify primary and
secondary menitem and modifier names.ou can use the English equivalent of the menu or
modifier name in the primary language field, and another language equivalent in the secondary
language field.

A settingin system options {glained in later chapterg)lowsthe guest receipt and screen output
to show theprimary language nametghile the kitcherreceipt print outeceives theexondary
language € g. Spanish)Kitchen staff and wait staffpeakinglifferent languages iso longer a
barrier, as the POS softwaallows the wait staff to enter tterder in one language, while the
kitchen staff receives the order inadimer language faourse, younustprogran the menu first for
it to work).

Another katureof themultilingual systemfi F o I-Nlep displays the screen interface in your
preferred language, apecified in your employee settingsx(dained in later chaptersyhe entire
screen interface languagbangs to accommodate yopreference.

Additiona | | y , -NieFetdyduaefine your menu and modifier name viewing optiemshat

the employe&anview both the menu items ancbdifiers in either the primary or secondary
languageThis way,whenyou have Englislasthe primary language fieldf the menu itemand
Chineseasthe secondary languagelfi, an employee who has specified to view menu items in the
secondary language will see all the menu items or modifi€€hinese Rememberif you usea
language other than English, SpanshChinese you mustuse the Localization Manager Uiyl to
translate the softwar@he secondary language field mentioned alrarde used with any
languagebut any other part of the software will be in English, Spanish, or Chitiggrl use
Windows® XP Pra, youhave native Chinese support without treed for translation software. For
helpsetting this up, please refer to the WindBwslp system fi iMelol avechnol ogy en
different ethnic employees to work together and use the system with thedgngf their choice.

Language Settings inWindows® XP Pro

Some language®quire the languageymbolsor characterse entered i the softwareWindows®
XP Prohasnative support for Asian languageben symbls are neededere wego over how to
setup the language settings/ifindows® XP Pro. These settingmustbe changetb view the
software in the language of your choice.
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Adding Chinesein Windows® XP Pro

To add the Chinese languageétindows® XP Pro, follow the steps below. These steps assume you
have thaVindows® XP ProCD available.

1. Click fAStarto on the desktop.

2. Navigatetoand cl i ck on AContr ol Panel . 0

3. Double clickii Re g iamdriianguag®pt i ons . 0O

4, Click on the fALanguageso tab.

5. Selecthefil| ndt dlels for East Asian | anguageso ch
6. Cl i c k . ropapelpypmptedor theWindows® XP ProCD.

7. PuttheWindows® XPProCD i n t he t r.aThiseopies allahe files keeded K

for this language and prompts you to restart théegys
8. Once the system is restarted, go back to RegamilLanguag®ptions in Control Panel.
9. Clickt he A Adv and&lectitbe langudge of your choice.
10. Cl i ¢ k A Omnobrestartiyiet. d
11. Cl i c Kanguages fit a bdisplaydhle Test services ahinput languages
12. C| i Dbekailsfidhisdisplaysthe Default input language settings.
13.Cl i ck. on Add
14. Select the languagind keyboard layowdf your choice ¢l i ck AOK, 6 and r

SpanishALT codes

To erter Spanish charactensse the codes providéy Windows’. Simply hold down the ALT key
on the keyboard and type the number listed.

Capitals Lowercase Punctuation
A | ALT+0193 a | ALT+0225 ¢ | ALT+0191
E | ALT+0201 é | ALT+0233 i | ALT+0161
i | ALT+0205 i | ALT+0237 « | ALT+0171 (Left
O | ALT+0211 6 | ALT+0243 Angle Quote)
U | ALT+0218 G | ALT+0250 » | ALT+0187 (Right
N | ALT+0209 fi | ALT+0241 Angle Quote)
U | ALT+0220 U | ALT+0252 G | ALT+0128

Adding a New Fontto Windows®.

Todisplayin a language other than what iséidtn windows or if you havetrouble displaying/our
languagetry installing a fom that supports your languageeé@chtheinternet for a font thabest
suits your needs. here are hundreds offfiérent fons to choose fronOnce you find a acceptable
font, install it in Windows® under the Fonts icon in the Control Panel.
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To install a font, go to File Install New FontThis displaysthe font selection seen where you

specify thelocaton of the new fonto be installedOnce the font is installed, make sure to write the

exact name of the font down for useAllelo For Restaurant&Enter the font name iStation

Settings> General > System Language SettingReceiptsandreportsyrequireii f i x ed wi dt ho
fonts. Thesespecial fontallow set colummwidthswhenprinting columns of numbers

Registering & Activating Aldelo For Restaurants

The first timeyou launch your software, is in Demo modelf the demoexpires the prodict
registration window promptgou to enter your product registration and validation e register
your software and receive your validation kpleaseregister online or contag¢tldelo Systems by
calling 209533-3711.You canalsorequesregistration via email atcontact@Aldelo.comif you
send in a request by amail, please be sure to provide youserial number, restaurant name,
streetaddress, telephone number, city, state, zippde and the name of the owner of the
restaurant. Please be sure this information is completely accufdite.product registration is quite
simple ad quick.Just folbw the instructions below faquick and easy registration.

Alduls Fer Nestaurants Prodect Reghdration

ALBELU u.

.. For Restaurants ~

Step 1: Restaurant Information Step 2: Product Registration
Seral Bumber Dymamic License Rambor
| 038131022638
Restirse ast Noose To rocew T8¢ vaddation kay please contact Adoo
Aldulo Sy Inc. < b el
Hostaurant Stroot Address (Straet number and name)
PO Dax 271
Aestaseard Talophone Nembar Valldation Key

AN5333T11

WARNING:
Pnans wster yout sestin it bl comation occin abey.

Oramgns will (5 & oM irsy docerrmnt atien et msay ‘: 9 0 o 0
101 i fees
. Roghetes via tovesnet

Dse Pige ta omer as Single Quote fie. Diaecs >
[asar=)

Use Semi-Colan 10 enter aa Comma (ie. Tasty, nc 0 ‘ ’
=> Tasty; boc) '
| Cancel

In theAldelo For Restaurants Product Registration window, enter youserial numbertestaurant
name street address, and telephone nunelactlyas youwant it printed on the guest receipt

These fields areasesersitive, so be sure allriformationis correct (the street address should be just
the addresao city orpostal code should be entere8i sure to enter the serial numb@siuding

the dashegntering correct information during registration will avoid problentarlan.
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1. Locate theDynamic LicenseNumber. The Aldelo Support Technician wilkvify that it
matches the Dynamicitense Numbewe haveon record.

2. Once your Dynamic License Numbmatches thene we have on record, the iagcian
will read you thévalidation Key. Enter this number

3. Click Register.

If the registration isuccessfylyou get a message stating Kaot, verify thatdynamic license
numberamatch and your restaurant imfoationis enteed the samexactway you registered it th
Aldelo Systems Indf you are still unsuccessfutontact Aldelo Systems Inc. for further assistance.

Repeat these steps for eadtyour computers runningldelo For RestaurantéJse the same
registration iflormationand validation key for all the licenses.

If you ever need to change your restaudaiephone number or name, yowstcontact Aldelo
Systems Inc. so that your registration can ppeated to reflect the changH.your restaurant
change®wneashipor addressyou mustcontact Aldelo Systems Inc. BicenseTransfer
Agreemenmmustbe signed and a famaybe due Theoriginal copymustbe mailedto Aldelo
Systems Inc. to make tlohangdegal andso that the license can beregsteredunder tle new
information.

Internet Registration

If you have access to the internet, you can regyster software within second€.1 i ck t he @A R
vialnternedb butt on t o s tnaedyourtsdal@aumbar andhe lsask.of thé ®WD case

to compleg this process. Bke sure you fill in the information you want printed on the recdiat.

not use cell phone numbers, home addresses, or temporary names, addresses, or phone numbers.

Software Activation

Once registered, yduave 10 days to activate each statiorthe networkThis is added protection
to ensure your copy dfldelo For Restauranis genuine. Thigrotect you from piracyandfrom
people tryingo sell theAldelo For Restaurangroduct without a license.

To activate each station, follow the steps below. These steps assume you are in the Back Office and
have already registered the software.

1. Clidé&l 0 on the menu bar.

2. Click nASofbwabe Activati

3. Follow the instructions provided by the Aldelo Support Representativeo | i c k A Act

Via Internet. o
a. Activation via the internet isecommended Téhprocess is fasind convenient.
4. Repeat steps-2 for each statioon your network.

If you cannot ativate via the internet, you carall in to activate each station.

Note: The serial number and license numban be found ilBack Office > About.
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Sharing the Database Folder

In order for all stations toonnect tahe database, yaeed to share the foldehere the database is
located.

Sharing in Windows® XP Pro

To share a folder in WindoWsXP Prq, follow the steps below. These steps assume you are the
administrator on the maaie.

1. OpeniMy Computero. on the desktop

2 Click AToolsd in the menu bar.

3. Navigatetoandclickom Fol der Options. 0

4, Cl i ¢ k t h e ThisWisplayatlie sarearbwhere you can change advanced settings.

5, Click the AShow hi dden nfthe Advamced Settings sectiash.er s o r

This shows folders and files that are not normaligible.

6. UNCHECK the fAUse simple fi Theswidlawtheng ( Recon
securitytab to showwhen sharing a folder.

7. Click AApply. O

8. Click AOK. 0

9. Somefolders nowlook somewhatransparent. Theseefoldersthatwere hidden before.

10.Open up the ACpwerdrive in My Com

11. Fol | ow t becumemsahd SettingdfUsersApplication DatdAldelo

System$Aldelo Data. o

12.Ri ght «c¢cl i ck tAldedo ForRektaummtson a med i

13.Cl i ck o nandShudty ®© n g

14.Cl i ck atrhee tthSh f ol dehradn grea dti hoe bsuhtatroen naannde ct o

15.Cl i ck t he f P etodsplaythe ACh (AacesdH Tontrol dist) for this folder.

16. Make sure that tdase @AloluipkvdlBEyv eGoynotrifeml oh per mi
require different permissions, conswith your network administrator.

17.Cl i ck AApplyodo and AOK. O

18. Clickt he #f Se c ur showthe AClafbr tre fold€rtsécurity permissionghese
are different from sharpermissions anchust alsde set.

19.Make sure the AEveryoneodo group has AAI Il owo
different permissionsg¢onsult with your network administrator

20Click fAApplyodo and AOK. 0

Selecting a Database

After the registratioprocessyou areprompted to select your startup database(ifilgou have not
already done goThere are threehoices.The first isStart With Demo Database Select this

choice if you would like to start using the gpeogrammed demo database. laigood idea to check
this box if you are not yet familiar with configuring or usilglelo For Restaurant®o not use the
demo database to build your menu. This database is fiow garposes only and is removed when
the software is uninstalled.
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The seconaption is toCreate A New Blank Database Select this choice if yowantto begin
creating your own databasspecific to your Restaurat/hen you select thigption,you are

prompted to enter the narnéyour restauraniThis will also be the name of the folder and database
file kept on your computeRemembewhat you use for theame,as it may be needed in the future
for troubleshooting prposesDo not build your databse on top of the Demo databa$gpiu do

and you uninstall your application, you database will be deleted.

The last choice isWill Select My Own Database Select this choice if you haverahdy created a
database yowantto link toit.

Another option on this screenAdways Connect To This DatabaseClick this box f the database
you selects the database you will ussery time you statldelo For Retaurants Check this box
unless you are just using a database temporarily.

If the software cannot find the database defimetthé registry, it will askf you want to clear the
registry so that you can select the database manually.

To manually edit thelatabase location in the registfgllow the instructions below.
1. Clickfi St arrttieWindows® desktopClickonfi Ruandtypeé n fir egedi t . 0
2. Thisdisplays the registry edito&o to HKEY_CURRENT_USER > Software > VB and
VBA Program Settings Aldelo ForRestaurants Version3( or fAiVer si on 40 i
using version 4 of Aldelo For Restaurants)
3. Find the Registry KeyBData SourcéandfiForced Data SouraeDoubleclick the name.
4, On the Edit String screen, charbgtten.t he pat |

Creating a Database

When you start the software for the first time, yoaywant b play with the demo databaggnce

you have a good feel for how you use the soféystart creating your own databadeo not use

the cemodatabase as a starting poifityou want to use items from the demo database, export them
and import them into your new databag®emo databases are deleted when the software is
uninstalled.

To create a new database, follow the steps bélbwse stps assume you aretime database
selection screen. This screen has three optftast with Demo Database, Create a New Blank
Database, or | Will Select My Own Database.

1. Clckon ACreate a New Blank Database. 0

2. ClickiContinu® and e nt ethedathbase.name o f
a. Only enter the name.hE .mdb extensiois notnecessary

3. Cl i ck 0 otgrdhe iaformaticn as requested.
4. Once completed, yoseethe Store Sdtigs and the Station Settings. Do et anything

yetCl i ck fiDonedo to skip past these pages.
5. IntheBackOft e, c¢cl i ck fASetup. O
6. Navigg e t o and click on AEmployee Setup. o
7. Navigae t o and click on AEmployee Files. o
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8. Create an Employee Eiffor yourself and make sureftthin and remember your access
code. Give yourself asecurity level of fiveo ensure you can navigate the system without
restrictions.

This database will be created in the directory of:

C:\Documents and Settingdl UsersApplication DatdAldelo Systemgildelo DataAldelo For
Restaurant®atabasasive\[database name as foldeme}[database name].

Connecting to a Database over the Network

Whenyour databases ready for other machines to connectttanake sure you have already setup
the sharing permissions discussed earlibrs covers connecting to the database over the network
in Windows® XP Pra.

To connect to a database on anotherpater, follow the steps belowhese steps assume you have
completed the folder sharing successfully and have tested to make sure yaodesgeto the
database.

1. On a client machine, go to the Back OfficeAdflelo For Restaurants

2. Cli ck on i Dhstisplaystieewareing foldswitching databases.

3. Clickonsdéter r ea e DatpbaselSelectivmscrabepiags. T

4. Clickfi Wi | | Select My Own Database. 0

5. Cl i clkwaiyAss Connect To This Database. 0

6. Cl i c k n Chhisdisplaysthe Open File dialog box.

7. Find and clickPlace8MY Net wor k

8. Doublec| i ck on A E dHisdispkysshreetoptions for the network.

9. Doublecl i ¢ k on WinowsNebwvsrk folisdisplaysthe networkworkgroups

10. Doubleclick on the workgroup name. Thiksplaysa list of computers in the workgroup.

11. Doubleclick on the computer name thads the database stored on it.

12. Doublec | i c k t b é iiTAidddmaysa list d folders in this shared folder (this
assumegou have followed the naming convention recommended in the felidging
section of this manual).

13. Doublec | i ck on the fADatabaseso folder.

14. Doublec | i ck on the ALived folder.

15. Double-click on the folder with your database name as the folder name.

16. Doubleclick on the file with the database name.

This stars the process of settirtgis system up on the databa¥eu areprompted wih the Station

Settings screen.ICi ¢ k A D @ this &d ¢come badk fo it latdt.is recommended that you
check to make sure that the selected database is correct and that all information is correct.
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Information Data Entry

This sectiorcoversdata entry andnustbe completed before usingetsoftware for the first time.

The easiest way to complete this section is to follow along in the seftwal fill in each field after

reading the explanatioif.you need to find a screen in the software while you are followiogg,

directions to the screen being explaimed provided n t he f or mat of AScreer
3 > Screen 4

General Settings

Postal Codes

Despription: The purpose of this screen is to maintirthe postatodes that your restaurant
services.

Screenlocation: Back Office > Setup > General Settings > Postal Codes.

City: Enterthe city associated with this postal eod

State Enterthe state associated with this postal code.

PostalCode Enterthe postal code associated with the city and state.

Delivery Charge: Enterthedelivery chargeo be applied when this postal code is used.
Delivery Enterthe driver compensatidior deliveringto this postal code
Compensation
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Delivery Streets

Description: The purpose dthis screen is to maintathe streets that your restaurdetivers to.

Screen Location:

Back Office > Setup > General Settings > Delivery Streets.

Street Name:

Enter the name ahe street

Addr ess From:

Enter the first address dhis streetto whichdelivery is offered.

Address To:

Enter the last address tinis streetto whichdelivery is offered.

Map Code:

Enter a code for the street that you are defining (the code isresed. The
mgp codedefinesa map locationFor example, streehapsusuallyhave codes
on themdefining the vertical and horizontal coordinates on the map, such
or D2. Enter thee codes into the software for eatteet,sothatwhenthe user
callsup anaddressthe map code displayallowing him or her to find it
quickly on the map.

Delivery Charge:

Enterthe charge for deliveries this street.

Delivery Enter thedriver compensation for deliveries madethis street.
Compensation:

Postal Code: Enterthe postal coddor this street

No Delivery: Usethis option when you do nafffer delivery to this street.

Cash Trays

restaurant.

Description: The purpose of this screen is to maintain all the cash trays (drawers) for your

Screen Loation:

Back Office > Setup > General Settings > Cash Trays.

Cash Tray ID: | The ID nunberassignedo this cash drawesy the software

Cash Tray This field allows you to namgour cash traysstich as AM Bar fothe Bar

Name: working the morning shift)This name does nappeamhen selecting the cash
tray in the Main POS screen.

Hide Cash This optionhidesthe cash drawer from users in the Main POS screen.

Tray:
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Description: The purpose fathis screen is to maintathe surchargeapplicable in your restaurant

Screen Location: Back Office > Setup > General Settings > Surcharges.

Surcharge ID: The ID number the software assigns the Surcharge.

Surcharge Name: Assign a name to this surchar@éis maybe any nameagu wish.

Surcharge Amount: Enter the amount of the surcharddis number cabe a dollar amount
or percent.

Amount Basis: Selectatypefor thissurchargeThe typecan be arrency (a dollar

amoun}, or a percentage

Waiver Min. Check Specify theminimumticketdollar amount to waive the surcharge.

Surcharge Description: | Entera descriptiorfor thesurcharge.

Hide Surcharge: Hides thesurcharge when it iso longer in use
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Discounts

Description: The purpose of this screen isr@intain all discountsised in your restaurant.

Screen Location: Back Office > Setup > General Settings > Discounts.

Discount ID:

The ID the software assigns this discount.

Discount Name:

Assign aname to this discount. This mhg any name you wish.

Discount Amount:

Enter the amount of the discou(at dollar amount or percent

Amount Basis:

Select the basis on weti this discount will be use@his can be
Percent, Currency, or Maximum Amount Chatg®laximum Amount
Chargedonly works with individud menu itemsnot the entire order.

Discount Expire Date:

This field allows you to specify a date on which this discount will
expire

Min Ticket For

Specify the minimum tickeamount before a discount can be given.

Discount:
Discount Group This feature is used foligtounting grouped menu iten& enable this
Definition: feature you must have created this discount using the Maximu

Amount Charged amount basis. For examplgou have a hamburger,
fries, and a ©ke, you candiscount the group as a wholeo set this up
you must first assiga Menu Group Number to each item in your me|
(this is on page twof the menutem edito}. Assign a 1 to all
hamburgersa 2 to all fries,anda 3to all your drinksNow return to
the Discount that was setup amutdfthe three dots under tHisld.

Click on the three dots to bring three consecutive keypads. @a t
first, define the group number ofafitem in this Discount Groughe
next is the number of items thateallowed when applying this
discount.Thelast is the maximm amount that the discoualfows on
this item bebre adding additional chargdRepeat this for every menu
item that this Discount will be used for.

Hide Discount:

This optionhides this discount if it ino longer in use

Exclude Bar Drinks:

This option preventdiscouns on menu itemsnarked as bar drinks.

Discount Barcode:

Entera barcode number for this discoulfityou havealready created
the barcode for the discoysimply place the cursor in this field and
scan the barcode.

Menu Iltem To
Discount:

This option allows you to define which menu item the discagint
applied to when the discount is soad using the barcode featurer
exampleif you have 9 items on a ticket and you scan the discount f
cheese pizzat searclesfor the cheese pizza on the ticket and discl
every instance of that item. Thsaves time wheyou have specialsn
certainitems
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Bank Card Files

Description: This dialog boxets you maintain a list of bankcard filésat you may associateth
the bad checkgou receive during operation of your restaurant
Screen Location: Back Office > Setup > General Settings > Bank Card Files.

Bank Name: Enterthebank name

Phone Number: Enter thephone number for the bank

Verify Funds By Phone: This option is reserved for future use.

Hide Bank Card File: This hides this bank card file when it is no longeruse

Bad Check Reasons

Description: This dialog boxets you maintain a list of bad chk reasons for association witie
bad checks you receive during operation of your restaurant
Screen Location: Back Office > Setup > General Settings > Bad Check Reasons.

Bad Check Reason: | Enter a reason the check received from the customer was bad.
Hide Reason: Whenthis reason is no longealid, select this chediox.

Bad Check Penalties

Description: This dialog window allows you tmaintain a list of bad check penalties that you m
as®ciate with the bad checksyoeceive duringoperation of your restaurant
Screen Location: Back Office > Setup > General Settings > Bad Check Penalties.

Bad Check Penalties: Enter a name for the bad check penalty.
Penalty Amount: Enter the amount charged for this penalty.
Hide Penalty: This hidesthe penalty when it is no longer use

Copyright © 1997 2007 Aldelo Systems Inc. All Rights Reserved.



42

Software Setup

Custom Printer Types

Escape ContraCo d e s

Description: This feature allowgouto define your own custom prigt types if they are not
supported in the sbfare. This gives you the capability of supporting any POS receipt priaser
long as you can finthe Escape Control Codes farRefer to your printed aser manual for the

and convercodingrhethad. i nt o Al del o

Screen Locdion: Back Office > Setup > General Setting€ustom Printer Types

Based on This Printer:

Choose the type of printéhat this custom printer tsasedupon.

Printer Type Name:

Enter a name yofor this printer. The name can be anything you wig

Bold Font Code:

Enter your printed sode for bold ént.

Non-Bold Font Code:

Ent er vy o ucode forthdont tieat i$nst bold.

Large Font Code: Ent er your prinanterés code for
Small Font Code: Ent er your prmahfoner 6s code for
Red Font Code: Ent er vy o ucode forredfant.er 6 s

Non-Red Font Code: Ent er your pthefonttieatidnetedc ode f or

Cash Drawer Code:

Ent er y o ucode foropemihgehe Briter Driven Cash Drawg
(if suppored).

Line Feed Code:

Enteryour printes code for Line Feed.

Auto Cut Code:

Enter your printeds code for automatic cutting tfe paper when the
printer isfinishedprinting (f suppored).

Buzzer Code:

Enter your printeds code for the buzzer thattivatesvhen the printer
is finishedprinting (if supported).

Small Font Columns:

Enter themaximumnumber of small fontltaracters that caorint per
line.

Large Font Columns:

Enter themaximumnumber oflarge font hiaracters thatanprint per
line.

How To Convert Control Codes

The fields in the custom printer types are coded in a differetitadehan the actual codes you find
in your printes user manual. @wvert your control codestoeh s of t war e 6 s

Below is an explanation dfow to convert these codes.

The fields in the Custom Printer Types are coidedecimal values. If your printer control code for

line feed isLF, which is 10 in decimal value, format it to three digits, and then precede @mith
uppercaseC character For examplel.F will actually be entered in theine Feedfield asC010.
The sameapplies to printer control codes that have multiple word combinations, sUER@p.
Simply figure out the converted code for ESliznfigure out the converted code forand put
them together in thappropriatdield. Thisconversto C027C112
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Code Conversion Chart
Below is a chart thahakes converting the codesasier.

Character |HEX DECIMAL Character |HEX DECIMAL
NUL 0 000 ! 21 033
SOH 1 001 " 22 034
STX 2 002 # 23 035
ETX 3 003 $ 24 036
EOT 4 004 % 25 037
ENQ 5 005 & 26 038
ACK 6 006 ' 27 039
BEL 7 007 ( 28 040
BS 8 008 ) 29 041
HT 9 009 * 2A 042
LF 0A 010 + 2B 043
VT 0B 011 , 2C 044
FF 0oC 012 - 2D 045
CR oD 013 . 2E 046
SO OE 014 / 2F 047
SI OF 015 0 30 048
DLE 10 016 1 31 049
DC1 11 017 2 32 050
DC2 12 018 3 33 051
DC3 13 019 4 34 052
DC4 14 020 5 35 053
NAK 15 021 6 36 054
SYN 16 022 7 37 055
ETB 17 023 8 38 056
CAN 18 024 9 39 057
EM 19 025 : 3A 058
SUB 1A 026 ; 3B 059
ESC 1B 027 < 3C 060
FS 1C 028 = 3D 061
GS 1D 029 > 3E 062
RS 1E 030 ? 3F 063
us 1F 031 @ 40 064
SP 20 032
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(continued)

Character |HEX DECIMAL Character |HEX DECIMAL
A 41 065 a 61 097
B 42 066 b 62 098
C 43 067 C 63 099
D 44 068 d 64 100
E 45 069 e 65 101
F 46 070 f 66 102
G 47 071 g 67 103
H 48 072 h 68 104
I 49 073 i 69 105
J 4A 074 j 6A 106
K 4B 075 k 6B 107
L 4C 076 I 6C 108
M 4D 077 m 6D 109
N 4E 078 n 6E 110
(@) AF 079 0 6F 111
P 50 080 p 70 112
Q 51 081 q 71 113
R 52 082 r 72 114
S 53 083 S 73 115
T 54 084 t 74 116
U 55 085 u 75 117
\% 56 086 v 76 118
w 57 087 w 77 119
X 58 088 X 78 120
Y 59 089 y 79 121
Z 5A 090 z 7A 122
[ 5B 091 { 7B 123
\ 5C 092 | 7C 124
] 5D 093 } 7D 125
N 5E 094 ~ 7E 126
_ 5F 095 del 7F 127
) 60 096
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Table Setup

Dine-In Table Groups

Description: The purpose of thiscreen is to specifipé sections or table groups of your restaura
Up to 10 groupsnaybe addedlf a group is not aded, it will not show up on the table selection
screenThis step must beompletedbefore any tables can be created.

Screen Location: Back Cffice > Setup > Table SetupDine-In Table Groups

Table Group No. # This field specifieshe name of the tabigroup.

Add: Adds atable group if one has not already been specified for this num
Edit: Edits a table group that has already been created.
Delete: Deletes a table grouhat has already been creat¥du cannot delete a

table grouphat has tablessaigned to it. Asign these tables to another
group before deleting the target table group.

Table Group Editor

Description: The purpose of this screen is to edit a table group you have already created.

Screen Location: Bad Office > Setup > Table SetupDine-In Table Groups > Edit.

Table Group This field specifieshe name of the table group.
Name:
Group 1 Name: This field specifiedshe name of the firgip sharinggroup An example is

iHo s.tde s s
Group 1 Percent: | Thisfield specifieghe percat of tipsshared with this group.

Group 2 Name: This field specifieshe name of the secotigp shaiing group An example is
ABus Pérson
Group 2 Percent: | This field specifiegshe percent of tipshared with this group.

& - Tech Tip: In order to see the Table Group Tiba8ing fields,enable the option
in Back Office > Other > Enable Table Group Tip Sharing.
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Dine-In Tables

table groups defined.

Description: The purpose of this screen iscieate edit, assign ad arrangeables in each of the

Screen Location: Back Office > Setup > Table SetupDine-In Tables.

Assign Table:

Thisdrop-downlist specifiegshe employee you wish to assign tables to. |
no tablesareassignd to this employeenogreen or redables display on thg
screenGreen means the table is assigned to this ppredmmeans the tabl
is assiged to someone elsed is not available for assignment.

Table Groups:

Thisdrop-downlist specifies the currenable group yoware working in.
Thelist is generated from the tigbgroups alreadgiefined.

Assign Table This buttonassigrs tables that have been select&édblesmust be selected
[Name], [Job Title]: | before clicking this button.

Clear Table: This buttoncleass all table assignments.

Table Grid These buttons represent tables that can be creatalles that have been
Buttons: createdTables that have been createal/e a name associated with them.

Newtablesare blank.

Tech Tip: To move tables around quickigght click, dragand drop the table

. > . .
% into a new position.
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Dine-In Table Editor

Description: The purpose of this screen is to create and edit specific properties of a table.

Screen Location: Back Office > Setup > Table SetupDine-In Tables > Table

Dine-In Table Name: This field specifieghe table name.

Total Seats (12 Max For | This field will specifieshe number of people that can sit at this tabl

Visual Seating): Reservations cannot be made ficore people than this number
specifies.

Average Table Usage This field specifiesheaveragenumber of minugs a table is usually

Minutes: occupied This is used when creating reservations.

Picture: Thisfield specifiesthe icon of the table.

Smoking Section: Thisfield specifiesif this tableis a smoking table.

Near Windows: Thisfield specifiedf this table is near a window.

Booth Seating: Thisfield specifiedf this table is a booth.

Private Seating: Thisfield specifiedf this table is in grivate area.

Hibachi Table Thisfield specifiedf this table is a Japanese hibachi table.

Hibachi Table Style: Thisdrop-downlist specifies which direction thable faces.

Hibachi Left, Top, Thisdrop-downlist specifieshow many pegple can sit on eactide.

Bottom, Right Side

Seats:

Hibachi Can Bridge To: | This option specifiegvhich table can be connected to this hibachi
table.

Hibachi Bridge Seats: This option specifiehow many seatare created as a result of
bridging.
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Employee Setup

Job Titles

Description: This screenets you define the job titles your restaurant has. Be sure to create as
job titlesas necessary, since you assigning them to employees.
Screen Location: Back Office > Saetp >Employee Setup > Job Titles

Job Title: Enter a Job Title namegifexample fiManager 0

Default The systenmassigrs this default security levethen a new employee treated
Security Level: | with this job title.This maybe changed later in the empéss file, if necessary.
Default Pay The systenassigrs this default pay basiwhen a new employes created with
Basis: this job title.This maybe changed later in the emplogeéle, if necessary.
Default Pay The systenassigs this default py ratewhen a new employes treated with
Rate: this job title.This maybe changed later in the emplogeéle, if necessary.
Default This optionassigms tips to this job title by defaulThis maybe changed later in
Receive Tips: | the employeés file, if necessary.

Hide Job Title: | This optionhides this job title whemo longerin use.
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Description: This tabspecifes general information about amployee.

Employees > General

Screen Location: Back Office > Setup Employee Setup > Employee Files > General

First Name: Enter the first name of your employee.
Middle Initial: Enter the middle initial of your employee.
Last Name: Enter the last name of your employee.

Tax Account No.

Enter the numbreused for tax purposes.

Area Code + Phonet

Enter the area code and phone number of your employee.

Mailing Address:

Enter the mailing address of your employee

Postal Code:

Enter the mailing postal code of your employee.

Job Title:

Choosea job titlefor thisemployeelf you have not created job titles
previously click the icon to the right of thdrop-downmenu.

Access Code:

Enter the access codenployeesise to idetify themselves to the system
This canna be changed iénployee has an open stafank.If using MSR
cards forsystemaccessemployes should nothaveaccess tehis number

Security Level:

Assign a seurity level to this employed typical setup is:
1. Cooks, Janitors, Dishwashdthose who do not ussystem ofteh
2. Hosts/Hatesss(use the system but do rerter orders or deal
in money exchange.
3: Wait Staff(take orders and exchang®ney with customejs
4: Manages and Senior Wait Staff.
5: Owners ad General Managers

MSR Card:

Swipe an MSR card and have the cassociated with this employeko
use magnetic cardput the curspin the MSR Card field and swipe the
card through the card read&his set up the scan code for teenployee.

Preferred Language:

Choose the languagis employegrefers whemorking with the
system.

Order Entry Sec.
Lang:

This option allows you tenable a secondary languag&henenabled
the usesees the secondary languaiyethe menu item editors secondary
language fieldand any other secondary language fields in the softwar

Employee is Driver:

Choose if this employee is a driver for delivery orders.

Staff Bank Use Staff
Cash Drawer

This setting will allow this employee to use a cash drawer instead of {
standard operations for Staff Bank. This feature relies on two other
features to worKk. The registry
be enabled and the Cash Drawer installed on the correct serial port.
this employee startsis/herstaff bankhe/shewill be asked if they want tg
use a Cash Drawer or StafdBk. SeleciCa s h Dr awer o0 t
serial driven cash drawer.

Holiday Pay Scale:

This dropdown list specifiesheratepaid when employee worls
holiday.

Work Schedules:

This button is a quick access to the employee schedules screen.
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Employees > Payroll

software.

Description: This tab has &ost of optionselated to payrollas well as other functions in the

Screen Location: Back Office > Setup > Employee Setup > Employee Files > Payroll

Hired Date: Enterthe employee hire date theMM/DD/YYYY format

Terminated Date: Enter the datemployee was terminated or released from employmer

Pay Basis: Choose the pay badisr this employee If you choose Salariethe
employeés schedule isot automaticallyenforced.

Pay Rate: Enter the rate of pay the employeeeives, based on the pay basis.

Tips Received:

This option enables the payp windowto ask the employee how much
they earnedh tips as they clock out. This informationrecorded in the
Server Gatuity Report

Use Staff Bank:

This optionenableghis employedo use Staff Bank as thmeansof
taking and settling orders. ¢éhabledthis employee will ALWAYS pay
to their staff bank when &éng their ordersUse this option if your
employeescarty money collected from customers until the end of the
shift.

Use Hostess Features]

This optionenableghis employee to assign tables, assign tabs, perfo
reservations, add customers to a waiting éia] use paging features. It
enablst h e A Hotoniretkedable delaction screen.

Schedule Not
Enforced:

This optiondisables the prompt for the managemccess code when
clocking in and the employee is not on the schedule.

Is A Server:

This optionincludes this employee as a server in the repséstionand
in the lists that the hosteasesto assign tables.

Cannot Finalize
Cashier Out:

This optiondisallows the employee from finalizing cashier out
operationlt di sabl es t he A DG&mendychuntt t
screen.

Allow Create / Replay
Emails:

This option will allow this employee to participate in using the interna
Aldelo For Restaurangsmail system.

Disallow Create / Edit
Dine-In Orders:

This optiondisallows the employee from creating or editifigjne-In
Orders

Disallow Create / Edit
Bar Tab Orders:

This optiondisallows the employee from creating or editing Bar Tab
Orders

Disallow Create / Edit
Take Out Orders:

This optiondisallows the employee from creating or editing Take Out
Orders

Disallow Create / Edit
Drive-Thru Orders:

This optiondisallows the employedrom creating or editing Driv@ hru
Orders

Disallow Create / Edit
Delivery Orders:

This optiondisallows the employee from creating or editing Delivery
Orders

Hide Employee:

This optionhides the employee fromhe system.
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Employees > Driver

makedeliveries.

Description: This tabspecifesinformation about the employee that pertainkitoor herability to

Screen Location: Back Office > Setup > Employee Setup > Employee Eil€siver

Driver License
Number:

Enter the drived Bcense number.

Driver License
Expires:

Enter the date the driv@rBcense expires.

Car Insurance
Carrier:

Enterthen a me o f tinsurancd compag r 06 s

Insurance Policy
No.

Enter the policy numirethe insurance company has provided to the driver {
coverage

Insurance Policy
Expires:

Enter the date thattier i v e r 6 spolicym)®ives. a n c e

Insurance Policy
Notes:

Enter any notegou may want to raard for this insurance policgelow this
option is a time stamp icon thahtes the date and tinthe note was recordeg

Clock Button:

This button timestamps an entry in the Notes field.

Employees > Notes

Description: This tab specifiegiformation about the emplogdhat managers have entered that

not already tracked b&ldelo For Restaurants

Screen Location: Back Office > Setup > Employee Setup > Employee Files > Driver

Employee Notes:

Enter any notes about this employee that you may want to keep on req

Printer Button:

This printsthe contents of the Employee Notes field to the report printe
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Employee Schedules

Description: This screen is used toeate employee work schedul&au can have as many
scheduled weeks as yoeed.

Screen Location: Back Office > Setup > Employee Setup > Emplogebedules

Thisfilters employees | This is the current list| You can add or edit | Thisdeletesthe
by job title. of employees. weeks here. currently selected
workweek

Employee Sche dules

AllJobs ¥ ,/ * | Week Begin Date 'Default v Delete

First Name Last Nam

Monday
A Stu
B lliam Tuesday é;
F Eric ] [ Ada |
i L Wednesday
J Robert
M Ken 0 [ Add ][
[o] Oscar Thursday
P Shane ] [ Add “
T Harry |
Friday
o [ A |
Saturday
o[ aw |
Sunday
O [ A |

Regular Hours
Over Time Hours
Double Time Hours

[[] 8how All Employees Total Hours

Copy Xchedule Same As

\ Print \ Close
A\ \

This shows hidden Thiscopesan already| Thisincludesthis day | This editsthe currently
employees. created scheduleto |[i n t he n e x|selected schedule tim
this employee operationperformed | for this day.
schedule
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Employee Schedulegcont.)

Employee Schedules

Al Jobs “| Week Begin Date Defautt [ Delete
lFils( Name Last Name Monday Also
A Stu O Delete
B | William Tuesday
F Eric O [ A J[ eair ][ opelew
o | e Wednesday
J Robert -
M _Ken D [ Add " Edit ][ Delete
0 Oscar Thursday
P |Shane O [ Add ][ Edit ][ Delete
T Harry _
Friday
O [ Add ][ Edit ][ Delete
Saturday
D [ Add ][ Edit ][ Delete
Sunday
O [ add J[  ear | petete
Regular Hours 0.0C
Over Time Hours 0.0C
Double Time Hours 0.0C
[]Show All Employees Total Hours 0.0C
Copy Schedule Same As
Print Close

This shows the total number of hours of each type when creating the schétigés updated as
soon as the hours are adjust@edgive a live representation of teemp | 0 scleedudes
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Menu Setup
Menu Categories

Description: Menu categories are uséat reporting purposes only. They hawvething to do with
the visual display of the menn the Order Entry screens8ign each menu item to a spgecimenu
category, which ishownwhen you create a sales reporfind out howmuch of eab menu
category has been solgor example, if you put all of your Beer and Wine in a category called
Drinks, themna Sales By Category Repavill show the summary total of the Drinks category salg
information.

Screen Location: Back Office >Setup > Menu Setup > Menu Categories

Menu Category: Enter a name for this category.

Hide Menu Category: This optionhides this menu category whe&wo longerin use.

Pizza Builder Setup > Sizes

Description: This sceendefines all the pizza sizegur restaurant offers.

Screen Location: Back Office > Setup > Menu Setup > Pizza Builder Setup > Sizes

Sizes: This optionautomatically beclsthe selected sizes when you create
toppings and pizzas in the toppings arezpiscreens.
Output Name: This field specifieshe name the kitchen se@hen the chit prints. If this

field is left blank,the normal pizza size nameused.
Secondary Language:| This field specifieshe secondary language name of the pizza size.

Pizza Builder Setup > Crusts

Description: This screen will define all the pizza crusts that you offer. You can Add and Edi
crusts from this screen. You can eit hegh
to edit.

Screen Location: Back Office > Setup > Menu SetupPizza Builder Setup > Crusts

Add: | This button will allow you to add a new crust type.

Pizza Builder Setup > Crusts> Add

Description: This sceen will specify the information to use on a hew crust type.

Screen Location: Back Office > Setup > Menu Setup > Pizza Builder Setup > Crus

Add

Pizza Crust: This field specifesthe crust name.

Secondary This field specifieshe secondarianguage name of the crust.

Language:

Crust Price: This field specifesthe additional price of the crusirfaybe left
blank).

Edit: | This buttondisplaysthe Menu Modifiers screen tii this item selectedlou canedit this
crust from here.
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Pizza Builder Setyp > Toppings

Description: This screemlefines the pizzatoppings your restaurant offerslG ¢ k A Ad,@ o
or double click on the item you wish to edit.

Screen Location: Back Office > Setup > Menu Setup > BazBuilder Setup > Toppings

Add: | This buttonallows you to add a newopping.

Pizza Builder Setup > Toppings > Add

Description: This screerspecifesthe information to use on a new topping.

Screen Location Back Office > Setup > Menu Setup > Pizza Builder Setup > Topy

> Add

Pizza Topping: This field specifesthe name of the topping.

Secondary This field specifesthe secondary language name of the toppin

Language:

Sizes: This optionautomaticallycreate toppings of the setted sizes
when you click AOK. O

Topping Price: This field specifies the price of the topping for this size.

Edit: | This buttondisplaysthe Menu Modifiers screen thi this item already selectedou can
edit this topping fronhere.
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Pizza Builder Setup > Pizzas

Description: This screemlefinesthe pizzas your restaurantoffeiSl i ck A Ad@ooor
double click on the item you wish to edit.
Screen Location: Back Office > Setup Menu Setup Pizza Builder Setup > Pizzas
Add: This buttonadds a new pizza menu item
Pizza Builder Setup >Pizzas> Add
Description: This screespecifiesthe information to use on a nepizza type
Screen Location: Back Office > Setup > Menu Setup > Pizza Builder Setup >
Pizzas> Add
Pizza Name: This field specifiesthe name of the pizza
Secondary This field specifiesthe secondary language naofehe pizza
Language:
Menu Thisdrop-downlist specifiesthe Menu Category for the pizzas
Category:
Menu Group: Thisdrop-downlist specifieshe Menu Group these pizzas
belong to.
Sizes: This optionautomatically createpizzas of the selected si&ze
when you click AOK. O
Output Name: | This field specifiesthe name the kitchesees when the chit
prints. If this field is left blank, the normal pizza size name wi
be used.
Secondary This field specifiesthe secondary language name the kitchen
Language: see.
Pizza Price: This field specifiesthe price of thepizza for this size.
Edit: This buttondisplaysthe Menu Item Editor wh this item already selectedou can
edit this pizza from here.
Menu This buttondisplaysthe Menu Item Editor so that you may edit any menu item in th
ltems: system This isa shortcut.
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Modifier Builder Template Setup

Description: This screen is used to create templates of fieoslito assign to menu items.
Unlimited templées maybe created with custom categories and modifiers fon éamplate.

Screen Location: Back Office > Setup Menu Setup > Modifier Builder Template Setup

This is the name of thy
template You can
create as many
templates as needed.

Thiscreats a new
template and allosa
name to be entered.

This savesthe rew
template once you
enter a name.

This creats a new
template based on the
currently selected
template.

er Templates

Modifier Buildvr Template Setup
Modifier Buil

emplate h

v
|

Nem*l || Save‘/ " Duplicalé/"' Delete
|| I I A

Close

\ Category 1
A

Modifﬁr 1

\

\

AL AL AR AT AN AT 4N 4

\

\

\

\

\

\

\\

\

Thesecategories
organize your
modifiers into groups

This editsthe category

This is a modifier in
the currently selected
category

This deletes the
currently selected
template.
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Modifier Builder Template Setup > Edit Category

Description: This screen is used to create templates of modifiers fgnatssmenu items.
Unlimited templatesnaybe created with custom categories and modifiers for each template.
Screen Location: Back Office > Setup > Menu Setup > Modifier Builder Template Setup >
Template Name

Button Icon

This specifiegshe name of the category This specifieshe default type of modifier to
select when this category is selected.

Modifier Builder Template Setup
Modifier Builder Type Name

[,
Category 1|

Qefault Action

,:‘

Minimum Selections
i
Maximum Belections

- |

N ‘ Done

This specifieshe number of selections that | This specifiesthe number of modiérs that are
must be made before the user is allowed to | allowedfor this categorypefore the user is not
select another category. allowed to select any more modifiers.
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Modifier Builder Editor

the template.

Description: This screemllows you to edit the modifier you selected on the template while edi

Screen Location: Back Office > Setup > Menu Setup > Modifier Builder Template Setup >
Template > Modifier

Template This is the name of the template this modifier is currently assigned to.
Name:

Type Name: This is the category that this modifier is curragsigned to.

Modifier This field specifiesthe name of the modifier.

Name:

Additional This field specifiesthe additional cost of thbase modifielThe base modifier is
Cost: the normal modifier without the No, Add, Extra, Lite, etc.

Excluded This optiondefines if this modifier will be ircluded in the template or ndt.not,

From Builder:

only the No, Add, Extra, etwersion of themodifiersis shown. This option is
usedwhenthe base modifier does not make sense to include in the template

SelectedAs This optionautomatically selestthis modifier when the category it is assigneg
Default: is selected.

No, Add, These optionspecifywhich types of the base modifiareshown when the
Extra, Light, template is displayed in the order entryesm.

etc:

Additional These fieldspecify the additionalast of the corresponding type. This additio
Cost: costoverrides the additional cost of the base modifier.

Hide: This buttonhides this modifier.

Delete: This buttondeletes this modifier.

Edit | con: These buttonsdit the corresponding modifier.

Select Hidden
Entry:

This drop-downlist selecs a hidden modifier and fill in the details of that
modifier.
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Description: This screemllows you toarrange your mangroups.

Screen Location: Back Office > Setup > Menu Setup > Menu Groups

These are the menu groups available in youl Thisdisplaysthe schedule for the menu
restaurantClick on the group to edit it. groups.

Page 1 Page 2
@ “ Close
Appetizers Sides

Soup And Salad Kids Menu
TR o

Sanéwnches Burgels

Entrees Pastas
B &
Pizza Desserts
Beverages Bar

Menu &roup
Schedule
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Menu Group Editor

Description: This screemllows you to editmenu groups.

Screen Location: Back Office > Setup > Menu Setup > Menu Groug&sy Menu Group

Group Name: This field specifiesthe group name
Sec. Language: This field specifiesthe secondgrlanguage name for this group
Picture: This buttonspecifiesthe picture to be used with this menu group.

Show Caption:

This optionshows the group name when enabled.

Not Available For Dine-In
Orders:

This optionspecifiesf this menu group is avaitde for Dine-In
orders.

Not Available For Bar
Tab Orders:

This optionspecifiesf this menu group is available for Bar Tab
orders.

Not Available For Take
Out Orders:

This optionspecifiesf this menu group is available for Take Out
orders.

Not Available For Drive-
Thru Orders:

This optionspecifiesf this menu group is available f@rive-Thru
orders.

Not Available For
Delivery Orders:

This optionspecifiesf this menu group is available for Delivery
orders.

Default Group For Dine-
In Orders:

This ogion specifiesf this menu group is the defagtoupwhen
takingDine-In orders.

Default Group For Bar
Tab Orders:

This optionspecifiesf this menu group is the defagtoupwhen
takingBar Tab orders.

Default Group For Other
Orders:

This optionspeifiesif this menu group is the defagtoupwhen
taking Take OutDrive-Thru, and Delivery orders.
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Menu Group Schedule

Description: This screen is used to createnu goup schedules'he groupsareshownin the

order etry screeraccading to the schedule definelino schedule is defined for the day, thenu

groupshowsin the order

entry screday default.

Screen Location: Back Office > Sap > Menu Setup > Menu Groups > Menu Group Schedule

Thisis the current 8t of This Adds a schedule to this | This Deletesthe currently
groups day. selected schedule for this day
Menu Group Schedule
Menu roup Monday Also
ppe"ze's Add [ g [ e
ar
Beverages Tuesday ? T
Burgers [ A [ el ] perew
Desserts
Entrees Wednesday \
Kids Menu 1 [ Add ][ E\i\: ][ Delete
giazs::s Thursday \
Sandwiches ] [ Add ][ E‘ii\ ][ Delet
Sides Friday \
Soup And Salads [ Add E‘ii:\ ][ Delet
Saturday \
O [ add | eaie] ] peler
Sunday \
O[ Add_ || eaic | [ peler
[] Show All Menu Groups
Cop\Schedule Same As
X ~_ prose
AN . l\
This shows hidden Thisdrop-down Thisincludesthis day | Thiseditsthe
menu groups. copiesascheduleto | inthen e xt fA A| currently selected
the schedule currently operation you schedule time for this
being worked on. perform. day.
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Menu Group Schedule Editor

Description: This screemllows you to editthe schedule for this menu group.
Screen Loation: Back Office > Setup > Menu Setup > Menu Groupdenu Group Schedule >

Add or Editfor any day while the group is selected.

Avail From Time:

This field specifieswhen the menu groughows in the order entry screen.

Avail To Time:

This field specfies when the menu grougtops showing.

restaurant.

Men

u ltems

Description: This screen will allow you to edit the menu items that are available in your

Screen Location: Back Office > Setup > Menu Setup >elu Items

view.

This will spedfy the group you want to

Menu items thatnaybe

edited

A quick button to the
menu groups screen

Menu ltems

Menu Groups

|Sides
|Soup And Salads P ‘ e
!K'ds M_enu Buffalo Wings Oniﬁbs Nachos Potato Skins
|Sandwiches [#1] #1 [#1] [#1]
|Burgers
|Entrees
|Pastas
|Pizza R, S o
| R o e
1Desserts Shrimp Cocktail ried Zuchini Fried?ﬂozzarella Qu%na
| ge"erages #1] i#1] 1] i#1]

ar

Chfcken Tenders
[#1]

Lemon Pep. Shrimp
[#1]

Caju%‘rimp

[#1]

Stuﬂ’ﬁpeno

[#1]

Pizza Builder Setup
screen

Forced Modifiers
editor screen

Menu Glups ’ Pizza Builder ‘ Forced Modifiers ‘ Auto Prices H Menu Recipe H Close
X B~
Quick baffon to the | Quick buttdn to the | Quick button td the Quick butfon to the

Menu Item Auto Pdes
screen

Menu Recipe Editor
screen.
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Menu ltem Editor

Description: This screemllows you to edit the menu item selected in the menu items page.

Screen Location: Back Office > Setup > Menu Setup > Meltems >[Any Menu Group] >[Any

Menu Item]

Menu Item Id: | This field oldsthe number the database has assigned to the menu item.
Item Has This copesthe configuration or Atibutes of another menu iteffihis savesime
Same when you haveseveral items that have the same properties.

Attribute As:

Menu ltem Enter a name fothis menu itemThe maximum number of characters here is 2
Full Name:

Secondary Enter a name in the secondary language, which is the equivalent of the Men
Language Full Name.

Name:

Menu Selectthe category this menu iteis assigned to for reporting purposesséthe
Category: icon to the right of thdrop-downlist to create or edit a menu category while in

this screen

Button Picture
Name:

Enter a picture for this buttoithese should be files with the file extension of
.bmp and should be no more than 42 x 42 Biwgth acaption and 51 x 103
without a captionThese values can vargo test the picture before using it in
your final menu.

Show
Caption:

Choosewhetherto ses the text on the button when in the Order Entry screen
when a picture is used.

Large Picture
Name:

Enter a picture that to usehen thefiDetail® buttonis used in the Order Entry
screen.

Thisis A Top
Level Item:

This option allows you to nke this iten a Top Level ltemThenyou cancreate
SubLevel Items below this Top Level IterRor example, ifyour restaurant
offersseveral typesf sodacreateaTp Lev el Me nu | tUsder
this Top Leveltem, create the different brand names éach of the sodas you
offer. A Top Level Menu Item can also be referred to as the second tier in th
menu structure.

Jump To
Group:

This field allows you to select theenu group you want thigop Level Menu
Itemto Jump To when the button is psed in theOrder Entry screerThis is
very useful if you want one button in the order entry screen to take you to ar
menu group without backtracking@hink of this as creating a Hyperlink in your
Order Entry screen.

Pick Color:

This option allows you to selethe colorfor this button.
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Menu Item Editor > Page 1

Description: This screnallowsyou to alit the menu itenselected in the menu items page.

Screen Location: Back Office > Setup > Menu Setup > Menu Items >jAfenu Group] > [Any
Menu ltem] > Page 1

Default Item Price:

Enter adefaultprice for the menu itenT.0 make this itenopen price, use
1234.56 A dialog boxdisplays,allowing you to enter the price for this
meru item when it is orderedhis isusefulfor items orderednhfrequently

Dine-In i Delivery
Item Price:

Enter prices foindividual order typs. The price defineds used to barge
the customerf using Auto Priang, the Auto Priceverridesthe price used
here.

Send To Printer At:

This drop-down menu allows you to select which printersendhis item
to when the Settle, Cash Tender, or Done buttons are pressed in Ordg¢
Entry.

Show Modifier Type:

Thisdrop-downmenu allows you to select the default modifier type tha
will be shown when the bUifier button is pressed in the Order Entry
screen.

Barcode: Enter the larcode assigned to this menu itérhis maybe alphanumeric
input. Place theursor in this field and scan the item with the barcode.

Menu ltem This optionmakes the menutem button selectde in the Order Entry

Available: screen. lfuncheckedthe button will still be visible but will not activate

when pressed.

Show Pizza Builder
Screen:

This shows the Pizza Builder Screenh&n this item is selected in Order
Entry. When you seledhis option, a dialog boappeas asking you to
selecta size

Print Pizza Label:

This prins a pizza label to stick on the pizza box when a menu item is
ordered.

Tax 1 Will Apply: This option applies Tax 1 to this item.
Tax 2 Will Apply: This option @plies Tax 2 to this item.
Tax 3 Will Apply: This option applies Tax 3 to this item.

Menu Item Can Be
Discounted:

This option allows you to specify if this itecanbe discounted

This is A Bar Drink
Iltem:

This optionindicates thathis item is a Bar Bink Item.

Order Item By
Weight:

Select this optiomo sellthis menu item by weight. Wharsingthis option
a dialog boxappeas, allowing you to specify a weighthen the item is
ordered If ascale is usd, the weighaippeas in the dialog box.
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Kitchen Sort
Number:

Enter a numbeto be used when determining in which order to sort the
meru items on the kitchen tickdtor example, all Apetizers have the
number 1, all Saladsave a number Znd all entrees have a number 3. |
this optionin corjunction with the Sort Kitchen Items Automatically On
Kitchen Receipt option in Store Settings > Print > Kitchen/Bar.

Menu Item Editor > Page 2

Description: This screemllows you toedit the menu iterselected in thenenu items page.

Menu Item] > Page 2

Screen Location: Back Office > Setup > Menu Setup > Menu Items > [Any Menu Group] > [A

Menu Item Description:

Enter a description for this menu item.

Print Item To Additional
Printers:

Choose additional printets senahis menu itermo when the item is
printed in the kitchen or bar.

Special Pizza Topping
Charges:

This option allows you tehoose whether toharge onotcharge for
the firstspecified number of toppingBor example, tmot charge for
the first4 toppings on this pia, select No Charge and tyfpet 0 i
text field.

Item Delivery Charge:

Enter an amounb charge if this item is ordered for Delivery.

Item Delivery Comp:

Enter thedrive r dbspensatiorwhendeliveling this item.

Discount Group #:

This field allows the user to assign a menu itera specific Discount
Group. For example lldhamburgersre assigned to group #dll fries
are assigned to group # 2, atisoft drinksareassigned to group #

Lot Max Qty (Wings or
Bagels Buket)

Enter the maximum quantity of child items that comprise the pare
item.

Lot Child (Wings or
Bagels Selection Option)

Check this box if this is a child item of the parent item.

Show Qty Input Dialog in
Table Service Screen

Checkto display the Quaity Input Dialog screen when a child item
is selected from the menu item entry screen. This allows the user
choose how many of this child item to uséuildingthe parent item.

Max Qty Input Per Item

Enter the maximum quantity of this child item tiaallowed in the
total pieces comprising the parent item.

Maximum Price:

This feature allows the user to set a maxm price for the menu iten|
This allows the price to increase up to the rimaMm item price when
adding modifiers with a cost attachedliem.
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Min. Recipe Profit %: This field specifiesthe minimum profippercentagéo make on this
item.

Use Modifier Builder Choose whichvodifier Builder Template to use for this menu item

Template: These where created previously in the ModiBeilder Template

Setup.This must be selected for the Modifier Builder Template
feature to be enabledTo create or edit onese the icon to the right
of thedrop-downmenu.

Menu Item Type: This drop-downlist specifiesf this menu item is prepared fdpa soft
drink, or bakery pastrylhis feature only applie® certain special
circumstances for Canadand is rarely usedRefer to features in
Store Settings > Other for more details on this feature.

Sub Level Item Notes:

1 Menu Short Name: If this item is a Sub Level Item, you can specify a menu short name.
This name will be displayed in the Order Entry scraed CAN be the same as another
menu item short name. Sub Level Items are created when a menu item is created below a
Top Level Item.

1 SecLang: This field allows you to enter the secondary language equivalent bfehe
Short Name.
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Menu Item Auto Prices

Description: The purpose of this dialog box is todgbu specify your menu itefe automatic
price adjusnent based on the day of the week, and the time of day.

Screen Location: Back Office > Setup > Menu Setup > Menu Item Auto Prices

Thisfiltersthe menu
items list by group.

This shows the menu
items currently
available.

Thisadds a new price
schedule fothis day.

This delete the
currently selected
price schedule.

Menu Item Auto Prices

iAII Menu Groups |

Monday

Menu item Name
1/2 Liter Pink Wine
1/2 Liter Red Wine
1/2 Liter White Wine
Absolute

Absolute Citron
Adult Bruch Buffet
Alabama Slammer
Amaretto
Amaretto Sour
Anisette

Apple Juice
Appleton Rum
Apricot Brandy
Apricot Sour
BAndB

B-52

Bacardi 151
Bacardi Light
Bacardi Select
Bacardi Spice
Bacon Sourdough

<[]

[T] Show All Menu ltems

Coﬁ\Auto Price Same As

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

f

\

Add ]I Edit ][ Dele

Add

] T

Add

&

Add

|| Edi

Add

|| Edi

Add

Add

I Eqi

Close

\

\

This shows hidden
menu items.

Thisdrop-down
copesa schedule to
the schedule currently

being worked on.

Thisincludes this day
in the nex
operation you
perform.

This editsthe
currently selected
schedule for this
day.
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Menu Iltem Price Editor

Description: This screen allosyou to edit the menu item selected in the menu items page.

Screen Location: Back Office > Setup > Menu Setup > MeltemsAuto Prices > Add or Edit

Price Start
Time:

This field specifiesthe time that this price scheduitars.

Price End Time:

This field specifiesthe time that this price schedudmds.

Price Note:

This field specifiesany notes abouhis schedie.

Item Price:

This field specifiesthe price to charge for this item during the scheduled tim

Menu Modifiers

Description: The purpose of this screen is to let you specify the menu modifiers for your
restaurant. The modifieege instructions or adjustments to the main nigm, therefore they
cannotbe setup to track inventory depletion by sales events.

Screen Location: Back Office > Setup > Menu Setup > Menu Modifiers

Search Field:

This fieldautomatically seara@swhile you type a modifier name

Menu Modifier List:

This is the list oturrent modifiers

Menu Modifier:

This field allows you to type in the name of this modifier.

Secondary Language:

Enter the secondary language equivalent of the Menu Modifier field

Additional Cost:

Enterthe costo addwhenthis modifier is used.

Picture:

Choose a picturéo use for this modifier buttord@ x 42 pixel}.

Show Button Caption:

Choose whethehe name for this modifies shown on the button.

Hide Modifier: This optin allows you to hide the modifier when it is no longeuse.

Pizza Crust: This option allows you to specify if this modifier is a pizza crust.

Pizza Topping: This option allows you to specify if thimodifier is a pizza toppindf.
you select the Pizz@opping checkbox, the modifishows up in the
Pizza Builder screetn addition when you selec Pizza Topping, the
softwareasks which pizza size to assign this modifier loyou do not
want to assign thmodifier to a specific pizzalick fiCanceld

Bar Mixer: Puts this modifier in the Bar Mixing category when in the Modifier
screen.

Bar Drink: This optionspecifiesthis modifier as a bar drink.
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Select Modifier Redpe: | This is a shortcut button to the Modifier Recipe Selector screen whe

you select which recipe will be assignedhistmodifier. This
automatically selestthe modifier currently being edited when you ent
this screen.

Tech Tip: Use these naming conventions to add these modifiers to a specific ty

« "
2)

3)
4)

5)

6)

The Add modifierg o u p : 6+6, O6Add©d, OWit |
Pepper)
The Extra modi fi er group: OExtrabt, o]

More Sauce, Heavy Chili)

TheNomo di f i e rd,g ri &higkere No Beef)

TheLight modi fi er group:d, ®Light&d,od
Little Pepper, Easy Salt)

TheExchangemo di fi er group: 06Exchang
6> 0

TheHalf modi fi er group: “Hab===f =6 (i
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Forced Modifier Editor

Description: The purpose of this screen is to let you naimthe forced modifier linksThe forced
modifiers are used as prompts to your sexwdren they order an item that hatsoices that must be
selectedFor example, it is cismaryto select the meat preparatiandside dishes for a steak

dinner

Screen Location:

Back Office > Setup > Menu Setup > Menu Item Auto Prices

Thisfiltersthe
menu items by

This is the list of menu
items currently

This shows the currentist
of modifiers for this level

This ditsthe list of
modifiersthat showon

group available popup this level popup.

Forced Modifiers Editor

|All Menu Groups

Menu item Name
1/2 Liter Pink Wine
1/2 Liter Red Wine
1/2 Liter White Wine
Absolute

Absolute Citron
Adult Bruch Buffet
Alabama Slammer
Amaretto

Amaretto Sour
Anisette

Apple Juice
Appleton Rum
Apricot Brandy
Apricot Sour
BAndB L]

KIS 2

Show All Menu ltems

2nd Level

3rd Level

4th Level

5th Level

6th Level

7th Level

Q py Same As

)

This shows
hidden menu
items.

Thisdrop-downcopes
a modifier setup to the
modifier setup currentl

being worked on.

Thisincludesthis day in
the next AA
you perform.

This delete the list of
modifiers for this level

popup.
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Forced Modifier Editor

Description: The purpose of thiscreen iso edit the modifiers thaiopup for this level.

Screen Location: Back Office > Setup > Menu SetupFerced Modifiers > [Any Menu Item] >
Add or Edit

Thisfiltersthe menu This is the lisof menu | Thisshowsthe current list of modifier:
modifiersas you type the modifierscurrently for this level popup

name of the modifier you available

want to add.

Forcea Modifiers Editor
Selected Modifiers

JBl[001) Absolute
1| 002) Absolute Citron
|003) Absolute Kurante

|===1stHalf===
===1st Quarer===
=== 2nd Half===
|[]=== 2nd Quarter ==
|[1=== 3rd Quarter ===
|=== 4th Quarter===
|=== Entire Pizza ===
v|Absolute
v/ Absolute Citron
v Ahsolute Kurante
I Anchovies ()
| TAnchovies {m)
[ Anchovies (s) V|

All.. / v D

Modifier Recipeyselector
Can?e{ Done P K

Z AN

Thisfiltersthe modifiers by | This take you to the This is a shortcut button to the Modifi

type. menu modifier screen g Recipe Selector screen whe@u selet
you can create a new | which recipe tassignto this modifier.
modifier.
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Inventory Setup
Inventory Groups

Description: The purpose of this screen is to let you maintain a list of the inventory groups fo
grouping your inventorytems intological sections. Yoassign inventory items to the inventory
groups so that you can review your inventory itemaetterand more understandable way

Screen Location: Back Office > Setup #nventory Setup > Inventory Groups

Inventory Group Name: Enter a name for this inventory graup

Hide Inventory Group: This allows you to hide th@ventory groupvhenno longerin use

Inventory Locations

Description: The purpose of this screen is to let you maintaintafigour inventory locations for
grouping your inventory items into logical areas.

Screen Location: Back Office > Setup > Inventory Setup > Inventory Locations

Inventory Location Name: | Enter a name for this inventory location.

Display Sequence Number] This field allows you to assign a sequence number. @éisrming
the order in whiclthe Inventory Locations amdisplayed.

Hide Location: This allows you to hide this Inventory Locatievhenno longerin

Inventory Vendor

c
n
‘ rD

Description: This screetets you maintain aist of your inventory vendorg.he inventory vendors
can be linked to the inventory items, to show who the preferred vestorthat particular item.

Screen Location: Back Office > Setup > Inventory S@ter Inventory Vendors

Inventory Vendor Name: Enter a name for this Inventory Vendor.
Hide Inventory Vendor: This allows youto hide this Inventory Vendor wheto longerin
use.
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Inventory Items

Description: The purpose of teiscreen is to let you maintain a list of inventory items that the
restaurant bys or usesThe items defined in this dialog windaweusedin the menu recipe
definition. The following is an explanation of each of the fietdshis important screen ideail.

Screen Location: Back Office > Setup > Inventory Setup > Inventory Iltems

Inventory Item
Name:

This field specifiesthe inventory item name

Item This field specifieshe secondary language name of the inventory.item

Secondary

Language:

Pack Siz Enter the totapacksizein descriptivewords for this inventory itenfor

Description: example, if your have an ,ithepaeksizemay y
be fACase o fPack e dBsuriptioh i®used dolescriptive purpose
andis not used in thealculation of inventory quantities.

Pack Size Enterthe packsize quantity barcode i t her from t he bo

Barcode: own barcode dat#&lace the cursor in this field and use the scanner to scan t
barcode into the field

Each Item Enter a barcode for each individual item in ffeeksize For example, each

Barcode: bottle of Budweiser in the casdso ha a barcode thas needed to calculate the

inventory totals.

Total Items Per
Pack Size:

If you have speified the Egh Item Barcodespecify the total items p@racksize
in this field. You aretelling the computer how many individually packed itemg
there are per eagiacksizedescription. For exampléyt he @ Cas e ,0g
the Total Iltems Per Pack Sizeshouldbfi24 060 since there

Recipe Units /

This field allows you to specify how much each of plaek sizequantityyields

Pack Size: for the menu item recip&or example, if thpacksizequantity 5 a case of beef
weighing 80 Ibs. anglour regpes call forouncee nt er 712800
there are 1280 recipe units geacksize (80 pounds at 16 ounces per pound)

Inventory This drop-downmenu allows you to select the inventory group.

Group:

Inventory Thisdrop-downmeru allows you to select the inventory location.

Location:
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Yy

Tech Tip: The most important fields to pay attention to are the recipe pits
packsizeand the cost pgracksize The recipe units pgracksizeis used to
calculate hownary units this inventory iterproduce when beiig used in
creating menu items$:or example, if you have a package of cheese and there
24 slices of cheese in the package, tlaee4 recipe units in this packagence
you usually ge the cheese byatlslice.If you buy the packages of cheese in ca:
and there are 10 packagdsheese in the casenter 240 recipe units ppack
size For things like liquid or ground beef that have more than omethod of
measurementhoose the least common denoator when picking howo
calculate the recipe unitsor example, if you receive your ground beef in 10 |k
cases and you need to enter the recipe unitpgmesize think about how you
would measure the ground beef when cooking the food. Most resusen
ounces when weighing ground beefcamvert 10 Ibs. td600z. and enter that
number in the recipe units ppacksizefield. Use sinilar conversions for liquids:
if you receive liquoin 750 ml bottles but you serveurces, how many ounces a
in thebottle (25.35)? This is the number yenter into the recipe units peack
size
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Menu Recipe Editor

Description: The purpose of this dialog box is to let you configure your menu item recipe so
your estimated inveory usaganaybe reviewed according to the sales activities.

Screen Location: Back Office > Setup > Inventory Setup > Menu Recipe Editor

Thisfiltersthe menu | These are the This speciiesthe This specifieghe units

items by group menu items inventory tems you want| of this inventory itento
currently to add to this recipe add to this recipe
available

Menu Recipe Editor

[AII Menu Groups

Menu tem Name
1/2 Liter Pink Wine
1/2 Liter Red Wine
1/2 Liter White Wine
Absolute

Absolute Citron
Adult Bruch Buffet
Alabama Slammer
Amaretto

Amaretto Sour
Anisette

Apple Juice
Appleton Rum
Apricot Brandy
Apricot Sour
BAndB

B-52

Bacardi 151
Bacardi Light
Bacardi Select
Bacardi Spice
Bacon Sourdough
Baileys

Baileys Chip Shot

<[ |

/ M ‘ Inventory item Name Units Used

| ‘ A/ Remove

Inventory tem Name Units Used

Recipe Cost $0.00 /1

Min. Retail

_’]—" Current Retail

date Price

Glop4l Replace

Ipentory Items Close
Z.

[] Shaw All Men

/ 7

This is therecipe for | This information | This will Save tlis recipe | This will update the
the currently selected| is about the recipg for the currently selected Current Retail to match
menu item cost of the menu | menu item. the Min. Retail.

item.

ems
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Menu Recipe Editor (cont.)

Description: The purpose of this dialog box is to let you configure your menu item recipe so
your estimatd inventory usageaybe reviewed according to the sales activities.

Screen Location: Back Office > Setup > Inventory Setup > Menu Recipe Editor

This adds the inventory itenandthe units used to the recipe.

Menu Recipe Editor

| All Menu Groups M ‘ Inventory item Name Units Used

Menu tem Name - [ H
1/2 Liter Pink Wine | e s

1/2 Liter Red Wine
1/2 Liter White Wine
Absolute

Absolute Citron
Adult Bruch Buffet
Alabama Slammer
Amaretto

Amaretto Sour
Anisette

Apple Juice
Appleton Rum
Apricot Brandy
Apricot Sour

B AndB

B-52

Bacardi 151

Bacardi Light
Bacardi Select
Bacardi Spice Recipe Cost $0.00
Bacon Sourdough

Baileys Min. Retail $0.00

Baileys Chip Shot - vl Current Retail $0.00 Update Price

[« |

[[] Show All Menu lterns Global Replace Close
Inventory ltems

Remove

Units Used

Save

This will take you to the Global Regide Inventory Items screen.
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Menu Recipe Editor (cont.)

Description: The purpose of this screen israplace yourecipe inventory items that you no long
use withnew items that you nowse.

Screen Location: Back Office > Setup > Inventory $gt > Menu Recipe Editor > Global Replag
Inventory Items

This is the inventory item that needs to be searched for.

Global Replace Inveritory ltems

Original Inventory/ltem

10.5 lacey bear A '
1000 Island =
12 miss powder puff

12 0z New York

13 penny & purse hear

15 dozen Eggs

{2 in 1 sconce/flower vase

|4 tier huffet stand

5 oz Ball Tip M|

New Inventory ltem

110.5 lacey bear A
{1000 Island

|12 miss powder puff

|12 oz New York

]13 penny & purse hear

]15 dozen Eggs

‘2 in 1 sconce/flower vase

4 tier buffet stan{

5 oz Ball Tip

‘ Cancel ’ I 0K

\

This is theinventory item youwse to replace the previous inventory item

Copyright © 1997 2007 Aldelo Systems Inc. All Rights Reserved.



Software Setup 78

Menu Recipe Editor (Modifiers)

Description: The purpose of thiscreeris to let you configure your menu modifier recipe so tha
your estimated inventory usagwmybe reviewed according to the sales activities. To get to this
screen you will need to drop the lgsdwn in the top left corner and selécMo di f i er 0 R

Screen Location: Back Office > Setup > InventorW Menu Recipe Editor

This field specifieshe This adsthe inventory item

This field specifies the
andthe units used to the recip

inventory itemused in this
recipe.

Menu Recipe Editor

I Modifier Recipes
Remove
Menu ltem Name [ \ ” MoVe
Mas Mraoka Inventory item Name Units Used

Recipe Cost $0.00

Edit Modifier New Modifier
Recipe Name _w Recipe

GlobadReplace
/Mﬁlatt;y(ltems J Close

This buttonchangs | This buton creates a new recip&.new recipe | Thistakesyou to the
the name of the should be created for every modifier you hay Global Replace
recipe. To avoid conflicts with othemenuitems in the| Inventory Items screen.
system, yowshould create names such as
iMod: Ab& ol ut

Save
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Modifier Recipe Selector

Description: The purpose of this screen is to assigacpe to a modifier.

Screen Location: Back Office > Setup > Inventory Setup > Modifier Recipe Selector

This field searclesfor the These are the modifiers This field searche$or the
modifier as you type. currently available. modifier recipe as you type

Modifier Recipe! Selector

1 v ‘ Moglifier Recipe

Menu Modifier S i Modifier Recipe Editor
?

=== 1st Half ===

=== 1st Quarter ===

=== 2nd Half ===

=== 2nd Quarter ===

=== 3rd Quarter ===

=== 4th Quarter ===

=== Entire Pizza ===

Absolute Citron
Absolute Kurante
Anchovies (l)
Anchovies (m)
Anchovies (s)
Anchovies (x)
Apple Barrel
Appleton Rum
Apricot Brandy
Bacardi 151
Bacardi Select

Bacardi Spice
Save / Cancel “ \Pone ’

<
Z \

/ \

This dit the recipe currently selected in thel This window contains all the modifier recipes
window below the buttan currently available.

Copyright © 1997 2007 Aldelo Systems Inc. All Rights Reserved.



Software Setup 81

Inventory UOM

Description: The purpose of this screen is to keep tracHllaghe Units of Measure you use your
inventory.

Screen Location: Back Office > Setup > Inventory Setup > Inventory UOM

UOM Name: | Enterthe Unit d Measure name

Recipe Units: | This field specifieghe actualnits in this unit of measur&or exampt, there are
16 oz. (Recipe Units) in a Pound (UOM Name).

Hide UOM: This hides this UOM.

5 Tech Tip: This screen des not calculate anything. istcreatedonly for

Q ; reference.
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Time Cards

Before starting your day, you mayant tochecka few things aboutgur employmentYou also
want to clock in start your staff bankandperhapsave a pagersaigned to you. This secti@over
many of the things you do weh yau first come to work

Clocking In

The firstthingto do bebre anything else is clock itf.you are a salaried employee, you & able
to clock inany time you wishlf you are an hourly employee, you might not be allowed tokdlo
until your scheduled timef you want to disable this behavior antbal employees to clock in
anytime checkthe optionSchedule Not Enforcedn the employees file under the Payroll tab.

You also have theption for b allowyour employeea grace periotieforetheir scheduled clock in
time. Thisis found inthe Advanced Settings sectidrhe optionis calledTime Card Clock In

Grace Minutes. Highlight it and clickfAEdito to change the value of the settinghis allows

employees to clock in before thaicheduled time to start their day eailijis timeis added for

payroll purposedf you do not wish to pay the employee for the grace minutes, you can round the
time to the nearst quarter houfThis feature is calle@ime Card Clock Rounding Minutes andis
found in the Advanced Settings section.

To dock in, follow the steps below.

1. Cl i ck on t hbattoridthenvain BQSrsaeg@ndaenter your access codéou
should have already created an employee file for each employewottkatin the
restaurant.

2. Clickonhe #ACI ock | nisplayyourtlazkintime.Thi s

a. If youhave multiple jobs, the systeasks what job you are workg There are
two requirements to enable multiple jobs.
i. The employee must have two separate employee files with the exact
same information except the job title and the pay rate.
ii. The option calle&Employee with Multi Job Selectionmust be checked.
This option can be found in Store Settings > Staff / CRM.

Tech Tip: This screemgoesaway after you ClocklnUs e t he fi Sa a:
ii.é" keep you in this screen until you are finished with everythmgneedo da
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Viewing Your Schedule

While in the Time Card screen, you may want to see what schedule looks like for a particular
week.To view your sckdule, follow the steps beloWwhese steps assume you are alreadiié
Time Card screen.
1. Clckon the fAVi ew JShsHispkdysthealdte pichert so yomcan enter the
week you would like to see.
2. Enter ay datein the week you would like to se€his displaysthe report showing your
scheduled time for thevork week.
3. Either print the report on the receipt prin

Information on the schedule includes tmepéoyee name, job title, datéime it was generated, the
employeés scheduled hours including breaks, regular hours, ovegid double time hours, and
the total hours worked.

Earnings Report

While in the Time Card screen, you may also want to see how much you have earned up to this
point for the current pay periodio view your current earnings, follothie steps below. These steps
assume you are already in the Time Card screen.
1. Clickon t he A@AEar ni nTdisdsplgysthe teport vaith thet corrent information
for this pay period.
2. Either print the report on the receipt genorc | i ¢ k éxiOtKedscraer

Information on this report includes the emplo§eeane, salary type, title, datange of the report,
list of clock in and out times, total hours for each day, total money earned, any wage advances, total
hours worked, and net wages eatn

Register a Pager

If your restauant uses Staff Paging, a pager assigned to ywa.types of pagersan be usedf
you are a regular employee) alphanumeric pager is usdflyou area manager, yoneed an
alphanumeric pagehat supports text so that yoanreceive updatesn sales informatiariThe
pagerassigned to thenanager has a special numbihnis numbers specified in the option
Manager Alert Pager Number. This option is found irStore Settings > Other.

There is also security that can be set to atboly authorized employees to assign pagers. This
setting is callecstaff Paging Register Pager Security Levelt is found in StoreSettings >
Services > Hostess / Paging Setup >General.

To have a pager assigned to you, follow the stegsbdlhese steps assume you are already in the
Time Card screen.
1. Cl i ck t he fATRisdipmaysdhe BtafftPaging screen. Here you agsigars as
well as send pages to the manager or other employees.
Cl i ck nRe.gdhisdisplaysa Reymadwhere yotan enter thpagemumber
Enter the numbeof the pager you wish to use. Tlsisnd a test page teerify that the
pager is operational

2.
3.
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Starting Your Bank

Starting Staff Bank

There are two options ildelo For Restauranter managing settlement transactiorSash Drawer
andStaff Bank. Staff Bank is used wheemployestakecare of theiown money an@ cash drawer

is notassgned to themlt is oftenconsideredhs their own personal cash drawer without the physical
hardwareMoney pouches are often used to carry the cash and clidmgene limitation
employee®ncounterwhenusng Staff Bank is thatheymay notalsobe a cashiefOnly oneoption
maybe used at any time.

To erable staff bankingwo required optionseed to be checked.
1. Check theEnable Staff Bankingcheckboxocated in Store Settings > Rewen> Cashier.
2. Use Staff Bankmustbe enabledor every employee using ithis is located in Back
Office > Setup > Employee Setup > Employee Files > [Any Employee] > Payroll

OnceStaff Bankis enabledor an employee, A St af t B a a kappedraotthe dime Card
screenTo start stafbank, follow the steps belowhese steps assume staff banking has been
enabled and the employee is in the Time Card screen.
1. Cl i ck on A Stdhis will by apfakeydadiso that yean enter the start
amount.
2. Start amount can either be given by the restaurant or provided by the employee. Once you
enter the amount, the system will ask who provided the start amount.

You can also have Staff Bank start@uatically when you clock ifThis option is callediuto
Start Staff Bank When Clock In. Thisalways stagthe staff bank with a start amount of $0.00.

- . TechTip: You can al so use the re
%;1 Patdo t o allow an employeeds S
works well for allowing two cash drawers on one system.

Cashier In

The main way to settle transactions in aagsint is to use a cash drawlost restaurants have at

least one cash drawéf not acash drawer for every statioBefore taking payments from

customers, yomust tell the systera cash trays available to receive moneylany features are

exclusive b cash drawers andeanot available to Staff Bankhese ar&ift Certificate, Pay Out,
Refund, and Settl e. Staff Bank can still set
Main POS screen.
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To enable Cashiers, at least one cashrimastbe createdrollow the stepdelow to create a cash
drawer.These steps assume you are in the Back Office.

1.
2.
3.
4

5.

Click on SetupThis is located in the top left part of the screen.

Navigate toand click on General Settings.

Navigate to and click on Cash Tray

Enter the name of the cash tra@his namecan be anthing you wish The name is only
used for reference and does not show up weeformingCashier In or Out.
Click fnSave. o

To casher in, follow the steps below.hese steps assume you have clocked in

1.

ook

Cl i ck t he budtt@anghe Ma&nrPOS screerhis displaysa keypadEnter your
access code.

a. This step can be secured so that only authorized employeeastaerdn.The
securityis calledCashier Sign In/Cashier Sign Outand islocated in Security
Settings.

Click on the cash tray yowantto assign to yourselT his displaysthe Money Count
screen where you will enter the start amount of the drawer.

a. Twelve denominationareavailable.These denominati@can be changed in
Stare Settings > Revenue > Oth&he feature is calle@ustom Currency
Denominations This featureis used mainly by customers in countries other than
the United States.

Enter the currency yostat with. Make sure this information is correct or your drawer will
show a discrepancy at the end of the shift.
Cl i c k . fAbRid williprenhpt you if you are finished with your money count.

When asked if you are finisbedfiMotd the
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Money Count Screen

These a& the These are the check These are the edit This is a built in
denominations and Room Chaes  card chargeseceived. number pad sa
available (if available) keyboard is not
received. required.
P;oney Count For Casiﬁer Out
Ca*h Check/Room learges Charges / Touch Pad
Q%{ Total ) / Add 7 8 9
$100.00 | / 0.00
$50.00 0.00 bz d iz l
$20.00 0.00 4 5 6
$10.00 0.00 Al Al
$5.00 0.00 1 2 3
$2.00 0.00
$1.00 0.00
$0.50 0.00 0 Yy
$0.25 o0 Enter
$0.10 0.00
$0.05 000 : — @, H
$0.01 000 =% / SL :
i o ) dditional Cash Verified
Total Total 0| |Total -
$o.oo] ’ $o.oo! r so.o?( @ “
Total Amount fg % J/ ﬂ -
$0- 00 M Move Dow/n Blind Close 3 cancel Finish

Z

This worksthe same as Thisclosesthe cash This is a quick way to

the tabbutton on the

keyboard andjoesfrom

one field to the next.

v

drawer and assuree enter the amount

the money in the

countedwithout

This save checks

and chargegou
have already

drawer is correct.

enteing each
denomination
separately.

accounted for and dc
not want to count at
the end of the shift.
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Reservations

If your restaurant accepts reservatioklelo For Restaurantsan help yowaccomplish th task.
Thisis usually handled by the hostebat can be handled by any employee with access to the
hostess features.

The hostess featusavorkwhenthe Use Hostess Feates option is enabledThis is located in the
Back Office > Setup > Employee Setup > Employee Files > Payroll. Once this fieadnebled,
three buttonshow p in the Table Selection scredtiostess, Assign Table, and Agsigab.

To access the resa@tionsystem¢ | i ck on t he fiHostesso button i
Follow the steps below to access the reservation system.
1. Clickt h Binefinobutton in the Main POS screen. Thimmps you for your access code.
2. Enteryour access code.
3. Click on the AHostessoOo button.
4. The default tab is the reservation tab.
a. The reserviion tab can be disabled (if not be used in your restaurarghlyling
the optionDisable Reservation FeatureThis ogionis found in Store Settings >
Services >Dine-In > Hostess / Paging Setup > Reservation

Creating A Reservation

To create a new resation, follow the steps belowhis assume you aran the Hostess screen.

1. Whileinthe défRer vati ono t ahsdisptaysthecnkew reervatinNseragn o
where yowenter the reservation information.

2. If you already have the customer informatidored in your databasaskfor the customer
phone numbeif the customer is not in thdatdase enter the nammanuallyin the
iPar t yltthetustentedi§ ound, t he altBnaaticallypgopulatede | d i s

3. Click on t he oértéardhawmary adults are¢ ih thenpaf@epeat this for the
children, highchas, and wheelchafields.

4. Click onthe type of seating requestdthese are the buttons below the customer type
buttons.

5, Click on theaetiBbmt elri mRe sadhisdisplayst |heed fibSuetl teocrt .
Reservation Time and Tableo screen.

6. Click on the date Hiton at thetop of the screen to displdlye date pickescreen.

7. Choose the reservation date.

8. Select the time of the reservatiandne of the two time columnghe left is AV and the
right is PM. Adjust the time to each quarter hour with the buttons below the Istair li

9. Select the table you sl to use for the reservation. If ttadde is not available, it isither
yellow, green, omblue. If available, it igrey or flashing.
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Changing A Reservation

Once you have created a reservatigou may need to change it to accommodate a customer
request. Any information in the reservation can be changed amddfly thesame as creating a
reservation.
To change a reseation, follow the steps belowhese steps assume you ar¢he reservionstab.
1. Click on and highlight the reservation you wish to edit.
2. CI i E & i Thisdisplaysthe screen where you can change any of the informatitared
previously.
3. Onceyouhavechangde t he i nf or ma tThisupdatsticelreserviatio Done . 0

If a reservatiomust bechanged after it has been markedCagckedn, Walk Out, No Show, or
Cancelleddoublec | i c k it and sel ect Tbs$hew thekkackvationathati v e 0
have been marked thithe various statusedick on the filter bttons at the bottom of the

reservation list.

Other options in the reservation tab include:
91 Date ptker to change the ddeing viewed
T A ATodayo button toquxklyange to the current
1 A print option to prit the reservation ligheing viewed.
1 Navigaion arrows to scroll up and dovimthe list when no keyboard is present.

Checking In A Reservation

When a customer arrives for their reservation, yaustcheck the customan. Smply highlight
the eservation and clic i C h e & the customér arrives a bit early amaistwait until their
table is ready, you can assign them a pager to ribifiyn when the table is ready.

Waiting List

To keep track of customevgiting to be seatedsa the witing list feature This feature is included
in the hostess featuresong with reservations and pagifthe waiting list workssimilary to the
reservation window.

To disable the waitingdt feature, rable the option calleBisable Waiting List Feature. This
optionis found in Store Settings > Service®ine-In > Hostess / Paging Setup > Waiting List.
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Add A Customer to the Waiting List

To create avaiting listentry, fdlow the steps belowl' hese steps assume you ar¢he Hostess
screen.
1. Fromthei Wai t i ng Li sitNe whigdisplaysthe new Wwaitingist entry
screen where yoenter the customer information.
2. If you already have the customer informati¢ored in your databasaskfor the customer
phone numbeif the customer is not in the ddtasee nt er t he name i n th
manually If the customerisdund, t he pdpBlaeattgmaticdlly e | d
3. Click on t he # A thedumberofadulisinthe partiRepeat¢his forethe
children, highchas, and wheelchalifields.

4. Select the type of seatiniget customer requesiBhese are the buttons below the Adults,
Children, etc. buttons.

5. Assign a pager ithe paging system is in usk test pagés sentto the pager to ensure that
it is operating correctly.

6. Cli ck.oihDone

Check In the Customer

When a table matches the customseecifications, the systeracommendthe table This displays

i n t he field bfthe Waitidgd ist screelhe recommended tabiisplaysnext to the

elapsed timeOnce a table has been identified as ready, the customer can be notified by highlighting
theentryinthewaii ng | i st and clicking APaging. o

Other options in the servation tab include:
9 Date picker to change the day currently being viewed
T A ATodayo button toquxklyange to the current
1 A print option to prit the reservation ligheing viewed.
1 Navigation arrows to scroll up and down thdist when no keybard is present.

Assigning a Table

The hostess has the optianassign a table to an employeanually These features aret
available unless the employee hasess to the hostess features. When a hosssgys a table, te
employee being assigned the tavlestbe classied as a serveiThis setting is callets A Server
and is located in Back Office > Setup > Employee Setup > Employee Files.

To assign a table to &iver, follow the steps belowhese steps assume yae & the Table
Selection screen as the hostess.
1. Cl i ck on A ARhisdisglaysthe scieenevitha@ list of employees that haveghe
A Server option checked in their employee filend arecurrentlyclocked in.
2. Highlight the employee you wishtegsignt he t abl e to and click @
3. Click the table number youish to assign to the employee.
4. Enter the number of guests. Thissigrs the table to the employee.
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Order Entry

Dine-In ordersareorders associated with alle.If you wishto calits o met hi n g Diog her
In, gou can change this by using the feature calliias Name.Thisis found in Store Setting >
Services >Dine-In.

To create a new order, follow the steps below.
1. Clickt h Binefinobutton on the Main POS screefou areprompedfor your access
code.

a. The only time yowarenotbeprompted for your access code is if you enable the
option calledAuto recognize this statiords cashier as the default employee
without login. This option is located in Station Settings > Cashier.

2. Enter your access cod@hisdisplaysthe Table Selection screen.

a. To skip the table selection screen and go direottythe order entry screense
the option calle&kip Table Selection This option is found in Store Settings >
Services >Dine-In.

3. Click on the table group you wish see.This displaysall tables for this group.

a. If you only want employees to seghies assigned to thense the table
assignment fature.This is differenfrom the hostess featuesthese are
permanent assignments. This screen is located in Back Office > Setup > Table
Setup >Dine-In Tables.

4. Click on the teble you wish to work withThis displaysa keypad asking how many guests
are in the party

a. |If thereis alreadyaticketon this table youa screenisplaysthe open ticket(s)
Click on the ticket you wish to work with.

5. Enter the numhreof guests and click E n.t ®his displaysthe Order Entry screen.

a. The default number of guests is pulled from Timal Seatsfield when creating
the tableThis field is located in Back Office > Setup > Table Setupirre-In
Tables > [Any Table].

b. If you do not wish to entehe number of guests, you can disable the option called
Track Guest Count For Dine-In Orders. Uncheck this option and you will not
be prompted for the number of guests.

Oncein the Order Entry screen, ydave many functions to choose frofihe Order Entry screen is
arranged to provide ghfastest operations possitddl commonly used buttons are located orsthi
screen for easy access.eMi graips are located on the Iside and the menu iteros the right As
you click on each enu group, the menu itermkange to what is in the currently selected group.
Action buttons are located below the menu items and are used to peafgoons tasks with the
order.Order settlement information is located in the lovight corner of the screen amgused to
send the order to the kitchen.
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Money Count Screen

These are the Ment These are the Menu Item: These are action Here you carthange

Groups. buttons to change the seat you are
various properties of currently ordering
the order. items for.

Guests Table Tickets f "f:)

erver: Oscar station: 1

lorder #: 1 pine In

E |Table: 1 Guests: 2

Kids Menu | ?
|1 Potato skins 5.95
=) @
4 7 »» Ticket #: 1 <<
Burgers Buffalo Wings Onion Rings Hachos i F 1 12/30/2005 8:52:44 AM
§ ‘ 1u
Entrees Pastas
23 o7
@ & 5 q‘ : A
Pizza Desserts Shrimp Cocktail Fried Zuchini Fried Mozzarella Quesadilla
Beverages Bar
Lemon Pep.
Chicken Tenders Shrimp Cajun Shrimp Stuft Jalapeno |[Sub Total g
Piscount Order
5.95 |
Tax
Y 045 g

Aﬁum Due
/ $6.40 %
Modifiers | Void | Re-Order| Hold Split C}m'un( Misc C?fi‘l’em'ier Settle
s

Cancel >
Haifi | fietails | Quantity!| Discoustits)| Surchefgo| | Credic / Chain ‘Done
12/30/2005 9:55:49 AM / Statiol Cash Traﬂ Cﬁier Oscar O
These are action  This is the payment These are the paymer This is he onscreen
buttons that perforn information. options. Use either ticket. Thisshowsall
various actions on Cash Tender or Settle ticket activity.

the order.
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Adding Items

Oncein the Order Entrgcreen and you want to addms to the tickefust click on the menu group
where thdtem is locatedthenon the item you wish to orderh@ item isadded to th ticket

To add an item to thécket, follow the steps belowhese steps assume you are in the Order Entry
screen.
1. Click on the Menu Gaup where the item is located. Tlsisows all the menu items for this
group.
2. Click on the Menu Item you ishto add to the ticket.
a. If the menu item has Forced Modifiers or a Modifier Builder ptate assigned to
it, thesepop up after the menu item is clicked.
3. Click fiDoneo to send the items to the kit
a. If you do not want to send the items to the kitchghtraway, you can disable the
send feature temporarily. The next time you recall the order thddteant unless
youdelayitagainThi s butt on i s/Baalol ed dithes Kiotum
Order Entry screen > Misc.
4. (Optional) If you want to settlthe order right awayse the settlement functions to do so.
a. The nCa s buttoheassubsthe gustomer is paying with cash atidplays
a <reen allowing you to enter the amount tendered.
b. The A $@tontislused for all forms of payment and shdaddised when
cash is not the form of payment.
5. (Optional) To save this ticket and start another ticket for thifetabs e thlaé n@Cbut t
This buttonsend the current order to the kitchen and startnew order for this tabl&his
is usdul if the customers havdecided to have separate cheak®ong themselves.

Voiding Items

Whenentering items, you may make a migand need to clear the itefhis canbe done using
t he fVoi disbution is loatedn thad Order Entr screen below the menu itendhere is
security on this function anittmayonly beusedby authorizecemployeesThereis one exeption
to this rule: f the order has notetbeen sent to the kitchen, yonay void the item without
authorizationThe sectity for this function is called/oid Order or Items and is located in
Security Settings.

To void anitem, follow the steps below. These steps assumégee a menu item ordered and are
in the Order Entry screen.
1. Cl i ck on ttténen thé Qroer Bry sciean.
2. Highlight the item you wshto void.
a. If the item has been sent to the kitchen, you will seg adxt to the item name.
b. Youmay also reduce the numbtms if thereis more tharoneon the same line.
Use the AReduced button to do this.
c. Towidtheentireline use the fAVoid Lineodo button.
3. Click the ADoned button.
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Re-Ordering Items

After you have sent the items to the kitchen or bar, the customer mayowadet more of the
same itemlf this item had many changésit, it may be embarrassinflyou have to ask the
customer what their preferences were again.

To order the same item with the same rfieds, follow the steps belowhese steps assume you are
in the order entry screen ahdveordereditems

1. Clickonthefi R®r d e r 0 Thisdisplaysaiist of items that haveeen ordered

previouslyfor this ticket.
2. Select the item that the customer would likegorder.
a. Reorderasmanyitemsase c es sar y a nThisiSusefal forthinBso ne . 0
like beer, vhich usually come in rounds.
3. When finished, click the ADoned button on t

Holding Items

If you need to delay sendiribe food to the kitchen,se thehold function There are two forms of
hold in the Order Entrycseen. Item holds and Order holtfsyou hold the entire order, all ¢hitems
are on the same timdf.you hold individual items, they can all have different hold times.

To hold anitem, follow the steps below.hese steps assume you are in the OrdewyEoreen.
1. Click on the item you wish to order.
2. Cli ck on t herhisdidplaysthescréemn that listsall thitems on the current
ticket. Items that have been sent to the kitchen are marked with a [*].
3. Highlight the item(s) you wish to hol&.ou can hold items that have been sent to the
kitchen as well as items that have getbeen sent to the kitchen.
a. I f you wish to hold thed emutitreen order, ¢
4. Click methodyou wish to use. There atleree options:
a. Hold Until Notified holds the order or items until you remove the hold status.
b. Hold Timeallows you to select how long you wish the hold status to be active.
i. The Hold Time screen has many options to allow you to adjust the time
to exactly how long you wh the hold status toe active.
c. Future Date Holdllows you to hold an order or items that will be prepared on a
future date.
5, Click fADone. 0
6. Click fiDoneo in the Order Entry screen to s
a. Thisprintsa chit in the kitchenswathsthe iten
i. If you do notwant a ticketa print to the kitchenyse the feature called
Enable Delayed Send Order Feature Thisis found in Store Settings >
Print > Kitchen / Bar.
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Hold Screen

These are the items  Use this to hold until Use this to hold for a Use this to clear the
you can hold. you remove the hold specified amount of  hold time on selected
status time. items

\ \
\ \

1 Miu ltem 1361 $6.50
~

Hold Until Wotified

X
e
Hold Time |

]

Clear Hold Time

2

Future [jate Hold

‘Q’ . /suec: Al -59

Use this to select all the iterns click it again ~ Use this to hold until a future datEhis button
to unselect all the items. showst he fADated button
Screen.
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Hold Time Screen

These are the quick buttons fc These will adjust théme
number of minutes. manually.

This will show the specified
hold release time.

/

OrdeNTime Hold UntilJime
1213012005 11:52:12 AM X
S*Iinutes 10 Minutes 15 Minutes
20 Minutes 25 Minutes 30 Minutes
35 Minutes 40 Minutes 45 Minutes
50 Minutes / 55 Minutes \60 Minutes
Hour Hour Minute Minute

O A i

-

This will change the date of tt This will clear the hold time
hold to allow future hold dates

Accept

This will accept the hold time
and apply it to the order or
item.
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Releasing theHold

Once an item or order is on hold, there are twysthe status can be removéte first is if the
hold timeon the item or order expire®nce the time expires, the item or ordesent to tle kitchen
with a fire commandThesecondway is if the item or order has the hold status remowadually

To remove the hold status from thielermanually follow the steps belovilhese steps assume you
are in the Order Entry screen with menu items on hold.

1. Cl i ¢k t h eonintHeoOrdatoEntty acteen.

2. Highlight the item(s) you wish to remove the hold status from.

3. Clickt he ACI ear Hol drenbvenhe ldold btatus froonrhe itef briorslers.

4, Click nADone. 0

a. Once you cthe ocder wifl rsanteq the kitcharith a >>>Fire<<<
command listing all the items that have been released.

Splitting an Order

Customers sometimeavant to split their ticket§ his could happen at anytime during the custd@mer

visit. They may tell you beforeordeg,i n whi ch case the AChaind bu
Entry to create multiple orders. If the customer mentions they would like to split the dterck a

items have already been ordered, you can still $giitems into separate chedksusing he
ASplitodo button in the Order Entry screen.

To split items onto separatbexks, follow the steps below. These steps assumbaxaiitems
ordered on the ticket and are in the Order Entry screen.
1. Cl i ck t he dnseOridet Entrylsaneert. o n
2. Enterthe number o&dditional checkstocreatdby c | i c ki ng .fThisésthéd Ad d o
number of checks yowishto create in addition to ¢hcheck you already have open. For
exampl e, if you wish to create two additi
3. Select the items to remove from thieginal check by clicking on therMultiple items
may be selected.
4. Click onone oftheblank checks. The items are removed from the original check and
added to the blank check.
a. Ifyoumake a mistakee | i ¢ k t hbattorfi Ddstad @vér.o
5. (Optional) Click on the fAiGuestsod button al
6. Repeat steps-3 until you have ssigned the item® splitfrom the main checkThe
remaining items arkeft on the original check.
7. Cl i c kh Aréiddisglagsthe window allowing youo select which checks print.
8. Highlightthechecks o print and @ oek PimRAGdNMPrintSel ect e
Noneo

Combine Orders

Customers sometimes masant to pick up a tafor afriend or change their mids on having
separate checkgvhen thishappensyse the Combine function in the Order Entry screen.

To combine checks, follow the steps beldese steps assume you hawdtiple orders created
and are in the Order Entsgreen.
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1. Clickii Co ml i theOrder Entry screen.

2. Select the order you wish to combine with the original otid&tris openn Order Entry.
Theorderdisplays, allowing you to review litefore accepting it.

3. Click fAcceptombna withihe cuoentdrelar. i s

4. If you have another order to combine, repeat steps two and three.

5, Click ADoned wh embiningallthearders f i ni shed ¢

Ordering a Half

A customer may only want to @er a half ordeof something.This may be for a child drecause
they do not want the full dish. Todothis| i ck t he fAHal f 0 befotetlickimg i n t he
onthe menu item. HIf of the itemis orderedard the price for the iteris cutin half.

Item Details

Before ordering an itenthe customemay want to see what the item looks |ike a description of

the itemingredients and what comeswithio t hi s by cl i cking reyout he AL
click on the menu itenThis displays ascreen thashows apicture of the menu item and a

description.There are also options to print the descriptiontaral or der t he i tem. Th

ordes the item.

Ordering Multiple Quantity

You may want to order ma than onef a particular itemlnstead of clicking on the menu item
button as many timesasneedeldi ck on t he fAQuant inampberofiemstbo on and
order at once. Thiadds a line to the ticket thatdicates the item along with the nuberspecified.

Applying Discounts

Discountsare a big part of a restaurant operati®pecias are going on at various timesistomers
may havea coupon, rmnagers may give outstounts to frequent customeasid employeemay
have special pricing on foddom the restarant.All these scenarioarecovered by discounts.
Discountsmaybe appliedeither tothe entireorder or 6 individualitems on the ordeMore than
onediscountmaybe applied to the ordeitems can only be discounted once and cannat ha
multiple discounts pplied. You may however, have five items on a check and discourtfttiem
as wellas discount the entire order. Thigpiesthe order discount to thremainingitems that have
not hadanitem discount applietb them.

To discount an item, follev the steps belovithese steps assume you hawrdereditems and are in
the Order Entry screen.

1. Click on the fADiscount so bdidplaysascieeanthathe Or de
allows you to choose the type of discotmuse. Therare three option®iscount Order,
Discount Item, and Cash Discount.

a. Discount Order appliethe selected discount to any item in the order that does not
already have a discount applied.

b. Discount Item appliethe selected discount to the selédtem. You cannot apply
more than onéiscount to an item.

c. Cash Discounallows you to specify the discouamount manuallyYou may
have a Cash Discount and an Order Discount on the same check.
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2. Click on thedesireddiscount type If you choose Discour®rder,you aretaken diectly to
the discounts screen. If you chodsiscount Item, youmustselect which itento apply the
discountto. If you chooseCash Discount, yomustspecify the amount of the discount.

3. Click fADone. 0

Applying Surcharges

Surchargesnustsometimese applied for various reasons acah be for anything yodeem
necessarySurcharges can kapercenageor dollaramount andmaybe waived if a check is over a
certain amountSurcharges calme atomatically applied topsecific order typeslf taxes apply to
surchargesselect theApply Tax on SurchargecheckboXocated in Store Settings > Taxes > [Any
Tax].

To add a surcharge to an order, follow the steps bdlbese steps assume you iréhe Order
Entry screen.
1. Click on .ASurcharges
2. Select the surcharge taldto the checkYou mayonly apply one surcharge to an order.
3. Click. dDone

Applying Credits
There are two ways to generate a credilofelo For Restauras thecreditmay be earnedyb
participating in the frequent diner programthe credit may be issued manually

To applya credit, follow to steps below. These steps assaunredit has beerreatedor the
customer angou are in the Order Entry scnee
1. Cl i ck on t loeintheXrdercEntty scrednu t
2. Choose the search methfor the customer. There diee searchmethods.
a. Phone This method is used to search by the customer phone number.
b. Account Codd This method is used to search by theauntcode, whichis
defined in the customer account information.
c. MSR Cardi This method isised to search by an MSR cafthese can be issued
by the restaurant as a membership card.
d. Customer Namé This method is usedtsearch by the customer name.dfly
search by customer nanglist of customeraames displaythat matchalong
with the phone numbers so you can pick the right one.
e. DeliveryAddres§ Thi s met hod searches by the
3. Provide the informatin to search for the custem Once found, a screappeas showing
all the credits currently assigned to this customer.
4. Choose a credit to apply to the order.
a. If the credit is not entirely used balance ikept for later use.
5, Click fiDoneo in the OrdtdortheBrdet.ry scr een
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Changing the Order Type

To change the ordeype, follow the steps belowhese steps assume you are in the Order Entry
screen.
1. Click on the button with thewcrent order type nam@&his buttonis locatedabove the
menu items and tthe right of the menu groups.
2. Choose the new order type.
3. Enter appropriate information about the order to make the change.
4, Click fADoned in the Order Entry screen to s

Adding a Customer Name to an Orer

To add a customés name to the check, follow the steps below. These steps assume you are in the

Order Entry screen
1. Clickt he ACNamemebutton.
2. Ontheorscr een keyboard, eantddrckt Mdoi mu sthomer 6s
3. Click AnDonedo in the Order Entry screen to s

Changing the Number of Guests on the Check

Use t he 0 Gtoehangestbe nbmbér bf guests on the cheek d@he button is located
abovethe menu items in the Order Entry screen.

To change the numbef guests at a tahléollow the steps belowlhese steps assume you are in the
in the Order Entry screen.

1. Cl i ¢k t h e toidathe GridesEntrylsareen.

2. Enter the number of guesusing the keypad that displays andicc k . MEnt er

3. Cl i c k dnihe @réedEntry screen to save the new number of guests to the check.

Changing the Table Number of the Check

Sometines customers magsk to move to another tablehiscanb e done using the AT
on the Order Entry screen. Thatton is locateébovethe menu items in the Order Entry screen.

To change the table number of tfeeck, follow the steps beloWhese steps assume you are in the

Order Entry screen.
1. Click the fATableo button in the Order Entry
2. Select the table yowishto move this check to.
3. Cl i c k dnihe @réedEntry screen to save the changes to the check.

Recall Another Check on the Sama Table

If you are working with multiple checks on the same table and need to switch between them
quickly,u s e Ghdtrlk® fib uoh theoQrder Entry screen.

To change the check you are working on for thisl¢, follow the steps below.
1. Click the fACheckso butotdisphaythe €hetklselect@iscdeerr Ent r
where youwcansee your checks and chodbke one desired
2. Highlight the check yowish to changetoandci c k. @ Edi t
3. (Optional) If youonly want to look at the checks and it want to choose one, click
i Do.nce
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Changing Seat Numbers in Order Entry

To assign seats to the items ordered, you can do so by using the seat icdhasatheseat

indicator field Assigning seats to the ordeelps the serveto remember which itemags to which
customer and alsallows for more advanced features such as grouping the items on the guest check
by sat number for easier viewing. Sevdrsturesareasociated with the seats function.

NouhrwhE

Show Seat Assignment Reminder on Done F@ine-In Orders.
Force Seat Assignment Reminder On Done

Prompt Seat Number on Startup

Prompt Seat Number on Each Item.

Smart Seat Handling

Show Total Per Seat

Hide Seat # From Printed Check

To create a seat number for a guerstck, follow the steps beloWhese steps assume yane in the
Order Entry screen.

1. Click on the seat icon with a plus sign next to it to increase the seat number you are
working with.

2. Click on the seat iconith a minus sign next to it to decrease the seat number you are
working with.

3. Click on the seat number to show the visual table layout so you can choose which seat you
want to work with without having tase the plus or minus buttorighe seat numbdield is
directly above the oscreen guest chedk Order Entry.

MISC Button

On the Order Entrgcreen, thé Mi o$utton is used toeachoptions that are natommonly used in
Order Entry.These functions include:

=4 =8 =800 -0_8_9_9_9_49_-°9_-2°_-°

Change Price
Assign Sats
Clear Order

No Sale
Change Server
Gratuity

Cust. Lookup
Recall Order
Create Labels
Retail Screen
Tax Exempt

No Kitchen / Bar
To Secondary Language
Lock Screens
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Change Price

Only employees witkahigh enough security clearancen@ange the price of an iteffio use the
feature, tick thefiChange Pricgbutton. A keypadippeas and promp you to enter a manager
access codénter an access code wilnigh enough security clearancedisplaythe Chage Price
window. Slect thatems todisplaythe Erier New Unit Price dialog bo¥nter the new pricand
click fiEnter. o

Assign Seats

This feature is only available @ine-In type of orders. lassigis ordered items to certain seats.
Click on thefAssign Seatsbutton inside the MISC window. The Assign Seats wincappeas
with the menu items. Click the itepou want to assign to a seatdisplaythe Seat Assignment
window. Here youmaychoose the seat thatiyevant to assign that item t@nce you haveelecte
the seat, yoare returnedo the Assign Seats window were ygither carpick more items or you
can dick i D o noefidish with assigning seats.

Clear Order

This feature lets you clear all of tbedereditems aslong asthe oder tas not already been sent.
Click on thefiClear Ordeo button in the MISC window. A confirmation windoappeas, allowing
you to verify the action

No Sale

This opersthe cash drawer for an employee withighhenough security clearandehe security
clearance for this feature is located in the Back Office under Security Settings > Access No Sale
Require Manager.

Change Server

This featureallowsyouto change the servassigned to an order. Clithe iChange Servérbutton
in the Misc window.The Enter Newserver Access Code keypappeas. Enter the access code of
the employee taking over this ord@lick fiEnteid to complete the change

Gratuity
This feature lets you add a gratuity to an or@ick on thefiGratuityd button in the Misc window
to bring up the Gratuity screeSelectt h Bercént) iAmount or fiDifferencéd b udepending

on what typeof gratuityyou are adding.

1. I f you sel ec gratuityRype, theeEret GratudysPertetkeypadappeas.

Enter the percent and click AEnterodo to appl

2.1 f you s el asthe grafuityrtypdhenBnteiCash Gratuity Amount keypad
appeas. Enter the amount and click AENntero
3. If you s el e as$thefgBtuitly type,rnthe MotakTéndered keypapeas. Enter
the totalamount e nd er e d a n dhisenbkis thé tip Ankoant teerdifference
between the tendered amount and the amount of the ticket.
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Cust. Lookup

This featire allows you to search for customers by Phone, Account Code, MSR Card, Customer
Name or Delivery AddressThislinks the ordeyou are creating to the custoréeaccoun Click

on thefiCust. Lookup button in the Misc window to bring upahCustomer Lokup Type screerin

this popupwindow, thereare fivebuttons fiPhae p fiAccount Code) iIMSR Card) fiCustomer
Nameo andfiDelivery Addres

To usethe Phone search method, enter the custpmane numbea nd c¢ | i orkthetkdypad.e r o

If using theAccount Code search method, after you have clicked the Account Ctide, lanter the
account cod@ the onscreen keyboard andiak fiFinish o

If using the MSR Card search method, after you have clicked the MSR Card button, swipe the
magnetic card tlmugh the magnetic card read@his displaysthe account specified for this card.

If using the Customer Name search method, after you have clickB@uk®mer Namibutton,
enterthe name of theustomer andlick the fiFinishd button. After you haveompletedthis, the
systemdisplaysanother ppup window with a list of all theames that match the nary®u entered
Choose the customisraccount to bring up the Review Customer Information screen. If the
information is corect, dick fiDone 0o

If usingthe Delivery Addressearch method, after you have clickedfihBe | i ver yutténd dr e s
enterthe street addressf the aistomer andlick the fiFinishd button

Any time you type in a phone number and there is no custafitiethat number, yomustcreate
the customer file before you can continue.

Recall Order

This feature is the same as the Recalldwuih the Main POS screen. It displdiie Recall Order
screenallowing you to recall an order.

Create Labels

This feature allowsaqu to create labels for menurits that are ordered by weigktlick thefiCreate
Label® button to bring up the Weighd Menu Item Label Generatdrhis screen allows you to
select the menu item and specify the Unit of Measlioeag with the Expiration Diz. Use the on
screen keyboard if necessary to enter this informa@mae you have filled in thigelds, enter the
total weight of the menu itenthis calculatethe price of the order and disp&yon-screen.

Retail Screen

This feature allows you to order items by scanrimgr barcodesClickonthefi Ret ai | Scr ee
buttonin the Misc window tadisplaythe Retail screenScan the barcode twderthe item If the

item has anyorcedmodifiers,the systenallows you to select thenTo void an item, kick the

fiVoido button and void or reduce items as norrialc more information on voidinigems,refer to

the Void sectiorof this manual
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You can also add menu modifiers, order by weight, or order by quantity bynditia appreriate
buttonswWhen you are ready to exit the Retail scree
return to the Order Entry screen.

Tax Exempt

This feature allows you to exempt tax from the current o@kck on thefiTax Exempd button to
bring up the confirmation scree@lick on thefiYesd buttonto make the order tax exempt. To
removea taxexemptionfrom an ordeyclick thefiTax Exempd buttonagain The systenaslksif you
wart to remove the Tax Exemptio@lick fivesd to remoe the tax exemption.

No Kitchen / Bar

This feature allows you to specifiyyou want thisordersent to the kitchebé&r. To use this feature
simply dick on thefiNo KitchenBard b u t t lickeitharfiyésd ar iNo. ®his features only
activeduringthis session of the order.oBuppress the print to the kitchen / bar the tiene you
recall this order, yomustperform this action again.

To Secondary Language

This featurechangs the menu itemextto the secondary languadgemployees that read two
languages canse thideatureto remember the namef particular menu items they are not familiar
with in their secondary language.

Lock Screens

This feature allows employees witflgh enough security clearance to lock or disable all of the
features in the Miswindow. Click on thefiLock Screensbutton in the Misc window. A keypad

pops up and prompyou to enter your access cod@imter the acess code and clidcke fiEnteo key.

If you entered an access code with high enough security clearance, the screens will be locked and
will not be usable until someone with high enough security clearanoaves the lock-ollow the

same procedures to remove the lock.

Modifier System

Menu Items in a restaurant can have many optisnsh as side dishes and preparation instructions.
These optionsnustbe sent to the kitchen and presented to the cooks asénvers in a meaningful
way. Thishelps prevent mistake3.here are several ways to tkavith modifiers inAldelo For
RestaurantdManual Modifiers, Forced Modifiergnd the Modifier Builder Templates.

Normal Modifiers

This screen is used for manually changing modifiers tleaasociated with a menu itefrhis is
usually used when a mistake has been made during the initial assignment of modifiers using the
Forced Modifiers or the Mod#r Builder TemplateThis can also be used to add a modifier that is
not currently in the systerils e t h e Dulignltoisit a qRantytyoof items into smaller
guantities. For example, if you hatentacos and you want to modify ortlyreeof them you can
highlight thetentacos and click Split Qtto tell the systeryou would like to splithree off the

main group. lnow shows seventacos andunder thatthreetacos.

Copyright © 1997 2007 Aldelo Systems Inc. All Rights Reserved.



Dine In Orders 10¢

To use the Manual Modifiercseen, follow the steps below. These steps assume yowtdsred
an item in the Order Entry screen.

1. Cl i ck on t hetoniinkhe @rder Entryrseraenhis displaysthe Modifier
screen where yocanmanipulate modifiers for each menu item.

2. Select the menu iteto work withfrom the top right corar of the screerse the arrow
keys to navigate through the menu items.

a. The modifiers currently assigned to the menu iseashown in the space above
the menu items window.

3. Select the modiér type you wish to work withThese are the buttons below the menu
items window. There areightmodifier types.

No

Light
Extra

Add
Exchange
Half
Toppings
Bar Mixing

i. Thereis also a"®f A | blttonthat displaysall modifiersat once.

ii. If you do not want to see all of the modifier types, you can disable the
fiHalf,0 AToppingso fiBar Mixing,0 andfiAll 0 buttons in Store Settings >
Products > Modifiers.

4. Select the first letter of the modifier withe buttongo the left of the modifiers. The button
ignores the modifier type andisplaysmodifier names that beginith the selectedetter.
5. Select the modifiers to add to this menu item. Modifiers already selectgreareand can
be deelected if dsired(as long as the item has not yet been sent to the kitchen)
a. To change the price of the méidr beforeaddng it to the menu itenglick the
AChange Modi f ibeforeclieking theenadifidr.ut t o n
b. Todoubleor triple a modifieru s e t hefd & 2 & 0 hefdietlacking the

Se@rooooTe

modifier.
c. Use the fiNoted button to add a Note to
6. When you have selected all thecessarynodifiersc | i c k. G Done

Manual Modifiers

In the Modifiers screen, you cafso createnemo di fi ers on thke Ehyrydse
button to accomplish this

To create a new modifier while in the modifiers screen, follow the steps bEf@mse steps assume
items have been ordered but not yet been sent to the kitchen.

Cli ck the fiyMannbuwatlt oEhnt r

Highlight the menu item you wisto create a modifier for.

Type the name of the modifier in the Modifier Name field.

(Optional) Type the secondary language name of the modifier in the Sec. Language field.
(Optional) Fill in the additional cosff this modifier in the Additional Cost field.

Click AnAddo

Click .MFinish
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Forced Modifiers

If you want your employees to have a limited list of modifiers to choose from and provide a path to
follow when selectinghte modifiers, se the Forced Modifier system afdelo For Restaurants

To use the Forced Modifier system, yowst firstsetup the forced modifiers in Back Office > Setup
> Menu Setup > Forced Modifiers.

To use Forced Moflers, follow the steps below.hese steps asme you have already created
forced modifiers for the menu items yateordering and are in the Order Entry screen
1. Select a menu item that hasded modifiers created for iThis displaysthe first level
popup of forced modifiers.
2. Select a modifier fronthe first level This displaysthe second levelf forced modifiers.
3. Repeauntil there are no more levelsr when theseventHevel isreached.
a. You can disable the AFinishd button in
feature calledisable FINISH Button in Forced Modifiers. This feature is
found in Store Settings > Products > Modifiers.

Modifier Builder Template

For maximum flexibility and ease of use, modifieildar templates are the way to go for most
restaurants Modifier builder templateaccomplish the work of forced modifieras well as create a
flexible way of preseimig the modifiers to the useFemplates also cut down on the amount of work
necessarguring setugbecausea templag¢ can be assigned to more than orenu itemTo use the
Forced Modifier system, yomustfirst setup the forced modifiers in Back Office > Setup > Menu
Setup > Modifier Builder Templates.

To use a modifier builder templafie]low the steps belw. These steps assume you have created a
builder template for the menu items yateordering and are in the Order Entry screen.
1. Click on the menu item that has a modifiefltder template assigned to Tthis displaysthe
modifier bulder template screen.
2. Click the group you wisko work with for this menu itemOnly the groups defined for the
template assigned to this menu itarashown.
3. Select the modiér type you wish to work witilhese are the taright orange buttons
above tle actual modifiers.
a. Tosdecta certain type by defaultgtit up in the Modifier Builder Template
Setup screewhen you edit each categolyse the Default Actiodrop-downlist
to choose the default modifier type.
4. Select the modifier you want to addttes menu item.
a. To limit users to select only X modifiers, set this up in the builder template
category.
b. To force users to select at least X modifiers, set this up in the builder template
category.
c. To change ta price of a modifier,Ici ¢ k t he fiGhra nRgrei cMeodd ibfut t
before selecing the modifier.
d. Toremove an already selected modifier, highlight the modifier and click the trash
can icon buttonYou can also click the modifier againdeselectt.
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Pizza Builder System

Pizza restaurants have special requirements wheating an order for a pizz8ince pizzas are so
flexible in their designAldelo For Restaurantsiust alsce flexible in the way they are ordered.
With the pizza builder screeareating a custom pizzassmple.Toppings can be divided among
halves thirds, or quartersCrusts maye selected as well a&w to charge topping priceslany
featuresaffect the pizza builder screeébome of these features are:
1. Show Pizza Builder Screen
a. This featureshowsa menu item as a pizza item in the pizza builder template.
2. Special Pizza Topping Charges
a. This featureallows you to specify the number of toppingeluded with a pizza
for free before th@ormal pizza topping charggointo affect. Thiscanalso be
reversedso hat a number of toppings atbarged and the rest are free.
3. Proportioned Pizza Topping Charge
a. This featurecharge half price on a toppupthat is on only half the pizza, a third
on a topping that is on only a third of the pizza, etc.
4. Half Topping Half Price on EVEN Qty
a. This featurecharge half price for toppings that are used on an evenly divide
pizza. If thirds is usedhée normal price isharged.
5. Pizza Size Alias Name 1 10
a. This featureallows you to change the name of the pizza size to whatever you
choose.
6. Pizza Size Half Topping Price I 10
a. This feature allowyou to set thdalf-toppingprice for each pizza size.

In order to use # Pizza Builder screen, you must fisstup thepizza in Back Office > Setup >
Menu Setup > Pizza Builder Setup.

To use theizza builder sreen, follow the steps belowhese steps assume you have created a
pizza with at least one crust and a couple of toppigs are in the Order Entry screen
1. Click on a menu item thatals been setup as a pizza itendigplaythe pizza buder
screen.
2. Click the type of crust for this pizzah@gse are the tan/light orange buttons at the top of the
pizza buildey.
3. Click on the portion of the pizza yauwuld like to add toppings td.hese are the arean
the right side of the screen label&shtire Pizza, Half, Third, and Quarter. Once you have
clicked in the areahe selected arearns white to indicate it is the currently active portion.
Click on the toppings yoto add to this pizza.
Repeat steps 3 & 4 for each side of the pifzaecessary
(Optional) Click the ANor mal Chargeso but
toppings on pizza with multiple portions.
7. Click. 6Done

ook
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Order Entry for Bar Tab

To use the Bar Tab functions idldelo For Restaurantyoumustconfigure the statioasa bar
station instead of a server statiged to service tableFhese settings are found in the Back Office
under Station Settings > Other OptioAscouple of featurearedesigned to make this switch.

1. Enable Bar Tab Services For This Station

2. (Optional) Skip Table/Bar Tab Selection forDine-In.

3. (Optional) Bar Drink Items will not charge sales tax (Applies to bar order on this

station only).
4. (Optional)Bar Tab Caption.

Enable thefeatureEnable Bar Tab Services For This Station.This shows the bar tab screen
allowing you to create ordelmsed on a custon@rname instead oftable numberBar Tabs are
kept separately from the table orders and are considered theardemtypein most cases.

Create a New Bar Tab

To create a new order for a bar tab customer, follow the steps below.
1. ClicPbinedm fin the Main POS screen.
2. Enter your access code. On the Dine In Type screen, selectaiflbte or Bamaborder.
a. If you want this station toreatebar orderexclusively, seledthe optionSkip
Table/Bar Tab Selection forDine-In.
3. Click Bar Tab. Thiglisplaysthe screen where yaansee allyour curret bar tabs as well
as creat@mew bar tab.
a. If you wantchange thé B a r cdptob on the buttoto something different,
editthe Bar Tab Caption option
4. Enter a name for this bar tabou can also use tHsutton with he two people to enter
information about theustomemhenthe name is noknown
5, Click .MFini sh

The guest checghows the Bar Tab Caption as well as the customer name instead of the table
number.

Setting Up Bar Tab Efficiency

Bar Tenders nekto move quickly whileserving customers and making drinks for other seévers
orders. The POS systenyistentally the wealest link in the process if not setup properlgv&ral
options inAldelo For Restaurant®akes orderingitems and editing orders very faghese settings

can be found in the Back Office under Station Settings > [Other Options, Cashier, or Quick Service
tabs].
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These featuresiclude
1. Auto recognize this statiods cashier as the default employee without ldm.

a. Use his featire for bartenders working alonéou can also use this feature to
speed up operations with timpeople wadking out of the same cash drawer,
howeveryoulose the ability to track which employégresponsible for cash
discrepancies.

2. Change Due Screen Time Out Seconds

a. Use this feature teetthe number of seconds the change streershows. This
eliminatesthe needoclick on t he fiDoneothelgustomeon after
change.

3. Stay inOrder Entry EcreenAfter Order is Finished.

a. Use this feature taemainin the order entry screen. This is useful if you db no
run bar tab®ften and just need to quickbrocesdransactios from customers
coming upto the bar.

4. Bar Tab Use Quick Service Order Screen

a. This featurechangsthe look of the Order Entry screen andgiabre options
diredly on the Order Entry screen. Thereen also has quick cash buttons for
processingash transactions quickly

5. Quick Service Screen Auto Log Out Seconds

a. Usethis featurego automaticallyjog out an employe@henfinished with an order
The system returns to the order entry screen automatically usiSgayén order
entry screen after order is finishedoption. Thisallows the next employee to
enterhis or heraccess code and immedigtstart the next order.

b. MSR cardsare recommendedith this feature so the employean swipe &ard
rather than entex number.

c. This feature cannot be used with theto recognize this statioris cashier as the
default employee without loginoption.
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Order Entry for Take Out

Therestaurantmayf f er f ood f o@ d&6rdahkseord®s) & customghdrie mumber
is associated with the customeicordso the order can be tieed in case of a no showr to track
the customds order history.

Several featuresan affect the way Take Out ordéshave Some of these features are:
1. Require Phone # For Take Out
a. This featuraequiresa phone nmberto be entered beforan order can be placed.
i. Torequire the systeto checkthe format of the phone numbeise the
Enforce Exact Telephone Number Digitfeature Thisforcesthe
employee to enter a phonember that matches tfielephone Display
Format in Store Settings General
2. Take Out/ Delivery Show Search Type
a. This feature Bows additionaloptions for looking up customérformation when
creating a new Take Out order. These options include
i. Phone Number
ii. Account Number
iii. MSR Card
iv. Customer Name
3. Do Not prompt user to enter customer phone number for take out on this station
a. This featuralisablesthe prompt tasearch for a customer. ghone numbeis not
required The user imken directly to the order entry screen.
4. New Customer Take Out On Hold
a. This featue placesthe order on hold until the hold msanually removedor
customers not in the system.

Creating a New Take Out Order

To create a new Take Out order, follow the steps below.

1. Click ATake Out 0 erpThisdisplayseitier a keyp&©rsa seachr e
method, depending on whethtbe Take Out / Delivery Show Search Typdeatureis
enabled.

2. Enter the phone number or choose the sear@hayg enter information for tfeeistomer.
Thisdisplaysthe Customer Irdfrmation screen.

3. Enterthecustomer informationrthis screen.

a. If this customeis already in the system, thdormationis populated
automaticallyIf the customehas previous orders, you able to view those
ordersby clickingt he i Or de ttonHi st oryd bu

4, Click .mMFini sh
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Order Entry for Drive-Thru

If your restaurant has a dritbru window, use thedrive-thru features ofAldelo For Restaurants
There are many uniquerfationsfor drive-thru establishmeist especiallyregardingtiming and
order handlingSeveralfeaturescanaffectthe waydrive-thru orders behavesome of these features
are:
1. DisableDrive-Thru Timing Feature
a. Thiscompletely disablkethe drive-thru functions inAldelo For Restaurant3 his
feature i s c¢ommo DrveThwds ebdu tt eoosed fal awottiert h e
order type. Irthis case, bange thélias Name of the Drive-Thru order type.
2. Drive-Thru Orders UseDrive-Thru Stations
a. This featureallows only stations marked adrive-thru stations to edior settle
drive-thru orderslf the station is not drive-thru station, the usds pranpted to
go to adrive-thru station to perform thgansaction
b. To make a station @rive-thru station use the featurilark this station as a
drive-thru station. This isfound in Station Settings > Other Options.
3. Mark this station as adrive-thru station.
a. This featuredesignate this statiorto be used fodrive-thru orders.

Creating a NewDrive-Thru Order

To create a newrive-thru order, follow the steps below.
1. Clicko nDrifle-Thruo i n t hescrbea.i n POS
2. Enter your access codEhis displaysthe Drive-Thrutiming screen.

a. This screen onlgppearsf a drive-thruorder has been settled but not marked as
complete meaning that the order has yet been given to the ctamer at the
drive-thruwindow. Oncemarked as completéhe orderdoesnot show up in the
Drive-Thrutiming screen.

3. Click f N ebhstaes ybeta theOrder Entry screen.

Marking a Drive-Thru Order as Complete

Oncesettled the ordershows up in theDrive-Thrutiming screen. Mark therder as complete only
after the customer hasceivedt and driven awaySimply highlight the order in thBrive-Thru
Timing screen and. c¢lick AMark Compl ete
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Order Entry for Delivery

If your restauraninakesdeliveries, e the Delivery featured Aldelo For Restaurant§hee

featuresautomate thassigment ofordeisto employes for delivery andthetradking of those

deliveiies. Several features affect howlivery ordes behaveSome of these features are:
1. Show Driver Dispatch Screen

a. This screershows a list of drivers whil@ndher list showshe ordesthat are
ready for deliveryBy default the employeenustenterhis or heraccess code,
click i Bpartur@ then select the orders they wistdeliver. With the Driver
Dispatch screeanabled all this is locate@n one screen.

Enable Driver Money Drop

a. This featureallows an employee to settle alhsh orders in one transaction. To use

it, settle all credit cards and chedeparatelpefore performinghe money drop.
Enable Popup Streets

a. Thisfeature enabkea screen to gaup with a list of streetas a street name is
enteredn the delvery address fieldThis listfurther filtersthe choices asiore of
the street namis typed reducing the list to match whestalreadyentered

Round Delivery Total To Next Quarter

a. This featureroundsthe totalof the guest check to the niequarter makingit

easierfor the driver to carry change.
Delivery Charge
a. The customer isharged thimmountfor the delivery. The Delivery Charge is
assignedn the following order andsesthe first value it finds.
i. Customer Record
ii. Street
iii. Postal Code
iv. Global Setting in Store Settings > Services > Delivery
v. (Optional) Menu Item level delivery charge oveesdall of the above.
Delivery Comp
a. Thisamountis earnedby the employe for performing the delivery. The Delivery
Comp isassignedn the following order andses the first value it finds.
i. Customer Record
ii. Street
iii. Postal Code
iv. Global Stting in Store Settings > Services > Delivery
v. (Optional) Menu Item level delivery comp overrides all of the above.
Chained Delivery Charge/Comp Per Trip

a. This feature chargehe delivery charge and compensatimly on the first order

in a chain of orderffor example, multiple orders delivered to the same address)
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8.

9.

Delivery Charge/Comp Per Menu Item
a. This featurechargethe delivery charge and comp based on theevdkfined at
the menu item level.
Delivery Charge Percent Based
a. This feature chargghe amount in the delivery charge field as a percent instead of
asa dollaramount.

10. Delivery Comp Percent Based

a. This featurechargethe amount in the delivery comp field as a percent instead of
asa dollaramount.

11. Apply Tax on Delivery Charge

a. This appliesa tax to a delivery charge.

12. MapPoint Enabled

a. Thisenablesadvanced routing and mapping features for delivery orders.
Microsoft MapPoint 2004 must be installed on each statsad for delivery
ordersto make use of this integration.

Creating a Delivery Order
To create a delivery order, follow the steps below.

1.
2.

Click iowmerfiypbeli n t he Main POS screen.
Enter your access codEhis displaysthe keypad forentering thecustomer phone number
or the screen allowing you to @bse which search type to u3éis gotion depends on the
Take Out / Delivery Show Search Typdeaturesettingin Store Settings > Staff / CRM.
Enter the phone number or the click on the search type and enter the appropriate
information to find the customer. Thilssplaysthe Customer Infor@ttion screen
Enter thec u s t oimfi@@mabos. If thecustomer is in the database, fledds populate
automatically

a. If this customer has previous orders, yaunpull up those orders and

automatically create a new order based on threierhistory withone click.

Click .MFinish
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Assigning a Delivery Order

There are two ways iAldelo For Restaurants assign a delivery to a driver. The default method
requireseachdriver to entehis access code @ssign a delivery order to himselthe other method

is by usingthedriver dispatch screen to show all tiévers and ordersllowing quick assignment.
The driver dispatch screen is uselden the station idedicatedo assigning orders to drivers who

are coming and going.

Using the Default Delivery Assignment Procedures

To assign an order to a driver using the defaeithod, follow the steps beloWwhese stepassume
a delivery order has been created.

1.
2.

3.
4,

ClickrionemMm® in the Main POS screen.
Enter your access codehis displaysthe Driver Tracking screen with the current
employeeénames at the top.
Cl i c k f D@&hjsdisplaysihre Briver Departure Ordékssignment screen.
Highlight the order(s) you are taking and click selékste the arrow buttons to navigaie
orders.You can also scan the guest check with a barcode scanner to select the order.

a. Barcodegrint on the guest chedaly whenusing an Epsn TM-T88II/III

printer.

Click ADeparture

Driver Dispatch Screen Assignment Procedures

To assign an order to a driver using the Driver Dispatcben, follow the steps beloWwhese steps
assune a devery order haveen created.

1.
2.

Clickrionem® i n t heThibdsplaysthP Dri8er Bispatol screen.
Highlight thename of the drivetaking this delivery.
a. Only employeesvhoare clocked in and designated as driveesshown o this
screen.
Select the ordrs this driver is taking
Cl i ¢ k f Deéhjzassigsthe arder(s) to the driver.
a. | f you accidentally assign an order

Show Assigned Or deersassigneditd otherdrivaioucanh o w

then assign the order to the correct driver.

(Opti onal ). ¥6dcancstay irithiscsscreen if this station is dedicated to assigning

orders to drivers.
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Using Delivery Directions and Route Planning

If your drivers need driving directions, yaoay want to use MapPoint integratidrhis replaces the
Microsoft Streets and Trips integratidsut provides backward compatibility with Streets and Trips.
In order to make use diis integration, Microsoft MapPoint 2004 must be installed on the system
thatis used o6 view the driving directiondf more than one systemused for this purpose, a copy

of Microsoft MapPoint must be installed each othose stations.

MapPoint Integration Setup
To setup Microsoft MapPoint Integration, follow the steps below

1.

2.

Install Microsoft MapPoint on all systems that will use driving direction and route planning
functions.

Enablethe feature calletMapPoint Enabled. Do this by typingYES into thefield when
editing the optionThis feature can be found in Backfioé > Help > Technical Suppoxrt
F10. The following featuregrealso on the same page.

Enter thecurrentfuel cost inyour local areaThis feature is calMapPoint Fuel Cost
Enterthe aldress where the deliveridepart from. This feature is callétpPoint Home
Address The formatmust be[Street Address], [City][State]gip Codd. If this
information is incorrect, MapPoint will fail to start .

Enable the feature callgdptimize Way Points This calculate the fastest route when
delivering several orders.

Enterthe number of minute®n averaggthat ittakes for the items to be prepared for
delivery in theMapPoint Route Start Minutes After field. The system uses this
information plus the calculated route tin® estimate the time of deliveryhe estimated
delivery timedisplayson the driving directions.

Using MapPoint Integration

To useMapPoint Integration, follow the steps below. These steps assume you have already setup
MapPoint integration, have created a delivery order, and are in the Driver Dispatch screen.

1.
2.
3.

4,

Click on the diver you wishto assign the order to.

Click on the order(sthe driver is takindor delivery.

Cl i ¢ k nAd eTadispidmsghe Route Planning scre¥ou canprint the directions as
well as printamap from this screen.

Click APrint Madghesewil onli tint tohe defkmp paintdihese
will not print to areceipt printer.

Click. dbDone
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Viewing Delivery Order Status

Use the Delivery Status scretnkeep an eye on the progress of all delivaders. Thescreen is
accessed from &hMain POS screen andused bymanagers to keep track difivers.

Using the Delivery Status screen

To use the Delivery Statusrgen, follow the steps beloWhese steps aame you have created a
delivery order.
1. Click on the fADelivery Statuso button
2. The following informationcan be viewed on this screghe order numbethetime the
order was createtheaddress to be delivered tbedriver,thedeparture timethetime the
ordercamein, andthetime it has taken up to this point to deliver the order.
a. You mayalsoview the driving directions of a deliversyhenusing the MapPoint
Integration.
3. Once an ordeis delivered it is removed from this lis
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Chapter 14
Quick Service

Using the Quick Service Screen

Many of the operational buttomase displayed in plain view on the Quick Service scrééis
eliminateghebutton click needed teeach tlese buttons on the normal scre€he modifier builder
template is also incorporatedto this screeiWhen needed, gimply replacsthe operational
buttons instead of using a popuyghich reduces the number of clicks by one

The Quick Service screensal has an auttmgout featuréhatautomatically log off a user once they
have completed an ordéfou can als@o thismanual |y by clicking the

%' Aldelo For Restaurants Pro Edition

1 vPotato Skins .98

»» Ticket #: & «<
1/43/2006 4:25:43 PW

13!§§f§§{

Qo | Slclq‘a m|u|u|»
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Recall Operations

There are many ways to recall an order so thanibe editedYou maywant to recall an order to
add more items, change the erdype, add more guests, edny time an ordemustbe changed
the recall function is used. Following are sealways to recall an order
1. Clickthefi Re ¢ a | | o0 théoMain P@Srscreen
2. Click on an occupied table when in the Table Selection screen.
3. Click on t heintheRoeders&eéldction doraen whemchoosing an order to settle.
4. Clickth e f C h atonlkasdiseleld check to edit in Order Entry.
5. Cli ck t he foRtbecMiSClsareerhiruQrderoEntry.

The most common met hods oohtheMaio BOSIscreem amd ctickirg A R
on an occupied table whémthe Table Selection smen.Thissection onlycoveist he fA Rec al |
buttonon the Main POS scregsince it is the main way to recall an order.

e
0

To recall and order, follow the steps below. These steps assume you have already created and ordel
1. Cl i ck R Mairl POS seen.
2. Enter your access codd@his displaysthe Recall Order screen.
3. Selet the Order Type to filter by. Thi®ducethe number of orders sfplayed on the
screen at once. #isodisplaysspecificorder typeinformation.
4. (Optional)Tosee ale mp | o grderms, <litk thei My Or d e r Thistogblesthée o n .
filter off, displaying orders created by all employees
5. (Optional)To see orders that havet yetbeen settled,lci ck t he A Open Or de
This toggles the filteoff, displaying both openrdersand settled orders
6. (Optional) Scan the barcode on the guest check.
a. The barcodenly printson the guest check if you have an Epson-T88 II/111.
7. (Optional)Cl i c k on foSéealinthe lordesssadist rather tharasbuttons.
8. (Optional)C1 i c kt dcReateda hard copy of the ordestead of recalling it.
9. Click the ordetto recall. Thigdisplaysthe order in the Recalled Order screen.
a. There are four options on this scredfdit, Print, Rush Ordeand Pager.
10. Cl i ¢ k A E dhisdisp@ystdeeorder entry screen with the orders information.

Batch Transfer

While in the Recall OrdeSelection screen, you chatch transfer abbf yourassignedrders o
anotherserver.This is useful when ending a shift and you have apders still assigned to you.
Click the fABatch Tr atal GrleesicCountinformationnHavedhe hew seovert h e
enterhis or her access codéll orderstransfer to the new server automatically.

Copyright © 1997 2007 Aldelo Systems Inc. All Rights Reserved.



12¢ Recall Procedures

Copyright © 1997 2007 Aldelo Systems Inc. All Rights Reserved.



Void Procedures 12¢

Void Operations

To void an orderuse the void featusein Aldelo For Restaurant©nly certain employees should

have access tine void featuresWhenall employees can void an order, there is temptation to take
advantage of theystem and give free food to friendsfamily. There are many ways to void an

order in the system. This sectioncavenlyt he Mai n POS obutton AVoid

To void an order, follow the steps below. These steps assume you hareatad amrder and
have inentory depletion turned on.
1. Click the fiVvoido button on the Main POS s
2. Enter you access codd&his displaysthe screemn which you select therderto be
voided.
a. This screen is almost identical to the recall screed is used in the same
manner
3. Select the order to be voided or enter the ordertrarmm the Quick Search field.
4. Enterthereason ér voiding this orderThis displaysa screen asking if you want to notify
the kitchen or bar about the void operation.
a. If you use the same reasampeately, create quick void reasons in Store Settings
> Order Entry.
i ¢ k fAYesBhidisplaysasddeen asking if this voiésults in waste or not
ick AWaste® or fANo Waste
a. fAWaste depletesthe inventorybecause the item thrown away.
b. fiNo Wast® doesnot deplete the inventoryecause theem wasvoided before
anyinventory was used to make theenuitem.

5. ClI
6. ClI
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No Sale

This functionopers the cash drawethere is a security setting tontrol which employees can
perform this actionpas well as a feature tecord a picturef the person using a webcam.

Pay Out

The fAPay Quhe MairbPOS $cimen ismsatytime a payout is performed. Payoctsne
in several érms.

General Payout

General Payouts are used $ituationssuch as paying for itenmurchased & store when an
inventory itemruns out andanustbe replacedmmediately,or whena vendomwants to be paidash.

To perform a genat payout, follow the steps below.
1. Click the fiPayouto button on the Main POS
2. Enter your access code.
3. Seect the AGeneral d payout type.
4. Enter the Pay Out To, Amount, and Description information.
5. Click AFinish

Wage Advance

Somégimesan employeenay need moneyor anemergencyUse the Wage Advance option in
payoutsto advancemoneyto employeerior to receiving their normal pakieck

To perform a wage advance, follow the steps below.

Click the fARthgMainPOSciea.t t on o

Enter your access code.

Selecthe fiwage AdvanceoO payout type.
Choo® the employee you wish gmvance pay to.

Ente the Amount and Description tfie wage advance.

Click &iFinish

oukrwnE

The wage advance is automatically deducted fronethep | o pert acdntal pagheck
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Manager Cash Out

This feature allows the manager to take money out of the cash register without reducing the
cashied Bability amount.This is used to take cash out of the cash drawer and place it inia safe
the event that the cash draveantains too much cash

To perform a manager cash out, follow the steps below.

1.
2.
3.

Clickt h e f Poattproon thedMain POS screen.
Enter your access code.
S e | e cManagdr €ashiOat p atype.Thisdisplaysa keypad Bowing you to enter
the amounto be removed from the drawem® receiptgrint with the amount and a space
for the manager signature.
Have the manager sign both copiBace ame with the cash removednd the other inside
the cash drawer.

a. When countinghe cah drawer at the end of the shigunt the cash out receipt

as part of the drawer amount.

Issuing Refunds

When performing a refunfibr any reasonysethe refund function oAldelo For Restaurants

To perform a refundipllow the steps below.

1.

2.
3.
4

Click the ARefundd button on the Main POS
Enter your access code.
(Optional) Enter the order number that this refund applies to.
Enter the Refund Amount, Reason, and Refund Method.
a. If you have integrated credit card prodagsenabled, yoganissue a credit to the
customeds credit card.
Click .MFinish

Copyright © 1997 2007 Aldelo Systems Inc. All Rights Reserved.



Gift Card Procedures 13t

Issuing Gift Cards

Gift cards are a very importargect of running a restaurafitiey povide a means of creating
customer loyaltyand a way of introducingewcustomers to your restauraithen a customer
purchases a gift carglpu knowtheyplan on returninglt may also be an indication that the gift card
is intendedhs a gift taa friendthe customer wishesish to exposéo your restaurad food and
atmosphereGift Cards arealways well receivednd are considered a good way to advertise your
restaurant to others.

Many functionscan be performed with gift cardiscluding issuing, recarging, multiple
simultaneous purchases, and checking balances.

To issue a gift aal, follow the steps belovithese steps assume you have sijn as a cashier.
1. Clickt he #AGiI ft Ceontha Main P@Stsergen.but t on
2. Enter your access codEhis dispaysthe Gift Certificate screen.
3. (Optional- required if Account Number is not use&)wipe the gift card through the MSR
reader while in the MSR Card field.
4. (Optional- required ifMSR card is not usedEnter the account nureb of the card or
certificate. This is the numbeprintedon the card or certificate.
5. (Optiona)Ent er the expiration date of the card
the date.

(Optional)Enter the Issued To and Presented by fields.

Enter the Total Amourface value ofhe gift card.

(Optional)Enter a discount amourithisis used to chaye the customer less thtre gift

card valuelf you discount theentireamount, the gift card will be free of charge.

9. (Optional)Click Add to create another card thiate paid for m thissame transactiorY.ou
can create as many cards as you wish in one transdegpeat stepsi39 for every card
youwishto create in this transaction.

10. Select the Payment Typéyou use integrated credit card processing, a creditcande
usedto pay for theransaction.

11. Enter the amount received.

12. Cl i c k . idbkeigift cedificate receigtrintswith the certificate number on it.

© N
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Recharging Gift Cards

Gift cards can be reused and are oftegduike a securedredit card!f the customeis balance is
low, you can offer to recharge the giftrddo add more value to. it

To recharge the giftard, follow the steps belowhese steps assume a gift chedbeen created
and the gift card or gift card account nugnls available.
1. Click the AGIi ft Certificated button on the
2. Enter your access code.
3. Click the 0 REhestsplaygasaeemasking ibyou would like to search for
the gift card by MSR numbénD numberor Account number.
a. MSRnumber is the number on the magnetic stapthe MSR card.
b. The I D number is the #Alnternal Number 0O
c. The account number is the number that the system uses @writtracking if an
internal IDnumber is not used.
4. Sel ecstd Y® fiNo
a. fivesearclkesby MSR Card or ID
b. fiNoo searclesby Account Number.
5. Swipe or enter the informatidnrom the gift card or certificate.
6. Process the gift card #sough itwerea new transactio.he addtional amount chargets
added tahe existhg gift card or certificatbalance

Checking Balances
If a customer wishe® check the balance ofdln card before using it @re just curiouas to the

remaining balance, you can swipe the card whil¢he MainPOS screeto havedisplaythe
balance
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Cashier Settle Operations

Whenyou are signed in as a cashier, yamsette orders to youcash drawer. If you are not the
cashier, &ashiemustsettleyour orders for youThe only exception to thisiif you are using Staff
Bank.You must have a cash drawer open oratiast before you can settle ordefiere are many
aspects to settlingneorder and there are several ways in which omtengbe settled.

Settling in the Main POS screen
Themostcommonly usednethodof settling is through the Man

POS screenfthisiSet t |

buttoncan beused bythe cashier to perform settlement operations on any order in the system.

To settle an order wusing the
1. Click t he Al MadPOS scizent t on

NfSettled button
o]

2. Enter your access codEhis displaysthe Select Order To Settle screen.
a. This screen is very similar to the recall screen and performs many of the same

functions.

3. Click onthe order you wish to settl€his displaysthe Settle Order screen.

a. This screen has many options to choose from.

i. Cash
i. Check

iii. Credit Card

iv. Gift Certificate
v. House Account

vi. Complimentary

vii. Room Charge

1. This button onlyshows if hotel integration is turned on.

viii. Gratuity
ix. Print
X. Discount
Xi. Split

xii. Combine
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Cash

For cash payment typedick on thefiCaslb button. A dialog boxappeas and promps youto enter
the amount tendere@n the right side of this window are sotgpical amounts that may be
tendered. © use one of theseljak on the buttorcorresponding tthe amountenderedIf you do
notsee theexat¢ amounttenderedenterit manually.Once you haventeredhe amainttendered,
click fiEntem to finish the settlement.

Check

If the custorer is paying by check, clicthe iCheclo button. Thistakes you to the Chek Scan

feature. Enter the bank routingumber Y ou caneither enter it from the hardwakeyboard or you

canuse the orscreen keyboard by clicking the buttoitiwa keyboardcon on it. This displaysthe

key padwhereyou can enter the number thre touch s@en.If you make a mistake, click on the

button with a pencil eraséo erase the number e, enterthe Checking Account Numbar the

checking account numbéeld. Finally, enter thec u s t oDnieer&d_kense information. Onaal

of the informationisenteredd i ck t he AVer i f thaénprbropybudoenterthdre sy st
amounttencered. Enter the amoutgndered to complete thieansaction.

Credit Card

When a customer payy creditcard,there are tw ways to settle therder. Wthoutintegrated
credit card processinthe order is treated dsoughthe processing is e@ on bank terminal. The
softwareassumethat the transaction has been successfully processesinapig asks the user how
much the tansaction was for. With integratededit card processinghe Credit Card Processing
screerdisplays allowing the user to process the credit card directly thrd\lgblo For Restaurants

When using credit card integration, you select the credit gpedibh the settle screen and swipe the
customeds card to process the ordathenusi ng t he ATwo StepcaBDC Settl
adjust the credit card gratuity by using the green button next to the payment amount after the card

has been prauthorized Once you have agbted the gratuityg | i ¢ k A Pay opayment.f i nal i
If you do not use twstepEDC settleadjust all gratuities when closing the cash drawer.

ATM / Debit Card

If the customer wisheto pay with an ATM / Debit cardjse this optionSince this type of
transaction isiot currently supported, imply promps$ you to enter the amount that was processed
on the Bank Terminal.

Gift Certificate

Click on the Gift Certifcate button to displathe screen asking how you would like to searchther
Gift Card or CertificateChoose the method and enter the information required balanceshows
on the receipt after the customer has paid withfaQ&rtificate.

House Account

Usethis optionto settle orders for customemho haveln-HouseCharge Accourst These can be
setup in Operations n-HouseCharge > Maintairin-HouseAccounts.
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To settle usig theHouse Accounbutton follow the steps belowT hese steps assume you have
created a house account for this customer.
1. Click the House Acct button.

2. Choosethé¢ ookup type t osadcgumd t he customer d

3. Depending on what lookup type you chpseterte cust omer 6s i nfor mat
4. Review the astomeé mformation.

5. SelectiYedorfiNod0 wh e n a s k edlcharge it tg theucusteirfsatcount.

6. | f AYesoO is sel ect ®dhargehotheaccoum.nt er t he amo

Complementary

Thisallowst he user t o @A Co mp Mistcotnamonrd. Ehisisasafuforent er an
managers wishing to discoumeals This button can alsbe set to require a certain security leteel
accessdt. All complimentary discounts ateeated as Cash Discounts. Tlagpear irreports as

such.

Room Charge
This allowsthe user to charge an order to a room when the hotel integration is enabled.

Settling in the Order Entry screen

When using the Settle button in the Order Entry screen, the igrskamt to theékitchen while at the
same timdaking you to the Settle screen. This screen is exactly the same as the Settle screen when
us ng the fiSettled button in the Main POS scre

Settling Using Staff Bank

When an employee us8saff Bank, their settlement options change albithe Order Entry screen,

the ACash Teheéédér buanadndSbdbecome a i DhiadlidkedBanko
the Settle screedisplays,allowing you to settle the order to yostaff bank. You also have the
option to fiPay to Staff Banko in the Recall ed

To settle using the @er Entry screen athod, follow the steps beloWhese steps assume you are
in the Order Entry screen and have the order you wish to settle open.
1. Click on t he #fStThifdfsplapstheSettie Obdartsareem .
2. Click on the pyment method you widlo use.
3. Enter the amount the customer &ymg. ThisChange Due screetisplays
a. Whenusi ng Frequent Diner tr actkeiChamge cl i c kK
Due screen.

To settle using the Recall Ordeethod, follow the steps beloWhese steps assumewhave
created an order.

1. Clickfi R e canthé Main POS screen.

2. Enter your access code. Thiisplaysthe Recall Order screen.

3. Click onthe order you wish to recall.

4, Click on fAPayo To Staff Bank

5. Fromhere,settle the ordeas usual
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Settling Using Driver Money Drop

If you are using the Driver Money Drop feature, youstpay all orders thadre not cash before
using it Since Credit Cards and Checks are not supported with the money droe, fdresenust
be settled separately

To use the Driver Money Drop feature, follow the steps below. These steps assume you have
delivered ordersare using the Driver Dispatch screandhave orders to settle

1. Make sure you have ttked any ordergpaidby checkor credit card.

a. Thisstep must be completed before using the money drop feature.
2. Click on ADriverdo in the Main POS screen.
3. Highlight your name dhasprdmpsfortheakcess dbderokthe stéffr o p
bank or cashier thés receivingthis payment.
4. The Driver Money Drop Repodisplays You can either printor c | i. @k A OK
5. A confirmation of the orders being settled to the Staff Bank or Cash Dasydays
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Closing the Cash Drawer
When all orderaresettled, the cash drawetustbe counted and closed from the system.

To sign out a cashier, follow the steps beldWese steps assume you have closed all orders.

1. Click the fCamtheMdainPO3sdreén abhduehtér goar access .code

2. Select the cash trag be signeaut.

3. (Optional) Thisdisplaysthe Adjust Gratuity Screen. To adjust the gratuity, highlight the
order and click Adjust Gratuitfgnter the amountifter the amount is entered, yoan
process the tip and continue on to the next ordento theMoneyCountscreen.

4. TheMoneyCountscreerappeas with all of the charges and chedlexeived

5. Verify all checks and charges and check thenoonfthe Money Count screen. Enédirof
the cah thatis in the drawerThis includes Manager Cash Out receipts.

6. Click thefiFinisho button.If thereis a discrepancy in the drawer, tRegisteDiscrepancy
screerappeas and show the discrepancy amount. Entbereason for the discrepancy and
click thefiAccepb button. Thisdeactivate the cash register features for this station.

" Tech Tip: All Credit Card Tips should be removed before completiay
"“_* Cashier Sign Out proced§you leave the credit card tips in the drawer, the
% drawer will be oveby the amount of the tips.

Quick Sign Out

Use the Quick Sign Out featunehenyou need to gickly switch a drawer or mou® another

station This feature is usefub switch out a drawer and sign it baokat a statiorin amanag r 6 s
office for safe counting of the moneyhisis an easy way of relocating a cash tray to another station
for any reason.

Click the fCaamthée Main PQSistréen dnd entero/our access code

Select the cash trap signout.

(Optional) Ci ck fADonedo to bypass the gratuity sc
C1 i Cdncetfbn the Money Count Screen.

S e | Quidk Sigin Out (No Money Count Performedd

After the cash tray has been through a quick sign out, the cadh énajlable for a quick

sign in.Only the employe¢hat did the Quick Sign Out will be able to sign the tray back in.
Sel ect tQuiek CAdRier Oéthutton to activate this cash tray once again for this
employee on this station.

oukwnE

~
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Closing Your Staff Bank

If you usedStaff Bank during the day instead of a cash drawernyost close your staff banko
be able to close your staff bank, yowsthave already closed all your orders or transferred them to
another server.

To end your stafbank, follow the steps belowhese steps assume you halesed all your orders
and do not have any open orders outstanding.
1. ClickA Ti me o@the Mhid POS screen.
2. Enter your access code.
3. Click on 0EdkisdiSplagsthe Staf BankkLiability Report.
a. Youcaneitherprintor c¢cl i ck AOKO to go the next s
Cl i c k dlie®d&nhey Count screedisplays
Enter the amount of each denomination woeturning in.
Cl i ¢ k . iRiddisglagstthe Money Count Confiation screen.
Click AYesoO or fi No 0nsaction @ gotbhck to edit thenambupts. e t hi s

No gk

Once you have closed your sthfink,check with the shift manager to go over the Staff Bank
Liability Report to make sure your amounts are correct.

Clocking Out

To clok out, follow the stps below.These steps assume you alacked in and all your orders are
settled.
1. Clickt he ATi me dde dan POliscreen.n
2. Enter your access codehis displaysthe Employee Time Card screen with the name
job title of the employe.
3. CIl i cdck Qut Bour clock out timedisplays
a. If you still have open orders, yareasked to transfer them to another server.

Running A Closing Report

The Closing Reporhowsthe sales and other important closing informatibout your restaurant
for the reprt date.The closing report should be run every day ant be run if the inventory
system is used.

To run a Closing Bport, follow the steps belowhese steps assume you have closed all orders,
closed all cash draweesd staff banks, and everyohas clocked out.

1. Click fiOperationé on the Main POS screen.

2. Enter your access code.

3. Click on ARewenue Center

4. Cl i ck on # Cldelectanae oRwhiloto report.

5. Use the Year, Month and Day buttons to select ttia gou wish to report on and click

iSel ect
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6. Cl i ck nYevwheén asked if fioM wish to review the access denied logs.
a. If you have not closed all your cash drawers and staff banksaremotified
which banks are stiopen.Thesemust closed befera final reportcan be
generated
7. The Closing Repodisplays You canprintior j ust view 6t and cli
a. Several sections of the closing report are turned off by defaalviewthese
sectionschange thevaluef t he regi st pypgehdngdnydarSo or
desired result.
i. Daily Closing Hide Employee Time Cards
ii. Daily Closing Hide Gratuity Recap
iii. Daily Closing Show Tender Details
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Time Cards

Editing Time Cards

When employees make mistakes on their time cards, the timestemddbe adjustd to reflect the
correct timesThis is done by editing the time card in the Edit Unpaid Time Cards screen.

To edit unpaid timeards, follow the steps beloWhese steps assume an employee has clocked in
and out at least once.
1. Click on ATi me Car dsThisdisplaysthb EmpdyeeiTime GadS s cr
screen wit h ndanme atthe togbyjowayeecaendagerc | i ck on AEdi t
Cards ®hisdisplayst he AEdit Unpaid Time CardsoO scr e
2. On the left, highlight th@ame of theemployee namehosetime card needs changing
3. Below the employee name list, highlight the date you wish to edi. cdlresponding time
card displays.
4. Whenyou tickinsidetre A Gl © ¢ Ki m,atéurndgieen WHen the field is green,
the field is active andhaybe edited.
5. Use the Hour, Minutes, and Date buttons to change the time in the field.
6. Click and edit each fielthat must behangel.
7. Cl i c k. ¥o6 aespeomptetb confirmthe changes.

Orders

Reverting or Re-Opening an Order

If an orderhas been closemhdmustbe reopened, you can reved the order and changs status
back to open. Thiallows youto make changes to the ord&his is a manager only function and
should be protected from normal employees.

To revertto a closedrder, follow the steps belowhese steps assume you have created an order
and settled it.
1. Clickfi R e canlkhé Main POS seen.
2. Enter your access code
3. Click fOp&hschahget ehre b ut t o nso tvtoch showd orderthad e r
have been settled. By defgudettledorders are not shown.
4. Click the order you wish to reveithisdisplayst he fiRecal |l ed Or der o s
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5. Cl i c k -OpereChékRe b ut systenmproniphk ywufor ama n a gaecesé sode.
a. The security fesstbasl ysCtabdcatedinRApoOTrt o
Back Office > Security Settings.
6. Enter a managexccess codéConfirm that youwish tore-open the check.
7. The check iswoweditableand has a fAParti al Payment o stat
a. Thes t at Rastial Pagymefiitbecause the payment has beeplied to the order
but it is no longer closed.

You are now able to treat this order like a normal ordgrou need to change the amount péirdf
remove the current payment from the order. Do this by clicking on the Red button next to the
payment.

Cash Drawers

Reverting or Re-Opening a Cash Drawer

If you have closed a cash drawer and neeatljostit, you can revert the cash drawer back to an
open status. Yooanonly revert cash drawethat are less thandays oldlf it is 3 days oldor
older, youcannotrevert it for any reason.

Torevert a cashrdwer, follow the steps belowhese steps assume you have closed a cash drawer
or Staff Bank and it is less thandays old.

1. Clickii Op e r aoh theoMaim BOS screen.
2. Enter your access code
3. Click on ARewenue Center
4. Clickont h e -OpeRre Ca s hi &auarepbomgedto aonfirm the revert operation.
5. Click ofiYes
6. Click on the bank you wislotreopen and confirm the action
a. Make sure you have the correct bank by
Crossreferencehis by usiig the Bank Liability option in Revenue Center.
7. Click fiYeso to confirm the operation.

Operations Center

Receive Payments Section

This section is useaf receivingpaymentsThere are thredifferent choices for receiving payments
in this sectionBelow are descriptions of what each of these chaloegnd how to use them.

Pay In-HouseCharges
This feature is used to collect paymenohin-HouseCharge Accounts
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To make payments oim-HouseCharge Acounts, follow the steps beloWwhese steps assumeu
havecreated a customer accoutrteatecanIn-HouseCharge accounand paid an order using the
In-HouseCharge account.

1. Cl i ¢ k o nn-HolseChaigBséebytton Thisdisplaysa search screen where you
choose theearch methad

2. Choose the seah method to find the custon@saccount. This displaysthe screen where
you can make payments.

3. Review the order® be paidYou can select them and prinethfor the custmer to
review as well. These statements will piantthe receipt printer.

4. Select the payment tygpand enter the amouigindered. The change due scrappeas and
shows the change due (if any)h& chargesare paid offin the ader in which they were
placed (the oldest orderarepaid firs.

PayBad Checks
This featureallows you tocollect payments on Bad Cheadksitten to your restaurant.

To receive payment for a bad check, follow the steps bdlbese steps assume a bad check a
been createih the system
1. Cl i ck on A P.adhisdsplaysa €cheencallowing you to select the check you
wish to receive payment on.
2. Select the check. @ailed information about the chedisplays, alongvith options on how

it is to be paid.
b. You can also click the fiDetail so buttor
check.

3. Select a payment source
4. Select gpayment method
5. Click .MFini sh

Auto Pay All Open Deliveries

This feature allows you to pay all dfd open dlivery orders to the cashier using Cash as the form
of paymentTo use this featureyou musthave the Blind Cashier Close Out box check&bis
optioncan be foundn the Back Office under Stofgettings > Revenue > Cashier. The system
assumethat all of the orders were paid in full for the correct amousisg cash.

To automatically pay all open deliverjdsllow the stgps below.These steps assurpeu have
created deliverymlers and have delivered thefihey also assume you have checkesldption
namedBlind Cashier Close Outin Store Settings > Revenue > Cashier.
1. Clickonthefi Aut o Pay Al | b@pnelhisdBptaysa cordimmatierswindow
asking if you want to pay all delivery orders to the gash
2. Click fAYedo or fANo

Revenue Center Section

This section is used to do various types of reeetallection and organizatioBelow are
subsections for each of the features in the Revenue Center with descriptions eachtedture
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does and how to use ¥ou can access the Revenue Cehteclickingthe Operations buttoon the
Main POS screen and going to Revenue Center.

Closing Report

For information on how to create a closing report, plsasee A Running A Closing |
Chapter 20 of this manual.

Next Day Transfer

This buttonis used tdransfer all oders to the next business dafe time for the ordes set toone
secaod after the daily start time. Thédlows the restaurant to keep orders open but still be able to
close the restaurant for the ddy use this feature, you must have the option c&lfetiour
Operation Mode set in Store Settings > Other.

Bank Liability Report

This feature allows you to review or print the Caslii@aff Bank liability reportThis reportists the
cashies Hames, when they signed in, when they signed, aad what orders they took

To print out or view a Bank Liabiltreport, follow the steps belowhese steps assume you have
started at least one cash drawer or staff bank.
1. Cl i ck on i Bramnakeprddnpgdygou for the Bank Liability Number.
a. The Bank Liability Number male obtained by using the Register Reépor
explained later in this section.
2. Enter the Bank Liability NumbeiThis displaysthe liability report for the cash drawer or
staff bank, whichever was used.

Register Report
This feature gives you a report of the registeivies for all oftheregisters on the specified date.

To print outor view a Register &oort, follow the steps belowhese steps assume you have started
at least one cash drawer or staff bank.

1. Click ARegidbster Report

2. Choose a datand dick fiSelect @ hisdisplaysthe reportallowing you to revew it.

Use the Bank Liability Numbebp displaymore detailed information about a Cash Drawer or Staff
Bank.

Bank Deposit

This feature lets you couttie bank deposit money and print o thgposit preparation receign
the Money Count screen, enter all of the mottebe deposited to the barikiter you have
conpleted the money count screelick fiFinishd to printthe Bank Deposit Slip and the Bank
Deposit Money Count receipts.

Gift Certifi cate List

This feature allows you to review a list of alltbe qift certificates issued. To use this feature, click
the Gift Certificate List button to review the information. To exportlikg click the iExpord
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button.A confirmation windowappeas, confirming that the report was exported to a text.fillsea
spreadsheet or word procestmedit the reportTo print the reportclick the APrintd button.

Cust. Credit List
This feature allowgou to view a list of all customer credifhis report cae exported or printed

Order Pmt List

This featureallows you to review the payment types and tender amounts of the dndaesgisters
have collectedThis report can alsbe exported or printed.

Bad Check List

This feature allows you to review a listall the bad checkecordedn your restaurantTo see all
bad checks, when you open the windselectthe fiShow All Checké check box. B edita bad
check, highlightt and click the Edit button.d@add a new bad checHliok the AiNewo button and
create the bad check file.

Daily Receipt Summary

This feature allows you to print out all the guest receimtstfe spedied business dayhisis a

very lengthyprintout so make sure you have enough paper i yeceipt printer to do thig.he

guest receiptare printed in @ondensed format to save paper and will be on one continuous page.
Use this feature with cautiotf.you have a busy day and click this button, yoayend up pinting

a whole roll of receipt paper

Z Report

The Z Report shows the Total Net Sales up to datefandecurity purposeshis number cannot be
changed for any reason, evi¢ orders are deleteidom the databas&ome countries require this
report and we include it taomply with international lawsT his feature allows you to run a Z Report
based on the current up to date sales information or view a past Z Report bsed &epoids
number All orders must be closed out and all cashigrduding Staff Bankmust be signed out
before a Z Report can be rufou can enable this report by going to Back Office > Help >

Technical Support > F10 > Special Z Report. Changettv al ue fr omd iNoo t o i

Re-Open Cashier Out

Re-opening a cashier that has closed his or her bank is useful to correct any mistakes discovered
after the bank was closed.

To reopen a cashier, follow the steps below. Thésegpps assume t he cashier €
1. Click -Ophen iT®Reshiero button.
2. On the Revert Signed Out Cashier screen,
3. Select the cashier to-mpen from the Select Cashier Out Record screen. To be sure you
choose the correct cash tray, chduk Liab. # and match it to the number on the Cashier
Liability Report.
4, On the confirmation screen that displays,
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Reverting or Re-Opening a Cash Drawer

If you need toadjusta closed acash drawer, you can revert the cash drawer back to an open status.
You will only be able to revert cash drawers that are less than 2 days old. Ifitis 3 days old, you
will not be able to revert it for any reason.

To revert a cashrdwer, follow the teps belowThese steps assume you have closed a cash drawer
or Staff Bank and it is less than 2 days old.

1. Click on AOperationso in the Main POS scree
2. Enter your access code.
3. Click on ARewenue Center
4, Clickonhe “©Ben Cas hi enomptasksyouttoecamfirm the revert operation.
5. Cl i c k ®histismaysa screen allowing you to select the bank you wish-topen.
6. Selectthe bank you wish to repen.
a. Make sure you have the correct bank by
Cross reérence thigo the Bank Liability option in Revenue Center.
7. Click AYeso to confirm the operation.
Re-Open Deposit

This feature is used to revert a batdposit.To use this featureselectthe fiRevert Deposi button.
A confirmationwindow appeas, andasks you ta@onfirm thatyou want to revert a depositn@he
next popup windowenter the numbreof the bank deposit slipou wish to revertA message
confirms that the deposit was reverted.

Frequent Diner Section

New Freg. Diner
This feature is used &dd a frequent diner account.

To add a new frequent dindojlow the steps below. These steps assthiaeanaccounthas been
createdor the customer

1. Click on tbéneNéwbkEt ¢gn.

2. Enter the customgrhone number.

3. Fillin the customemformation.The First Name and Last Name are required.

4. Click .MFini sh

This create both a customer record andraquent diner account for tloeeistomer.
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Track Order
This feature is used to track ordeos the frequent diner feature.

To track an order for the frequent diner program, follow the steps below.

1. Click on thefiTrack Ordeo button

2. Enter the customérphone number. This will prompt you for the numbgthe order you
wish to track.

3. Enter the order numbegou wish to trackA message window lets the user know that the
order has been successfully tracked or that the order cannot be tracked.

a. If the order cannot be tracked, the order has not met the ggegifnimum
requirements needed to qualify this orferthe frequent diner feature

Redemption

This featuremanually contrdd the redemption of thirequent diner piots that the customer has
earned.

Follow the steps belown manuallyredeem credits for frequent dinerders.These steps assume
ordershave been tracked for use with the frequent diner system.

1. Click thefiRedemption button

2. Enter the customérphone number.

3. Enterthe credit amount to be given for this customer's orders

Note: If you have automatic redemption or frequent ditmacking pointsenabled, this procedure is
doneautomatically

Freq. Diner Acct. List

This featuredisplays a list of alfrequent diner accounts with the totalckad orders and total
tracked oder amounts for each account.

In-House Charge Section

In this sectioryou can review and mainta@l of yourIn-House Charge Accountscéess this
section by bcking on Operations #n-House ChargeThere are fousubsections in this section.
Below are descriptions of the subsections and how teas ofthem.

Maintain In-House Accounts

This feature allowyou to add or update curremtHouse Charge aounts.To use this feature,
click the Maintainin-HouseAccountsbutton. The Maintainin-HouseCharge Account screen
displays. Here you can pick the customer from the tgsteview their informatin. To add a new
account, tick the iNewo button and entethe customéy mformation.Click the ASaved button to
save the changes. Whénished click fiDone 0
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Create In-House Statement
This feature allows you to issue statements to the ewestéor accounts that are due.

To create statements for yokr-HouseAccounts, follow the steps below. These steps assume you
have created at least olmeHouse Account for a customend there are charges on that account.
1. Cli ck o m-HéuE:Btatemere O
2. Select the accounts yoush to generate statements fslultiple accounts may be selected.
3. Cl i c k. Oestatementappear on the preview screen
4. There are several options on this screen.
a. fiPreviou® navigatego the previous statement.
b. fiNextd navigatedo the next statement.
c. fiClear Curreriremovssthis statemenfrom the listdisplayed
d. fPrint Currend printsthe statement currently being viewed.
e. A Pr i nprintsAll the Gtaterants in thdist.

These statementsearranged sthattheyfit in a normal businessize windav envelope

In-HouseAccount List

This feature allows you to review a list of allyafur In-HouseAccounts. Click the filn-House
Account List button todisplaythe report.It canbereviewed onscreenprinted, or &ported

Customer Files

This feature allows you to review all gbur customer filesClick the fiCustomer File§button to
displaythe Mantain Customer Records screen. Hgva can review the customers file bljoking
the phone number im¢ list on thedft side of the screenoladd anew customer file to the list,
clickt h dewdi b uatntdonent er t he c udidktheiSavabsitton todawethenat i on .
changes.

Inventory Activities Section

This section allows you to review inventory items, purchase onflemnation, and other reporfgo
access this section, click tfilmventory Activitie® button in OperationsThere are several buttons
in this section. Blow is a descriptionf what each bthese buttondoes.

Shopping List
If you are usingautomatic inventory depletion and an inventory item falls below the Pack Size

Reorder Point specified in the Inventdtems screen, the item is placed on the ShoppingTés.
list showswhat itemsmustbe orderd to bring the inventory badk acceptable levels.

New PO (Purchase Ordey

This feature allows you to create a new purchase ordan etukering items from vendorghe
fields are described below.
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Purchase Order #This is the number assigned to the purchase order. If it is a new purchase order
the field di dindparghase érdéeiswsaveds n t

Account Number; Enterthe account number for the suppli€his number displays while

reviewing purchase orders.

Vendor Name: Enter the name of the vendsupplyingtheitem(s).

Purchase Order Date:Enter theorderdatefor the items.

Barcode Scan Enter thei t e baréosleinformation. The easiest way is to place thesor in the
Barcode Scan field argtan the UPC barcodms the item.

Inventory Item Name: Enter hie name of the inventory item. As you type, the softvadtiesmps to
guess the inventory item name based upon what is entered so facqmgtetion).

Quantity Ordered: Enter the quantitprdered.

Price Per Quantity: Enter the price per quantity of the ordered items.

When al l i nf or mat iAcdmnboitos to add theeiterasdo, the tist. Clickkhet he i
ADoned button when dhas e heerdd e rT,o cplrii,dokowedhnee fpRurr
t h Br nbuttoo.

Review PO
This feature allows you to review existing purchase orders.

To review an existing Purchase Order, follow the steps below. These steps assume you tealve crea
a purchase order.
1. Click AReview PO. O
2. On the Purchase Order Selection screen, select the purchase order to review by clicking the
name of the purchase order, then clicking
a. To delete a purchaseder, select thpurchase ordeand clickii D e¢doe
3. Once in the purchase order screen, the purchase order may be edited.

Receive ltems

This feature allows you to receive inventory itefinesn your vendorslt recordgheitemsreceived
from thevendor and calculates the inventorye ms 6 quanti ti es on hand ar

To use the AReceive I temso featur e, foll ow th
purchase order.

he AReceive |Itemsodo button. Thi

1. Click on 't
the date range by entering dates i

2. Sel ect
fields.

3. Select he purchase ordéo receivefrom thedrop-downlist at the top of the screen.

4. Review the item®n the purchase orddf.all information is correcglic k A Fi ni sh. o

a. If any information is incorrect or blankighlighttheitera nd c 1 i ck AEdI

b. Toadd anitemthatisnotontpeur chase order, click fAc

c. Toremove anitemfrompgur chase order, highlight t
5. Oncethelistiscompet e and correct, click AFinish.d
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Phy. Count Sheet

This featureprints a list of all your inventory itemt® use when performing a physical inventory
count The list shows the inventory item name, inventory locatiafgulatedcurrent quantity on
hand, and a blank line where the actual counted quantity is enferede this feature, click the
fiPhy.Count S h e edisglay theiRhysicahinvéntory Workshe¥au can view the sheet en
screen, export, or print it

Phy. Inv. Count
Use this featuréo record the physical invésry countactually on hand.

To record your physical inventgripllow the st@s below.These steps agme you have inventory
entered in the system.
1. Click on thefiPhy. Inv. Courd button This displaysthe Physical Inventory Count
screen.
Highlight the inventory item you wish &nter a new quantity for.
Enter tle new quantitonhand n t he fAiNew Qtyo field.
a. Thisis the total gartity younowhave on hand, ndhe quantityyou are
adding.
4. When finished, lick the fiRecord button
a. Once you c lthesystenidXits thacreet., 0

2.
3.

If you scanall your inventory items int@a scanning device, export that inftationto a text file on
your computerYou can then lick the filnv. Dowrloadd button and choose that text fi@entaining
the scanned inventory itenBlick the iDownload button to import the file to the software and
show the actual physical inventory.

Inv. Prep. Forecast

This featureprepares a port thatshowshow manyo f e a ¢ imventaryeimit® tke kitchen
should prepare fahe day.This information is based dhe past inventory usage history for up to
the priorsix weeks for thesame day of theveek. Please note that proper menu recipes
inventory depletion mudie defined and enabled for this feattoevork.

To use this featurelick on thefinv. Prep. Forecagbutton todisplaythe reportThe report may be
exported or printed.

Inventory Items

This featureallows you to create and maintgjiaur inventory itens. To use this featurelick the
filnventory ltems button todisplaythe Inventory Iterascreen. Inventory items can beviewed or
edited. New itemsmay be addedby clicking thefiNewo button.Enter tte informationfor the new
inventory item andlick fiSave Bor more information on using this feature, see Information Data
Entryi Inventory Setup Inventory Itemdn Chapter 5 of this manual. This feature may also be
accessed from thRack Officeby navgating toSetup > Inventory Setup >Inventory Items.
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Menu Recipe

Here you define thenenu recipes for younenu itens. You mustcreate menu recipaghen you use
Inventory Depletion. To use this feature, cltble Menu Recipe button ttisplaythe Menu Recipe

Editor screenfFor more information on using this feature, see Information Data Ertryentory

Setupi Menu Recipe Editoin Chapter 5 of this manual. This feature may also be accessed from the
Back Officeby navigating tdSetup> Inventory Setup > Menu Recipe Editor

Other Tools Section

This sectiorcontainsseveral options naiccessible througbther parts of the softwarand provides
shortcuts to other features in tBack Office To use this seitn click Operations > Other Tools.

Caller ID Log

This featureallowsyouto review the entire Caller ID Logss long as you have your Caller ID
configured and working To use this feate,click the AiCaller ID Logp button todisplay the Caller
ID Log screen. Rview the log®nthis screemy highlighting a call and ticking fiDetailso

Caller ID Switch

This feature is used to tugour Caller IDon and off If you have the Caller IPeatureconfigured in
your systemyou donot have to worry about this button.

Customer Incidents

This featureallowsyouto recordbadcalls toyour restatant. Gick onthei Cust omer | nci d
button andenter the phone number that the call cdirom. The New Customer Incidergcreen

appeas, allowing you to enter theumber of the order in the Ordegffield, whetherany food was
wasteddue to the di and any detailaboutthe badcall. This informationdisplaysin the Customer
Information screen whilentering Take Out or Delivery ordelh e fAiCust omeron|l nci d
flashes warning that this customer has caupeablemsbefore. Click on this button to see the

details of the incident

Assign Table

This feature allows a managerassign tablet serverswithout going into the Back Office. The
samesecurity leverequired to run a closing report alloascess to this feature.

To Training Mode

This feature is used to tuthe trainng mode on and offto use this feature, click ti@o Training

Moded button todisplay the confirmation screen. Whgau click fives & confirmation window

appears, confirminthatyou are now in training mod&o switch back to live mode, click tli#o

Live Modebutton( t hi' s button appears in the same scre
button was previouslyWhen theconfirmations c r een appears, click fAYes
window appears, confirming that you have now reverted to liveemod

Note: If you notice that your training databasenot up to datenavigateto the directory where

Aldelo For Restauranis installed andlelete the Training.mdb file. Thisrcesthe software to
create another Training databdite using the curreninformation in yodive database.
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Edit Work Schedule

To use this feature, cl iandkelecthhe enfpleydahdsestieduldk S c h e
you wishto changeFor more information on using thieature, see Information Data Eritry

Employee Setupp Employee Schedules in Chapter 5 of this manual. This feature may also be

accessed from thBack Officeby navigating tdSetup > Employee Setup > Employee Schedules

Add Cash To Bank

This feature allows you to add money to the start amount of either a Staff Bank or a.Jashse
this feature,lickt he @Gasld@ Bank o b uthé Bamk Liabilitg NuenlbetYeurare
prompted 6 enter the amourno add to the bank staamountEnt er t he amou.nd and

Calculator
Thisis a shortcut to th&Vindows® Calculator To use this feature, clicke fiCalculatod button

Emp. Still Working

This featureallowsyouto review alist of all the employees stilorking (clocked in) To use this
feature, tick the iEmp. Still Working) button todisplay the Employee Still Working Repofthe
report displays the employeesd names,ockedine dat e:

Driver Summary

This feature gives you a report of the driisemet salesdelivery compensation, amdimber of
deliveries To use tlis feature, kick the fiDriver Summarg button The report may beiewed,
printed, or expoedto a text file.

Open Order Report

This featuraisplays a list of albpen orderandlists the serverClick the iOpen Order Repait
buttonto displaythe Open Order RepioscreenHere you can review qrint the report.

Menu Item Sales By Category

This feature allows you to choose a category aad/ vhenu itensales based on theétegory.You
can also choose to view all categories to see a completé lisms in your restaurant. Thigo@t
shows quantity and salesmformation for the menu items. This report ¢enprinted or exported.

Sales By Category Report

This featuregenerates repot of sales listed by categoryhis is a shortcut to the Sales By
Category Report in the Back Office.

Sales By Menu Item Report

This featuregenerates reportof sales listed by menu iterfihis is a shortcut to the Sales By Menu
Item Report in the Back Office.

Server Gratuity Report

This featuregenerates report of the tips each server made for the specified @ihtg.is a shortcut
to the Server Gratuity Report in the Back Office.
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General Activities

This sectiordescribsthe different manager functions in tBack Officeof Aldelo For Restaurants
These items arksted onthe menu bar undéctivities. 0

Pay Employees

Aldelo For Restaurantsas a simple form of payroll and can assighigeneratiorof the
information you need to pay your employekgloesnot calculate taxes or perform advanced
deductionsit is simply a way to generate a statement for the hours warkedjme hours, and
wages earned

To generatea payroll, follow the steps belowl'hese steps assume you have employees with time
card information.
1. Click the fPay EnBadkOffice o displayhaiPay Eonployéen scriedn.e
a. You can alsaeachthis screen from the Activities section under General
Activities.
2. Select the employees you want to preggpayroll for.
a. Use the single arrow for one employee, the double arrow for all employees.
3. F I i n the APd)getH ormatdM¥/DE/YIYYY. Dat e
4. |If there is any additional pajuean employee, select the employee on the right and click
i Addi .t hesysiehprompsfor the amountluethis employee in addition to their

pay.
5. Cl i ¢ k 0 Beviewtheaeportto check for mistakes and priotit
6. Once everything.ids correct, click APay

If you generate a payroll by mistake, you can undo the previous p@ntylone payrolican be
rolled back;you cannot roll back a payrofirior tothe current payroll.

New Local EMail

As a way to communicate to other employeddelo For Restaurantsas an internal-enail system.
This system does not commaate with the internet bstores messages internally

To send an-enail to an employee, follow the steps below.
1. CIl i c kewdlacal EMail. Bhisdisplaysthe New Local Email Message screen.
2. Usethedropdownl i st under ATo Employee(s)o to fil
wish to email.
3. Select the employees you wish tonaiil.
4. Select the employee from thieop-downlist of who the email is from.
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5, Type a message in the AMessageo field.
a. Use t he fiKey beaterthidiba hardware kegboardds not available
6. Click. @Send

Review Local EMail

As a manager, yomaywant to keep trackf youre mp | o gomrauniéations between each other
to make sure the system is not being abused.

To review emails sent by emplyees, follow the steps beloWhese steps assumargilswere
created.
1. Click on fRmals @msislistedunderA&ivities > GeneraActivities in
the Back Office. Tie Local Email Maintenance screetisplays
2. Select the employee you wish to review.
3. Cli ck 4n&le dhdsdigplaysthe Local Email Viewer screen.
4. Select the email messagéom the Email Messagesection.The email displays on the
right.

Video Surveillance Control Center

This feature is only available if you have a web cam installed andchaeded th&nable Video
Surveillance Capturesheck box undeihie General tab in Station Settings. To use the Video
Surveillance Control Centemavigateto the Back Office under Activities > General Activities.

Inside the Video Surveillance Control Center, ttenee t hr ee b u tAtPo redceersigStn a p s t
and ose @I

SnapshotTakes a shapshot of what the camera is currently focused on.

Preferences: The chdmixes in Preferences allog@u to choose when you do not wamé camera
to take a snapshdtor example, if you @ not want the system to take a snapsti@ No Sale
action, select thBisable No Sale WatatheckboxUnder Preferencethere are four other buttons
titted CompressionDisplay, Format, and Sourddse these to adjust yooamerasettings for the
best picture qualityUnder the Format optigrnve recommend using 320 x 240 for the Resolution
and RGB 555 (16bit) for the PixBlepth (bits) and Compressiohhe last two options the

Control Centeare the two delete functionshe first allows you tepecify how many days you
want to pass beforald snapshots are deletechd theseconddeletes all snapshots currently in the
folder.

Video Surveillance Review Browser

This feature is used to review the pictures captbrethe systemrhe Video Surveillanc&eview
Browser featurecan be found in the Back Office under Activities > General Activities.

To usethis feature, alect thetype of picturedo review fom the Look Indrop-downlist. Select the
picture from the list at the bottom ofetlwindow todisplayit.
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Create Menu Item Labels

To generate stickers fanenu itemsuse the menu itenabel generatoiThisfeaturesearclesfor all
items with barcodes and prina label to stick on thieem.

To print barcode labefor menu items, follow the steps below. These steps assume you have an

Aldelo certified label printerandreu si ng 10 x 30 | abel s.
1. Click on ACr e at. aoMsplayhe Meneltem LalkebGehesator.
2. Choose either AAlIl ®MendSéktems Mébbh Baemsd
a. Ifyouchoosdi Sel ect Menu I tems with Barcodebo

Category or by Menu Group.
Click .icSear ch
Select the items you wish to print labels for.
Enter the number of copies you wish to print.
Clickt @dgPrin

o gk w

Maintain Pay Outs

Pay Out Date/Time: This field allows you to view the date and time the Pay Out was issued.
Cashier Name: This field allows you to identifghe cakier who issued the Pay Out.

Cash Tray#: This field allowsyou to view from whictcash tay the Pay Out was issued
Authorized By: This field allows you to view who authoridéhe Pay Out.

Pay Out To: This field allows you to viewo whom the Pay Out was given.

Pay Out Amount: This field allows you to viewwtheamount ofthe Pay Out.

Pay Out Details: Thisfield allows you to view the detaibntered when the Pay Out was issued.
Wage Advance For: This field allows you to view who received a Wage Advance.

Pay Out Voided: This option allows you to void a Pay Gfiit was enteed by mistake.

Void Reason: This field allows you to entdhe reasothe Pay Out was voided.

Maintain Manager Cash Outs

Cash Out #: This field allows you to view the number the software assigned taaiteaut record.
Cash Out Date/Time: This field allows you to view the date and time the manager performed the
cash out.

Cash Out By: This field allows you to view who performed the cash out.

Cash Out Amount: This field allows you to view the cash out aumt.

Station Number: This field allows you to view which station performed the manager cash out.
Cashier Name: This field allows you to view which employee was signed in when the manager
cash out was performed.

Cash Tray #: This field allows you to vier8 which cash tray the mager cash outised when it was
performed.

Bank Liability Report #: This field allows you to view which Bank Liability report number was
used to perform the manager cash out.

Cash Out Voided: This option allows you to void the mager cash out.

Void Reason: This field allows you to enter a reason for voiding the manager cash out.
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Global Menu Item Price Change

To do batch updates on your nugtem prices, se the global enu item price chandeature. This
screerallows you to adjust menu item prices very quicklydin many different ways.

To change prices on menu items using the Global Menu Item Price Change screen, follow the steps

below. These steps assume you have created a couple ofitesrs.

1. Click on AGI obal M @hswvill bringeupithePGlobat Menudtkena Rrigee

Change screen.

Select the item® be changed
Select the change option.
Markup By Percent
Markup By Amount
Markdown By Percent
Markdown By Amount
Amount
i. Use the fAAmMmountoo
5. Click M@BUpdate

PN

PooTo

o

Note: Be careful with this featur&€hanges are permanent and cannot be reversed.

Export Menu Item Sales

field

The resultglisplay in the Price Change Results section.

t

Sdect the group in which you wish to make changes (or séledenu Group3.

(o]

speci fy

This featureexpors sales information abouenu items to a CSV text file. Beldsara sample of the
text file. The fields(from left to right)are Menu ItemD, Qty ordered, total sales,(& place holder)

Menu Item Name, Menu Group Napidenu Item Price

250, 1.000, 3.95, 1, Onion Rings, Appetizers, 3.95

251, 3.000, 14.85, 1, Nachos, Appetizers, 4.95

252, 6.000, 35.70, 1, Potato Skins, Appetizers, 5.95

253, 7000, 55.65, 1, Shrimp Cocktail, Appetizers, 7.95
254, 9.000, 35.55, 1, Frieglcchini Appetizers, 3.95

255, 23.000, 113.85, 1, Fried Mozzarella, Appetizers, 4.95
256, 6.000, 29.70, 1, Quesadilla, Appetizers, 4.95

257, 8.000, 55.60, 1, Chicken TenderspApzers, 6.95

258, 7.000, 55.65, 1, Lemon Pep. Shrimp, Appetizers, 7.95
259, 4.000, 31.80, 1, Cajun Shrimp, Appetizers, 7.95

260, 0.750, 0.92, 1, Stuft Jalapeno, Appetizers, 1.23
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Customer Activities

Maintain Customer Records

Phone Number:Enter a phone number for this customer.

Customer Name:Enter a customer name for this account.

Delivery Address: Enter an address for this custonieibe used when making deliveries

Cross Street:Enter across street name for the delivery address.

Postal Code:Enter a postal code for the delivery address.

Delivery Charge: Enter a delivery charge for this customer.

Delivery Compensation:Enterthedelivery compensatiopaid to the driver when delivering this
customer.

Delivery Remarks: Enter any delivery remark for this customer.

VIP: Select tke VIP level for this customeYX.ou can set the different VIP level discounts in the
Registry Settings of the software.

Customer Notes:Enterany customer notesssociated with this customer.

MSR Card: Assign an MSR Cartb this customerit is used when doing a search for a customer.

Account Code: Enter an account code for this customers used when doing a search for a
customer.

Create Customer Address Labés

If you have customers that you wantg@nerate stickers fouse thecustomer addredabel
generator to print thenThissearclesfor all customersnd prins a label to stick olgustomer
mailings

To print addesslabels forcustomersfollow the steps belowl hese steps assume you have an

Aldelo certified label printerandreu si ng 10 x 30 | abel s.
1. Cl i c KreaienCudliomer Address Laliels t o tthe Csigtomer ddreskabel
Generator.
2. Chooseehi e r i Aomdrs wEhuMaiting Address o r  @uStenheewdth Mailing
Address 0
a. Ifyouchooséi Sel ect Cust omer , guctahfitdwbyi | i ng
i. Postal Code
i. Area Code

iii. Anniversary Month

iv. Highest Spending Customers

v. Lowest Spending Customers
Click .idcSear ch
Sdect the customengou wish to print labels for.
Enter the number of copies you wish to print.
Click. @Print

ook w
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Maintain In-HouseCharge Accounts

Customer Phone Number: Enter a phone number for this account.

First Name: Enter a first name for this accaun

Last Name: Enter a last name for this account.

Mailing Address: Enterthemdii ng addr ess dcoount.t hi s customer 8s
Mailing Postal Code: Enter the postal code for the mailing address.

Tax Account Number: Entera social security number equivalet for this account.

Driver Gs License Number: Enter adriveré licensenumber for this account.

Driver & License Expires: Enter an expiration date for tlikr i Jieensé. s

Credit Limit: Enter a credit limiamountfor this customerThis workslike a aedit card.
Credit Account Expires: Enter an expiration date for this account

MSR Card: This field allows you to assigh an MSRu@ to this account.

Credit Account Status: Thedrop-downmenu allows you tget the status of the accouAttive,
Past Dugeor Closed.

Credit Account Notes: Enter any notes about this account.

Create In-HouseCharge Statements
This feature allows you to issue statements to the customer for accounts that are due.

To create statemenfor yourln-HouseAccounts, follow the steps belowhese steps assume you
have created at least olmeHouse Accountor a customeand there are charges on that account.
1. Cl i ck o m-HéuSeCramda Statementdhis displaysa list ofIn-HouseAccounts.

2. Select the accounts you wish to generate statements for.
3. CIl i c k otd displaydne statement3.here are several options on this screen.
a. fiPreviou® navigatego the previous statement.
b. fiNext navigatedo the next statement.
c. fiClear Curreniremovssthis statemenfrom the list of statements currently being
viewed
d. fPrint Currend printsthe statement currently being viewed.
e. fPrint Alld prints all the statements the print list.

These statements are arranged so that they fit in a normal bugheestnslow envelope.

Maintain Frequent Diner Accounts

Customer Phone Number:Enter a phone number for this account.

First Name: Enter a first name for this account.

Last name: Enter a last name for this account.

Mailing Address: Enter a mailing address for this account.

Mailing Postal Code: Enter a postal code for the mailing address.

MSR Card: This field allows you to use MSR Cards for this Frequent Diner Account.
Email: Enter an email address for this customer.
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Maintain Frequent Diner Tracking

To see how austomer is doing with their frequediiner accountuse thisfeatureto view orders
outstandingordersthat have not been redeemed.

Toseec u s t oamders thab have not been redeemed in the frequent diognam, follow the
steps below.
1. Click on AMaintain. &requent Diner Trackin
2. Enter the customer phone numbe€his displaysthe Maintain Unredeemed Frequent Diner
Tracking Points screen.
3. View the information on this edoardesframrthec!| i c k
list.

Maintain Customer Credits

Credit Number: This field allows you to view the number assigned to the credit by the software.
Issue Date/Time:This field allows you to view the date and time the credis issued.
Customer Phone Number:This field dlows you to view thecreditc u s t ophane riumber.
Issued By EmployeeThis field allows you to view the employee that issued the credit.
Credit Type: This field allows you tosiew the type of credissuel to the customer.

Credit Amount: This field allows you to view the amount of the credit that was issued.
Credit Expires: This field allows you to view the expiration date of the creflihere is one.
Credit Reason: This field allowsyou to view the resongivenfor issuingthe credit

Credit Limitations: This field allows you to view thémitationsthatwere placed on the credit.
Credit Status: Thisdrop-downallows you to edit thereditstatus Active, All Redeemedor
Voided.

Void Reason: This field allows you to entethe reasorhe credit was voided.

Maintain Gift Certificates

Gift Certificate Number: This field allows you view the Gift Certificate Numbassigned by the
software Usethis numbetto redeem th&ift Certificate.

Issued Date/Time:This field allows you view the date and time the Gift Certificate was issued.
Account Number: This field allows you to view the numbassgned to the Gift Certificate. Use
this numbeto redeem the Gift Certificate ifoy are not using MSR cards.

Authorized By: This field allows you to view who authorized the Gift Certificate.

Issued To:This field allows you to viewo whomthe Gift Certificate was issued

Presented By:This field allows you to entdhe name of the psonpresenting the Gift Certificate.
This is usedvhen the Gift Certificate is givess a gift.

Issued Amount: This field allows you twiew the dollar valuassigned to the Gift Certificate.
Expiration Date: This field allows you to view the expiratiomet of the Gift Certificateif
applicable

Status: Thisdrop-downallows you to sethe Gift Certificatestatus:Active, All Redeemed, or
Voided.

Void Reason:Enter a reason for voiding the Gift Certificate.
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New Bad Check

Whena customer write a bad checkhis feature allows you tmake a record df in the software.
If the customer presents another check in the future, the system warns the user that the customer

wrote a prior bad check. A decision can themiagle as to whether to accept the new ch8ickply
fillin all therequested nf or mati on for the.bad check and cli

Follow Up Bad Check

This screen allows yowtselect a check to follow up on or edit. Osetectedyou can edit the
information concerning the check in the saB@al Check Editoscreerused to ecorda rew bad
check A new bad checknay also be recorddtbm this screen.

Inventory Activities

New Purchase Order

This feature allows you to create a new purchase order when ordering items from vendors. For more
information on using this feature, s@perations Centér Inventory Activities Sectioii New PO

(Purchase Ordeih Chapter21 of this manuh This feature may also be accesfedn the Main

POS screeby navigating tdDperations > Inventory Activities > New PO.

Review Purchase Order

This feature allows you to review existing purchase ordemsmore informatioron using this
feature, see Operations Ceritdnventory Activities Sectiofi Review PO in Chapter 21 of this
manual.This feature may also be accessed from the Main POS screen by navig&peyations
> Inventory Activities > ReviewPO.

Create PO FromShopping List
If you have a largelr®pping list, se this feature to create purchase ordaiskly for your vendors.

To create purchase orders for all vendors using the shoppirgitiplyd i ck on ACr eate F
Shopping Lisb to displaythe shopping list.
Create Inventory Item Labels

If you have inventory items that you wantgenerate stickers fouse the inventory itenabel
generator to print themThesystemsearclesfor all items with barcodes and pra label to stick
on theitem.

To print barcode labels for inventory items,|del the steps belovithese steps assume you have an
Aldelo certified label printerandreu si ng 10 x 30 | abel s.

1. Cl i ck on A Citandabeld to displaytheé lovenyory Item Label Generator.
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2. Selecti Al | Il nventory Items with Barcoded or 0
a. I f you chodse em3elre/c | tyeuman filtei by InverBBoayr ¢ o d ¢
Vendor or by Inventory Grqu
Click .AicSear ch
Select the items you wish to print labels for.
Enter the number of copies you wish to print.
Click. @&Print

o gk w

Receive Inventory Items

This feature allows you to receive inventory items from your vendoranBog information on

using this feature, see Operations Centeventory Activities Sectioii Receive Itemén Chapter

21 of this manualThis feature may also be accessed from the Main POS screen by navigating to
Operations > Inventory Activities > Receve Items.

Physical Inventory Count

Use this feature to record the physical inventory actually on hand. For more information on using
this feature, see Operations Ceriténventory Activities Sectiofi Phy. Inv. Countn Chapter 21 of
this manual. This feature may also be accessed from the Main POS screen by navigating to
Operations > Inventory Activities > Phy. Inv. Count.

Maintenance Activities

Monitor Client Connections

This feature allows you toiew all of the clients connected to the netwdtlalso allows you to shut
down any clients that are not connecteddret preventing theoftwarefrom allowing you to
compactor backup the databaskhis featireis accessed from the Back Office under fativities

> Maintenance Activities. Once you are in thaldelo For Restauran@lient Connection Monitor,
the

maximum number of clients allowed is shown at the bottothefvindow in greenlust below the
maximum number ithe number of clientsurrently logged onto the systeththe windowshows
thata client is logged grbut Aldelo For Restauranis notrunning on thatlientd sonputer, put a
check in thebox for the dent that is not connected anlitk the fiShut Down Cliert button. This
renoves that client from theonnections.

If you ever get a message teaysfi You have e xc embdrofdiceysedyaumusta x n

shut down the client that the systemnks is connected but is ndto do tis, follow the steps
mentioned above.
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Remove All Access Denied Logs

This feature allows you to deledd of the access denied loghis featurds found in the Back
Office underActivities > Maintenance Activities. It deletesall Access Deniedecordings, and

may shrink the database si2dter cleaning up the Access Denied Logs, compact the database to
increase its efficiency

Remove All Caller ID Logs

This featureallows you todelete all of the Caller ID logy This featurds found in the Back Office
underActivities > Maintenance Activities. It deletesall Caller ID recordingandreducs the
database sizé\fter cleaning up the Caller ID logespmpact the databaseitwrease its efficiency

Remove All Cugsomer Names From Orders

This feature allows you to remove all of the names fampecified custm e r osdérs(perhaps due
t o the cust. dhinéatdes founeingtheeBadk Pffice undekctivities > Maintenance
Activities. Once selectedh popup windovappeas and prompd you to enter the custontphone
number.Enter the pone number of the custom@hose name yowish todelete fromthe orders.
Upon completiona confirmation windovappears, displying lrow many nameweredeleted.

Remove All Redeemed Gift Certificate MSR Card Information

This feature allows you to remove all of the swipe card informatioreftee medift certificates.
This featurds foundin the Back Office undeictivities > Maintenance Activities.After selecting
this choicea confirmation screeappearssking if you want to remove all scan codesrir
redeemed gift certificate€ | i ¢ k t h e The'rexawindoly confitnms thatall of the scan
code information was deletediccessfullyMSR Card information that is already redeerised
automatically deleted from the system every time the software is restarted.

Remove Prior Manager Cash Outs

This feature allows you to remottee entireprior managed sash out information. fAis features
foundin the Back Office undeActivities > Maintenance Activities. You areprompted to enter a
date using thenonth, day, and year butts. Anything prior tothis dateis removed from the system.

Remove Prior Reservations

This feature allows you to remove all the prior reservatiforimation. This features foundin the
Back Office undeActivities > Maintenance Activities. You arepronpted to enter a date using the
month, day, and year buttorsnything prior tothis dateis removed from the system.

Delete Master Data

This feature allows you to deletlatabase entrighat have never been usadwere errors \wen
creding the databas&elect the category, theselect the items to deletH.the item is in use by the
systema messagdisplaysstating that the record cannot be delet@oimpact the database
immediately after using this feature.
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Note: This featireis particularly useful when you finistreating your database before your
restaurant opend removeanyunnecessargntries.

You mayonly delete items that have sales assodiad with them. Ithe itemhas ever been usé¢al
perform a saleheenatachedio another databasem, or hasany links whatsoeveit must remain
in the database foreverhe only other option is tdump all your sales to frebe items and unlink
them so theganbe deleted. Make sure the otfjeloes not hava forced modier connected to it.

Refresh Cumulative Grand Total

This optionrecalculats the total sales when using tBaow NorResetable Grand Totdeature in
Store Settings > Other.

Third Party Add Ins

New
When you click this, yowpen a file with the following information.

Instructions:
1) To create a Menu Separator, enter DASH PIPE DASH.
2) To enter Menu Command, enter DESCRIPTION,
then PIPE, then the EXECUTABLE PATH.

===> Enter Menu Commands Starting The Following Line <===
New|CurrentPath

_|_

Calculator| CWINDOWS\System3Ralc.exe
NotepadlCAWINDOWS\System3iotepad.exe

This allows you to creatéinks to other programs. This doest integrate the pgrams butallows
you to open the program from withiidelo For Restaurants

Calculator
This opers theWindows® Calculator

Notepad
This opengVindows® Notepad
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Database & Support Files

Below is a list of some of the files and explanations of what they are and do.

adResSettings.dat

This file contains the Store Settings for your databasgtime you perform a backup, this fie
copied along withhe databasén addition anytime an error occuis your software, this fildelps
the Aldelo Technical Support Team to shorties time it takes to troubleshoot the issuith your
system. If yoware encountering an error, call us and arrange to send this filenkail.e

adResISV.dat

This file contains the external software linkuch aghe link to thewindows® Calculator You can
createyour own links to other softwagrogramsthatare installecbn your computeby editing this
file. For more information on adding an external software link, see Third Party AdldNew in
Chapter 22 of this manudlease note that if you enter a link to datiént program, the program
you are linking to must be installed on tbeal computerThe instructions on how to edit this file
are in the file when you open it with notepad. The only item not mentioned in the insisistioa
& 6(ampersandyymbol This is used to mark a lettas the hotkey for that word.sd thed& 6
symbol before the letter you wantget aghe hotkeyln addition,you mayneed to change the path
name for the items already in the file to match your comggipeath for those programs.

adResHostess.dat
This file containghe settings for the Hostess functions of the software.

adRes.lang
This file contains thanformation used to display text in the softwdfghe software cannot connect
to this file,Aldelo For Retaurantglisplays buttons witmo text.

Database Engine Used

The database engine thtlelo For Restauranisses is Microsoft Jet 4
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Database Recommended Limits

The recommended databdsrits arethatthe database file cannot be larger than 2 gigabytes. There
is no limit on the number of clients that can connect to the dataatsperformancesuffers greatly
if there are a large number of clieatnnected to a databdseated on alew machine

Compact Database

Periodically(for example, every two weeks)sethe Compact Database feature in the Back ©ffic
Compacting the databashrinks itand reclaimsits unused spac&hismakesthe daabase smaller,
faster, andnore efficient. To compact the databage to the computer thablds the database
Closeall other client stations conrted to this database computer. Navigatéhe Back Officeand
click ACompact Databasdo start the compaicin processOncefinished, youarenotified that the
compact process hdeercompletedsuccessfully.

Jet Compact Utility

If you mustuse the Jet Compact Utility, you can run it franthin Aldelo For Restaurant§o to
Back Office >Help > Technical Supportand gess F12 on the keyboard. Entiee password
fi05338942 The softwareasks if all stations are shut dowlouble check to make su@nce all
stations are shut down, follow the steps to perform theatipar This functiorcreats a backup of
the databaskefore the compact is performedthatif anything goes wrongall is not lost.

Backup Database

Backing up the database allows yowcteatebackupcopies of your database in casmirlive
databas&ecomes corrupted or unusab¥ou can only backup the database at the compuurter
whichthe databasks locally storedYou cannot backup the database to a floppy drivee device
must bea Zip drive, a CD recorder drive, a tapévdr or the hard drive itsellhe database is too
large for a floppy. To back up the da#se navigateto the Back Office andlick on thefiBackup
Databasebutton. Select the folder where thackupdatabase will be stored. We have provided a
backup folder for your use in tiddelo For Restaurant®lder during setupAfter you have
seleded the folder for the backupliak the fiBackup button.After the backup is completa
confirmationwindow displays a messagieat the bak upis complete The database¢he
adResSettingdat and the asResHostedat fileare backed ugKeep thesédiles safeand always
keep a second location for the backjust in case your primary backup is damaged

You can also use the Windofibuilt-in backup software to schedule automated backup times so
that you can snapshyour database at certain time intervals, or simptgraate the once a day
back up.This can also baccomplishedhroughAldelo For Restaurania Station Settings >
General. Remember thahe other stations must not be runniidgelo For Restaurantshen a
backup is performed.
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Exporting Data

This feature allows you to export data to transfer to another blank database or into an existing
database. To export the degalect the dateo exprt and clickthe AExpord button.If you want to
export the entire database, sefii€kport Entire Databaseo

This creates a text file containing all theada you have chosen to expdrhis data is in a proprietary
format and cannot be editefthe expoted fileis saved in the Export folder contained in the
C:\Documents and Settingdl UsersApplication DatdAldelo Systemgildelo DataAldelo For
Restaurant&xport directory.

Import Data

This feature allows you to import data thets exported from anoth@tdelo For Restaurants
databasef you try toimport into a databagbat has existing data,htdes the information that
cannot be importedsimply create a new item and pick the menu items that have been hidden to
bring them lack. Follow the steps below to use the import feature.

1. Click .Ad mport
2. locate the exp©@peh of il e and click n

Import New Resource Database

This feature allows you to import a new language database created in the Aldelo Localization
Utility. The nane of the languagdatabase should be adRes.iffiis file contains all the strings
for the softwargallowing you to change tine and customize your softwafRefer to the Aldelo
Localization manual for more information on how to create new language degabas

Exporting Reports

Aldelo For Restaurantllows you to expdrall of the builtin reports. Once inside the repotick

t he @ E»p b wonfirmatiandisplays indicatinghat the report hdseen saved to als file
in the programs ditory under the Export folder.d¢ Microsoft Excel to viewr editthe exported
file.
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Chapter 25
Reports
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172 Reports

Sales Summary Report

Report From Report To : = —
| ; Export rint Close
(121162005 I N RC T GO O 2 & Close
=%% Sales Summary Report ¥ A
lIFrom 12 /16/2005 To 1/16/2006 =
Sales Recap
Amount COUNT
Total sales $69,626.67 3620
ax 1: $5,096.92
Jloelivery Compensation: -$311.00
Gross Sales: $74,412.59
NEW GIFT CERT. SALES: $2,124.00 62
BAD CHECK PAYMENTS RECEIVED: $0.00 1}
In House ACCOUNT Payments: $4,059.81 148
TOTAL REFUNDS: -$25.00 1
TOTAL PAID OUTS: -$5,731.89 77
lINET RECEIPTS EXPECTED »»3» $74,839.52
Total Cash: $49,498.91 3647
Total Checks: $4,076.32 97
Total Room Charges: $43.45 1
Total Credit Cards: $17,932.41 320
Gift Cert Redeemed: $1,174.86 41
In House Charges: $1,931.57 70
[TOTAL PAYMENTS >>>x $74,657.52
Sales Statistics
sverage Order: $20.64 =
Total Guests: 1043
PER GUEST: $19.20
v
L

Sales Summary Report

This report shows total salésr the specified date range ditves an overall view of how the
restauranperformedfor the day.
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Guest Count Report

Report From Report To g =
‘ 1 ‘Export rint Close
121162005 I I ML GO = b Close

=% GUeST COUNt Report *w= A

|Fr'om 12/16/2005 To 1/16/2006 =
Date Breakfast Lunch Dinner Total Guests
12/16,/2005 0 0 39 39
Seat Turnover »»» 0.00% 0.00% 32.00% 32.00%
12/17 /2005 ] 45 22 67
Seat Turnover »»» 0.00% 37.00% 13.00% 55.00%
12,/18/2005 i} 2 25 27
Seat Turnover »»» 0.00% 2.00% 21.00% 22.00%
12,/19/2008 0 22 15 37
seat Turnover s 0.00% 18.00% 12.00% 31.00%
12/20/2008 ] 32 E 36
Seat Turnover »»» 0.00% 27.00% 2.00% 20.00%
12/21/2005 [} 31 27 58
Seat TUrNoOver »»» 0.00% 26.00% 22.00% 48, 00%
12/22/2008 0 51 31 82
Seat Turnover »»» 0.00% 42.00% 26.00% 63.00%
12/23 /2005 ] 12 24 36
Seat Turnover »»» 0.00% 10.00% 20.00% 20.00%
12/24,/2008 0 2 20 22
Seat Turnover »»» 0.00% 2.00% 17.00% 18.00%
12/25/2008 0 0 0 0
Seat Turnover »»» 0.00% 0.00% 0.00% 0.00%
12/26/2005 0 0 14 14
Seat Turnover »»» 0.00% 0.00% 12.00% 12.00%
12/27 /2008 0 3 26 29
Seat Turnover »»» 0.00% 2.00% 21.00% 24.00%

v

Guest Count Report

This report shows the total number of guests servethéospecified date rangéuests are sorted
by Breakfast, Lunch, DinneandTotal Guests.
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Sales By Category Report

Report From Report To : =
[12/1672005) \E ‘ 11612006 \E] Expon. Print Close

w%% TOTAL SALES REPORT BY CATEGORY *%% A

llFrom 12 /16,2005 To 1/16/2006 -
SALES AMOUNT PERCENTAGE

Category 1 1,523.03 2.188%

Category 10 6,464.15 9.285%

Category 11 2,295.00 3.296%

Category 12 277.00 0.398%

Category 13 1,656.34 2.379%

Category 14 2,083.40 2.992%

Category 15 448.10 0.644%

Category 16 234.45 0.337%

Category 17 1,683.60 2.418%

Category 18 340.75 0.489%

Category 19 1,400.65 2.012%

Category 2 6,009.95 8.632%

Category 20 560.10 0.804%

Category 21 185.65 0.267%

Category 22 757.50 1.088%

Category 23 937.30 1.346%

Category 24 192.85 0.277%

category 25 2039.95 0.302%

Category 26 851.50 1.223%

Category 27 504.90 0.725%

Category 28 1,477.00 2.121%

Category 29 481.10 0.691%

Category 3 16,804.90 24.137%

Category 30 1,106.45 1.589%

Category 31 329.70 0.474%

Category 32 6,271.00 9.007%

Category 33 3,122.86 4.485%

Category 35 1,055.00 1.515%

Category 4 538,45 0.773%

Category s 4,204.55 6.039%

Category & 2,588.35 3.718%

category 7 535.50 0.769%

Category 8 1,868.65 2.684%

Category 9 622.05 0.893%

GROSS CATEGORY SALES: 69,621.73 100. 000%

|lDELTVERY FEES: 310.00 v

I

Sales By Category Report

This report shows the total sales in the report date rangaped by the menu categoridhis
report is useful for reviewing the sales by different categories in theirastasuch as Meals,
Liquors, etc.
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Sales By Hour Report

Report From Report To

(1211672005 [ I AT O Export | Print ‘ Close. I

ww% TOTAL SALES REPORT BY HOUR *+%%
llFrom 12 /1672008 To 1/16/2006

SALES AMOUNT PERCENTAGE ORDERS COUNT AVG ORDER
9:00:00 AM 471.17 0.680% 4 117.79
10:00:00 AM 2,359.24 3.404% 31 76.10
11:00:00 AM 4,870.50 7.027% 200 24.35
12:00:00 PM 7,498.52 10.818% 473 15.85
1:00:00 PM 5,440.35 7.849% 359 15.15
2:00:00 PM 3,215.78 4.639% 251 12.81
3:00:00 PM 2,700.05 3.895% 236 11.44
4:00:00 PM 6,597.46 9.518% 408 16.17
f|5:00:00 PM 12,747.10 18.390% 599 21.28
6:00:00 PM 10,367.16 14.956% 534 19.41
7:00:00 PM 6,835.62 9.862% 326 20.97
3:00:00 PM 1,856.78 2.679% 125 14.85
9: 100 PM 1,623.40 2.342% 57 28.48
10:00:00 PM 27.09 0.039% 4 6.77
12:00:00 AM 766.45 1.106% 4 191.61
1:00:00 AM 1,939.00 2.797% 9 215.44
MINET SALES: $69,315.67 100.000% 3620 AVG:E 19.15
TAX 1: 5,096.92
TOTAL TAXES: $5,096.92
Total Sales: $74,412.59

JlNnote: Refunds, if any, are not reflected in this report.

Sales By Hour(Summary) Report

This report shows the total sales in the report date range, grouped bythsdois in a summary
format. This report is useful fodeternining which hours are the busiesto that you caschedule
your staffaccordingly
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Sales By Hour Details Report

Report From Report To : = —
[12/16/2005) \E 1162006 [Z] Export Print Close

w*% TOTAL SALES REPORT BY HOUR (DETAIL) *** ~

|IFrom 12/16/2005 To 1/16/2006

MENU ITEM NAME SALES AMOUNT PERCENTAGE QUANTITY

>=>> From 9:00:00 AM To 9:59:53 AM <<<

Menu Item 119 8.25 0.012% 1.00

Menu Item 1342 50.00 0.072% 1.00

Menu Item 171 .85 0.013% 3.00

Menu Item 198 3.25 0.005% 1.00

Menu Item 25 11.95 0.017% 1.00

Mmenu Item 26 13.25 0.019% 1.00

Menu Item 261 17.50 0.025% 5.00

menu Item 30 11.70 0.017% 1.00

enu Item 42 30.97 0.045% 3.00

menu Item 64 4.95 0.007% 1.00

Menu Item 738 15.00 0.022% 2.00

Menu Item 835 80.00 0.115% 2.00

Menu Item 46 19.50 0.028% 3.00

Menu Item 857 35.00 0.050% 1.00

Menu Item 877 70.00 0.101% 2.00

Menu Item 890 35.00 0.050% 1.00

Menu Item 504 18.00 0.026% 1.00

Menu Item 923 30.00 0.043% 1.00

Menu Item 987 3.50 0.005% 1.00

Menu Item 988 3.50 0.005% 1.00

HOUR SUMMARY 470.17 0.678% 33.00

>>> From 10:00:00 AM To 10:59:59 AM <<

Menu Item 1005 50.00 0.072% 5.00

Menu Item 1005 30.00 0.043% 3.00

Menu Item 1005 40.00 0.058% 4.00

Menu Item 120 6.95 0.010% 1.00

Menu Item 1327 17.90 0.026% 2.00

Menu Item 1340 23.90 0.034% 2.00

Menu Item 1342 50.00 0.072% 1.00

Menu Item 1342 50.00 0.072% 1.00

Menu Item 1342 59.00 0.085% 1.00

Menu Item 1353 2.00 0.003% 1.00

Menu Item 1360 4.95 0.007% 1.00 v

Sales By Hour Details Report

This report shows the total sales in the report date range, grouped by tthxoleks in a detééd
format. This reporés usefulness isimilar tothe Total Sales By Hour Summary Repecept that
it shows how many of each menu item were sold by each hour.
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Sales By Menu Item Report

Report From Report To Sort By Descending S = —
EEE  [.) [voze ] | -

ww% TOTAL SALES REPORT BY MENU ITEM *%* ~

From 12/16/2005 To 1/16/2006 -
SALES AMOUNT PERCENTAGE QUANTITY

Menu Item 1000 65.90 0.095% 2.00

Menu Item 1003 32.95 0.047% 1.00

Menu Item 1004 32.95 0.047% 1.00

Menu Item 1005 120.00 0.172% 12.00

Menu Item 101 133.95 0.192% 57.00

Menu Item 104 213.00 0.306% 71.00

Menu Item 105 225.00 0.323% 75.00

Menu Item 1067 20.00 0.029% 4.00

mMenu Item 107 13.00 0.019% 4.00

Menu Item 1071 18.00 0.026% 3.00

Menu Item 1072 15.00 0.022% 3.00

menu Item 108 434.00 0.710% 152.00

Menu Item 1095 6.00 0.009% 1.00

mMenu Item 11 46.75 0.067% 17.00

Menu Item 110 87.50 0.126% 35.00

Menu Item 1103 17.50 0.025% 2.00

Menu Item 1119 5.00 0.007% 1.00

Menu Item 1121 5.00 0.007% 1.00

Menu Item 1149 18.00 0.026% 3.00

Menu Item 115 197.50 0.284% 50.00

Menu Item 1177 50.00 0.072% 10.00

Menu Item 1179 20.00 0.029% 4.00

Menu Item 1184 40.00 0.057% .00

Menu Item 119 502.75 0.722% 61.00

Menu Item 12 13.00 0.019% 4.00

Menu Item 120 76.45 0.110% 11.00

Menu Item 1203 10.00 0.014% 2.00

Menu Item 121 210.75 0.303% 28.00

Menu Item 1210 6.00 0.009% 1.00

mMenu Item 122 15.00 0.022% 2.00

Menu Item 1227 36.00 0.052% 4.00

Menu Item 123 39.75 0.057% 5.00

mMenu Item 124 22.50 0.032% 3.00

Menu Item 1247 183.00 0.263% 25.00

Menu Item 1249 9.50 0.014% 1.00

Menu Item 125 127.50 0.183% 17.00 v

L

Sales By Menu Item Report

This report shows thetal sales in the report dai@nge, grouped by menu itenTsis report is
useful to find out théastestan slowesseling items andprovides aroverview of items sold
through the report period.
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Sales By Order Type Report

This report shows the total sales in the repotg dange, grouped by order ty(@so called
Reveme Centers
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