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Introduction 

 

Congratulations on taking the major step of selecting your new Point-of-Sale (POS) system! 

You will soon be up and running with Aldelo
®
 For Restaurants. You will see why Aldelo

®
 For 

Restaurants is the industry leader in restaurant management software. 

 

Aldelo
®
 For Restaurants is not only affordable, it is also one of the most feature-rich restaurant 

software packages available today. It gives you the ability to automate many of the tasks 

associated with running your restaurant. When properly installed and setup, it will help you run 

your table service, take-out, delivery, pizza making, bar, kitchen, cashiers, reservations, wait 

lists, scheduling, inventory, accounting, and more; and it will do so with a level of security 

greater than ever before! 

 

This Training Manual is designed for use either by the end user of the software or by someone 

who is training someone else how to install and use the software. In it, we will walk you 

through the procedure of setting up a fictitious restaurant, called Checkers. As you follow 

along, you will not only see how we install and setup the software, you will also learn why 

many of these settings are important. This will undoubtedly give you a greater understanding of 

how the system works, enabling you to operate the software with confidence. As you gain more 

experience with Aldelo
®
 For Restaurants, you will come to appreciate how well it complements 

your business. You will wonder how you ever got along without it! 

 

We will start the tutorial with the configuration of the hardware and network software, 

followed by the POS software installation and configuration, and finally, the operation of the 

POS software. You should take the time to read the accompanying User Manual first, and then 

read this Training Manual thoroughly before beginning the course. Many times, your questions 

are answered in the manual a few pages later. Reading these manuals ahead of time will help 

keep your questions to a minimum as you complete the tutorial. 

 

So get yourself a cup of coffee, sit down, relax, and let us begin your trip into the world of 

Aldelo
®
 For Restaurants! 





  GETTING STARTED 1  

Getting Started 

Comprehensive Demonstration 

If you operate a restaurant of any size, from a hot dog cart to a world famous five-star eatery, 

you can run it more efficiently with Aldelo
®
 For Restaurants. 

 

The following screen displays the main form for the fictitious restaurant we will setup in this 

tutorial (see Figure Intro-1). Upon completion, you will have learned how to setup and operate 

your own restaurant with Aldelo
®
 For Restaurants. 

 

 

 

           Figure Intro-1 
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The Aldelo® For Restaurants Setup Process 

OBJECTIVES 

Upon completion of this tutorial, you will be able to: 

Ç Setup and install your network hardware and software 

Ç Setup and install your Point of Sale (POS) hardware 

Ç Install and configure the Aldelo
®
 For Restaurants software 

Ç Operate the software 

THE MAJOR STEPS 

There are two major parts to setting up Aldelo
®
 For Restaurants: 

Ç Installing the hardware 

Ç Installing and configuring the software 

The following flow chart shows the steps for setting up Aldelo
®
 For Restaurants. 

 

Determine POS hardware 

requirements

Select locations for 

hardware devices

Install network software

Connect POS hardware to 

network

Install network hardware

Install Aldelo
® 

For 

Restaurants software

Configure Aldelo
® 

For 

Restaurants software

Operate your restaurant with 

Aldelo
®
 For Restaurants

  

  Figure Intro-2 
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In this manual, we will follow the sequential steps in the diagram above to setup our restaurant, 

Checkers. If you are setting up your own restaurant as you follow along, substitute any 

references to Checkers in the settings with those of your own restaurant.  
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Chapter 1 ð POS Hardware Requirements 

 

The first step when installing a POS system is to determine the types and locations of the 

hardware devices needed for operation of your restaurant.  

Hardware devices can consist of: 

Ç Server Computer 

Ç Client Computers 

Ç Touch Monitors 

Ç All -in-One Terminals 

Ç Printers 

Ç Magnetic Stripe Readers (MSR) 

Ç Pole Displays 

Ç Cash Drawers 

Ç Magnetic Ink Check Readers (MICR) 

Ç Barcode Readers 

Ç Weight Scales 

Ç Caller Identification (ID) Devices 

Ç Coin Changers 

 

For detailed descriptions of the above types of hardware and the different network interfaces 

available, please see Chapter 1 of the User Manual. 
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Chapter 2 ð Hardware Device Locations 

 

Imagine where you need your terminals placed and where you may need terminals placed in the 

future. Give this step considerable thought; proper planning here can save much time and 

money when you expand your business. Along with the terminals, consider where to place 

other hardware devices. Make a diagram of your restaurantôs floor plan and mark the device 

locations on it (see Figure 2-1). This makes the next step in the process easier to complete. 
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Chapter 3 ð Network Hardware Installation 

Take the diagram you made and figure out how you will run the cabling for your network. The 

cable installation is best left to a professional, especially if there are walls, ceilings, or other 

obstacles to go through. If you want to install the cabling yourself, please read Chapter 2 of the 

User Manual thoroughly. It describes how to install the cabling and explains certain pitfalls to 

be on the lookout for.  

After completing the installation of the cabling, make sure all your terminals have Network 

Interface Cards (NIC) installed in them so that they can be connected to the network. This 

allows them to ñtalkò to the server computer. 

Finally, choose the type of device you will use to connect all the cables from the individual 

devices to a central location so that each device will be able to communicate with the other 

devices. See Chapter 2 of the User Manual for an explanation of the pros and cons of Hubs, 

Switches, Routers, and Wireless Access Points before making your decision. For our Checkers 

restaurant, we will use a switch. 

Note: Aldelo Systems Inc. does not provide any technical support whatsoever for help 

with installing cabling. Again, this task should be performed by a professional installer. 

Assembling Your Network 

We will assume you have already installed Windows
®
 2000 or Windows

®
 XP on your terminals 

with the default configuration. Connect the terminals to the wall jacks that were installed 

previously by using patch cables. Connect the server computer and the system of jacks to the 

switch. 
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Chapter 4 ð Network Software Configuration 

For its operating system, our Checkers Restaurant will use Windows
®
 XP Professional. For 

instructions on configuring Windows
®
 2000, please see Chapter 3 of the User Manual. 

Windows
®
 XP Home and Windows

®
 98 are not recommended for use with Aldelo

®
 For 

Restaurants. 

The first thing to do to prepare the system for communication over the network is to change the 

workgroup name and computer name. This may be any name you wish. Most of the time, the 

restaurant name, or an abbreviation of the name is used. The default workgroup name is 

WORKGROUP, which may be used if desired. We will use CHECKERS for our workgroup 

name. Computer names are usually SERVER, POS1, POS2, POS3, BAR, TAKEOUT, 

DRIVETHRU, etc., and by common practice are usually written in upper case letters. 

 

Naming your Workgroup 

 

We will name our workgroup CHECKERS. Follow the procedure below: 

1. Click ñStart.ò 

2. Navigate to the ñMy Computerò icon and right click on it (if using a terminal without a                                               

mouse, click the  icon on the keyboard to perform a right click). This displays a set 

of options.    

3.      Navigate to and click on the ñPropertiesò option at the bottom of the list. This displays 

the System Properties page. 

4.      Click the ñComputer Nameò tab. This takes you to the page where you can change your 

network settings. 

5. Click on the ñChangeò button. This displays the Computer Name Changes page where 

you can change the computer name and workgroup name. 

6. Change the workgroup name to CHECKERS. 

7. Click OK (see Figure 4-1). 

 

When the system prompts you to restart, accept and allow the system to restart. 
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Figure 4-1 

 

Naming Your Computers 

Follow the same steps listed above but change the name of your server computer in step six to 

SERVER. Repeat this step for each of the terminals on your network, giving each a unique 

name (see Figure 4-1). 

Changing the IP Addresses 

1. Click ñStartò on the desktop. 

2. Navigate to and click the ñControl Panelò icon in the menu. This displays the Control 

Panel where many system settings may be changed. 

3. Double-click on the ñNetwork Connectionsò icon. 

4. Double-click on the ñLocal Area Connectionò icon. This displays the Local Area 

Connection Status page. 

5. Click on the ñPropertiesò button. This displays the Local Area Connection Properties 

page. 

6. Highlight the ñInternet Protocol (TCP/IP)ò item in the white box. 

7. Click on the ñPropertiesò button. This will bring you to the Internet Protocol (TCP/IP) 

Properties page. 
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8. Click ñUse the following IP address:ò This will activate the fields below, allowing you 

to edit them. 

9. In the IP address field, type in the IP address you wish to use for this system. We will 

use 192.168.0.1. Type this number into the IP address field (see Figure 4-2). 

When you hit the ñTabò key on the keyboard, the ñSubnet maskò field populates automatically. 

The value entered in this field by Windows is usually correct. 

Repeat the procedure above for each of the terminals on your network. The IP address should 

be incremented by one for each successive terminal. For example, if you used the number 

above as the IP address for your server computer, use 192.168.0.2 for POS1, 192.168.0.3 for 

POS2, etc. Continue this procedure until all of your terminals have an IP address assigned to 

them. Donôt forget to add the default subnet mask, as described above. 

 

 

Figure 4-2 

Testing Your Network 

Now that we have configured the network, we are ready to test to see if the network is 

operational. We perform the Ping command in MS-DOS. Click on the ñStartò button and select 

ñRun.ò Type ñcommandò in the open field of the Run dialog screen. The MS-DOS screen 

appears. Enter ñPING w.x.y.z,ò where wxyz is the IP address of another computer that you 

specified earlier in the setup. For example, to test the server computer from one of the other 

POS stations, use ñping 192.168.0.1,ò and press the Enter key to issue the command. Check to 

see if there are any replies. In addition, check out the Packet Loss information. This value 

should be zero to denote that your network is successfully configured. If your PING  result 
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indicates failure, check your cabling and settings. If the problem persists, consult with a 

qualified network technician to check out your problem. 
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Chapter 5 ð POS Hardware Setup 

Installing the Terminal 

If you use all-in-one type terminals, setup is usually very easy (just connect the terminal and 

go), as most manufacturers install everything prior to shipping their product to the customer.  

However, if you use a freestanding touch screen, you must install the drivers for it before it will 

work. For information about obtaining and installing drivers, contact the manufacturer of the 

device. 

Printer Setup 

To print in Aldelo
®
 For Restaurants, you must setup each printer on your network in each 

computer on your network. For example, if you have two computers and two printers, you must 

setup both printers on each computer. We will setup our printers in Windows
®
 XP Professional. 

See ñSetting up the POS Printersò in Chapter 4 of the User Manual for instructions on setting 

up printers in Windows
® 

2000. 

1. On the desktop, click the Start button. 

2. Navigate to and click on ñControl Panel.ò 

3. Double-click ñPrinters and Faxes.ò 

4. In the Printer Tasks section on the left side of the screen, click ñAdd a printer.ò This 

displays the Add Printer Wizard (see Figure 5-1). 

5. Click ñNextò and follow the instructions to add your printer (local or network). Local 

printers connect directly to this computer and network printers connect directly to other 

computers on the network. You may need the driver disc that came with the printer. If 

you do not have it, contact the manufacturer to obtain one. 

6. When prompted, print a test page to ensure the printer is installed correctly. 
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 Figure 5-1 

 

Printer Sharing 

1. On the desktop, click the Start button. 

2. Navigate to and click on ñControl Panel.ò 

3. Double-click ñPrinters and Faxes.ò 

4. Right-click the printer to share and click on ñPropertiesò at the bottom of the menu. 

5. Click the Sharing tab. 

6. Click the ñShare this printerò radio button and enter a share name for this printer. We 

will give our printers the same names as the computers to which they are connected. 

We will call this printer POS1. 

7. Click ñApply.ò 

8. Click ñOKò (see Figure 5-2). 
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Figure 5-2 

 

Testing Your Printers 

1. On the desktop, click the Start button. 

2. Navigate to and click on ñControl Panel.ò 

3. Double-click ñPrinters and Faxes.ò 

4. Right-click the printer to share and click on ñPropertiesò at the bottom of the menu. 

5. Click the ñPrint Test Pageò button. If a test page prints, this printer is working properly. 

If not, click the ñTroubleshootò button and follow the onscreen instructions of the 

Printing Troubleshooter (see Figure 5-3). 

6. Repeat these steps for each printer on all computers. 
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Figure 5-3 

 

Other Hardware Devices 

To install other types of hardware devices, such as those listed in Chapter 1 of this manual, 

please see Chapter 4 of the User Manual for detailed instructions. 
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Chapter 6 ð POS Software Installation 

Installing the Software 

1. Place the Aldelo
®
 For Restaurants CD in the CD-ROM drive. The splash screen 

displays automatically. 

2. Select the software to install (see Figure 6-1). The install wizard launches. 

3. Read the End User Licensing Agreement (EULA) very carefully. It contains important 

information for the end user. 

4. Register and activate your copy of Aldelo
®
 For Restaurants. You may register online or 

by telephone. For detailed instructions, please see ñRegistering & Activating Aldelo 

For Restaurantsò in Chapter 5 of the User Manual. 

 

 

Figure 6-1 
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Display Adjustments 

To get the best possible display with Aldelo
®
 For Restaurants, there are several adjustments to 

make to the system.  

1. Set the screen resolution to 800 X 600 pixels. 

2. Set the color quality of the display to the highest available (16 bit or higher). 

3. Set your systemôs font size to Normal Size 96 DPI (see Figure 6-2). 

4. Set the Taskbar to Auto Hide. 

For detailed instructions on how to make these adjustments, please see ñAdjusting 

Windowsò in Chapter 5 of the User Manual. 

 

 

Figure 6-2 
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Sharing the Database Folder 

All of the computers on the network must be able to connect to the database. The database 

folder must be shared. (For instructions on sharing in Windows
®
 2000, please see ñSharing the 

Database Folderò in Chapter 5 of the User Manual). 

1. On the desktop, click the ñStartò button. 

2. Click on ñMy Computer.ò 

3. Select the Tools menu and click on ñFolder Optionséò 

4. Select the View tab and click on the ñShow hidden files and foldersò radio button. 

5. Uncheck the ñUse simple file sharing (Recommended)ò checkbox. 

6. Click on ñApplyò and ñOK.ò 

7. On the My Computer window, double-click the C:\ drive. 

8. From here, navigate to C:\Documents and Settings\All Users\Application Data\Aldelo 

Systems\Aldelo Data\. Here you will see the Aldelo
®
 For Restaurants folder. 

9. Right click on the folder and click ñSharing and Securityéò in the drop-down menu. 

10. Click the ñShare this folderò radio button and change the share name to Aldelo. 

11. Click the ñPermissionsò button. Select the group name ñEveryone,ò and set the 

permissions under Allow to ñFull Control.ò 

12. Click on ñApplyò and ñOK.ò 

13. Click the ñSecurityò tab. This shows the Access Control List (ACL) for the folder 

security permissions. These are different from share permissions, and must also be set. 

In the Group or user names field, select ñEveryone.ò If it is not listed, click ñAdd,ò type 

in ñEveryone,ò and click ñOK.ò Then, select ñEveryone.ò 

14. Make sure the ñEveryoneò group has ñAllowò / ñModifyò permissions. 

15. Click on ñApplyò and ñOK.ò 

16. Open Aldelo
®
 For Restaurants. 

 

Selecting the Database 

After completion of the registration process, the database selection screen displays (if the 

database selection screen is not displayed, navigate to Back Office > Data Source) and gives 

you three choices: ñStart with the Demo Database,ò ñCreate a New Blank Database,ò or ñI Will 

Select My Own Database.ò DO NOT use the demo database as a starting point. If you want to 

use items from the demo database, export them and import them into your new database. Demo 

databases are deleted when the software is uninstalled! For our Checkers restaurant, we will 

create a new blank database on the Server computer. 

From the main POS screen, click on the Back Office button. When prompted for the Access 

Code, enter ñ0.ò Under Common Tasks, click on ñData Source.ò 
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1. Click on ñCreate a New Blank Databaseò and click on the ñContinueò button. 

2. Enter the database name, CHECKERS, and click on ñOK.ò 

3. Follow the onscreen prompts, enter the information requested, and click ñOKò after 

each. 

4. When you see the Store Settings screen, click ñDone.ò 

5. When you see the Station Settings screen, click ñDone.ò The Back Office screen 

displays. 

6. On the menu at the top, click on ñSetup,ò navigate to ñEmployee Setup,ò and click on 

ñEmployee Files...ò This displays the Employees screen. 

7. On the General Tab, create an Employee File for yourself, making sure to enter the 

requested information in all of the fields in bold print, plus an Access Code. Enter ñ0ò 

for your Access Code. Record this Access Code for future use. Do not forget this 

Access Code, or you will not be able to get into the system. Give yourself the highest 

Security Level (5) so that you will be able to access all features.  

8. Click ñSave,ò then ñDone.ò 

 

Finally, you must go to each computer on your network and connect it to this new database. For 

detailed instructions on this procedure, please see Selecting a Database ï Connecting to a 

Database over the Network in Chapter 5 of the User Manual. 
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Chapter 7 ð Information Data Entry  

In this section, we will enter the data required for our Checkers restaurant. Just as in a real 

restaurant, we will not touch on every setting described in the User Manual. Follow along in the 

User Manual to see what settings will be different for your own specific application. 

General Settings 

STORE SETTINGS 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > General Settings > Store 

Settings (this screen may also be accessed by navigating to Back Office and selecting Store 

Settings under Common Tasks). Notice that this screen has ten tabs under which you enter 

information of different categories (see Figure 7-1). For our training purposes, we will use the 

default values for this information. Examine these screens thoroughly to determine which 

settings must be changed for your own application. Detailed descriptions for each setting may 

be found under Store Settings in Chapter 26 of the User Manual. Note that you must click the 

ñHostess / Paging Setupò button on the Services tab to gain access to the Hostess / Paging 

Setup screen.  

 

 

Figure 7-1
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Security Settings 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > General Settings > Security 

Settings (this screen may also be accessed by navigating to Back Office and selecting Security 

Settings under Common Tasks). Here you may set the security level required for access to each 

of the tasks listed (see Figure 7-2). For our training purposes, we will use the default values for 

this information. Examine this screen thoroughly to determine which settings must be changed 

for your own application. Detailed descriptions for each setting may be found under Security 

Settings in Chapter 26 of the User Manual. 

 

 

Figure 7-2 
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STATION SETTINGS 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > General Settings > Station 

Settings (this screen may also be accessed by navigating to Back Office and selecting Station 

Settings under Common Tasks). Here you find settings related to individual POS stations (see 

Figure 7-3). Notice that this screen has six tabs under which you enter information. Changes to 

these settings are made on each individual terminal in your network. Again, for our training 

purposes, we will use the default values for this information. Examine these screens thoroughly 

to determine which settings must be changed for your own application. Detailed descriptions 

for each setting may be found under Station Settings in Chapter 26 of the User Manual. After 

setting up one station, the settings may be exported and imported by another station on the 

network. 

 

 

Figure 7-3 
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POSTAL CODES 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > General Settings > Postal 

Codes. In the fields on the right side of the Postal Codes screen, enter the information from the 

table below. These are the areas our restaurant services. Since Checkers Restaurant offers 

delivery service, enter also the delivery charge to each area and the compensation paid to the 

delivery driver for delivery to this area. The Postal Codes screen should resemble the one 

below (see Figure 7-4). 

 

City State Postal Code

Delivery 

Charge

Delivery 

Compensation

Modesto CA 95350 $3.00 $2.00

Modesto CA 95351 $3.00 $2.00

Modesto CA 95352 $3.00 $2.00

Modesto CA 95353 $3.00 $2.00

Modesto CA 95354 $3.00 $2.00

Modesto CA 95355 $3.00 $2.00

Modesto CA 95356 $3.00 $2.00

Salida CA 95368 $4.00 $2.50

Ceres CA 95307 $4.00 $2.50

Turlock CA 95382 $5.00 $3.00  

 

 

Figure 7-4 



  CHAPTER 7 ð INFORMATION DATA ENTRY 27  

DELIVERY STREETS 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > General Settings > Delivery 

Streets. Enter the information from the table below. These are specific streets within some of 

the postal codes entered previously. Any information entered here will override the information 

entered in Postal Codes. For example, if you entered a delivery charge of $1.00 for a certain 

postal code but there is a certain street within that postal code that is very far from the 

restaurant, you may enter a delivery charge of $2.00 for addresses on that street. If only a 

certain range of addresses is affected, enter the beginning and ending address numbers in their 

respective fields. This $2.00 delivery charge overrides the $1.00 delivery charge only for this 

street or these addresses on this street. You may also select ñNo Deliveryò for these addresses 

(see Figure 7-5). 

 

Street Name

Addresses 

From

Addresses 

To

Map 

Code

Delivery 

Charge

Delivery 

Compensation

Postal 

Code

No 

Delivery

McHenry Ave. 100 4000 C3 95356 X

Fiedler Way 2600 3000 F5 $5.00 $3.50 95355

Pelandale Ave. 3500 4000 J6 95355 X  

 

 

 

Figure 7-5 
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CASH TRAYS 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > General Settings > Cash 

Trays. Here you name each cash tray used by your restaurant. You may use any names you 

like, such as employeesô names, station names (POS1, POS2, BAR1, etc.), or shift names 

(POS1-AM, POS1-PM, BAR-AM, etc.). Enter the Cash Tray Names into the Cash Trays screen 

as seen in the figure below. Aldelo
®
 For Restaurants generates the Cash Tray ID number 

automatically (see Figure 7-6). Click the ñSaveò and ñNewò buttons after each entry. Click the 

ñDoneò button when finished. Checking the ñHide Cash Trayò checkbox will prevent the cash 

tray from appearing in the ñSelect Cash Tray for Cashier Sign Inò screen. 

 

 

Figure 7-6 

 

SURCHARGES 

Some restaurants surcharge services that are out of their normal range of services. These 

surcharges may be programmed into Aldelo
®
 For Restaurants. Navigate to Back Office > 

Setup > General Settings > Surcharges. Enter the information from the table below into the 

surcharges screen (the surcharge ID is generated automatically by Aldelo
®
 For Restaurants). 

After entering the first one, click the ñSaveò button. To enter another, click the ñNewò button 

and repeat the entire procedure above (see Figure 7-7). When finished, click the ñDoneò button. 

If the surcharge is no longer used, click the ñHide Surchargeò checkbox and the ñSaveò button. 
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Surcharge 

Name

Surcharge 

Amount

Amount 

Basis

Waiver Min. 

Check Surcharge Description

Party of 8 or 

More 18.00 Percent - -

Corkage Fee 5.00 Currency -

Fee for serving wine not 

purchased from 

restaurant.

Use of Private 

Room 100.00 Currency 2000.00

This fee is waived if the 

total check exceeds 

$2000.00.

Customer 

Dessert Fee 10.00 Currency 500.00

Fee for serving desserts 

brought by customer 

(birthday cakes, etc.).  

 

 

Figure 7-7 

 

DISCOUNTS 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > General Settings > Discounts. 

Here we setup the discounts used by our restaurant. Enter the information from the table below 

into the Discounts screen (see Figure 7-8). After entering each discount, click the ñSaveò 

button. To enter another discount, click the ñNewò button and repeat the procedure above. 

When finished, click the ñDoneò button. For more information about the remaining fields on 
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the Discounts screen, see Information Data Entry ï General Settings (Discounts) in Chapter 5 

of the User Manual. 

 

Discount 

Name

Discount 

Amount

Amount 

Basis

Discount 

Expire 

Date

Min. Ticket 

For 

Discount

Exclude 

Bar 

Drinks

Senior 

Discount 20.00 Percent - 10.00 Yes

Student 

Discount 10.00 Percent - 10.00 Yes

Employee 

Discount 35.00 Percent - - No  

 

 

 

Figure 7-8 

 

 

BANK CARD FILES 

Aldelo
®
 For Restaurants allows you to maintain information on the banks associated with the 

bad checks that your restaurant may receive. Navigate to Back Office > Setup > General 

Settings > Bank Card Files. Enter the information from the table below into the Bank Card 
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Files screen. After entering each bank, click the ñSaveò button. To enter another bank, click the 

ñNewò button and repeat the procedure above. If information about this bank is no longer used, 

click the ñHide Bank Card Fileò checkbox to remove it from the list of banks. When finished, 

click the ñDoneò button (see Figure 7-9). 

 

Bank Name Phone Number

Verify Funds 

By Phone

Bank of America (209)555-1234 No

Washington Mutual (209)555-5678 Yes

Wells Fargo Bank (209)555-1379 No

Bank of the West (209)555-2468 Yes  

 

 

 

Figure 7-9 

 

BAD CHECK REASONS 

Navigate to Back Office > Setup > General Settings > Bad Check Reasons. Here we 

maintain a list of all the possible reasons why the bank returns a check. Enter the information as 

seen in Figure 7-7 into the Bad Check Reasons screen. After each entry, click the ñSaveò 

button. To enter another reason, click the ñNewò button and repeat the procedure above. If the 
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reason is no longer valid, click the ñHide Reasonò checkbox to prevent it from displaying in the 

list of reasons. When finished, click the ñDoneò button (see Figure 7-10). 

 

 

Figure 7-10 

BAD CHECK PENALTIES 

Aldelo
®
 For Restaurants allows you to maintain a list of the penalties that are associated with 

returned checks. Navigate to Back Office > Setup > General Settings > Bad Check 

Penalties. Enter the information from the table below into the Bad Check Penalties screen. 

After each entry, click the ñSaveò button. To enter another penalty, click the ñNewò button and 

repeat the procedure above. If the penalty is no longer used, click the ñHide Penaltyò checkbox 

to prevent it from displaying in the list of penalties. When finished, click the ñDoneò button 

(see Figure 7-11). 

 

Bad Check Penalty Penalty Amount

Account Closed 30.00

Non-Sufficient Funds 25.00

Payment Stopped 25.00  
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Figure 7-11 

 

CUSTOM PRINTER TYPES 

Although Aldelo
®
 For Restaurants supports a wide range of printers, there may be an occasion 

when you have a printer that is not supported. These unsupported printers can be setup in the 

software as long as you have access to the Escape Control Codes. These codes can be found in 

the printerôs User Manual or by visiting the manufacturerôs website. This procedure is beyond 

the scope of this Training Manual. For a detailed description on how to setup custom printer 

types in Aldelo
®
 For Restaurants, please see Information Data Entry ï Custom Printer Types in 

Chapter 5 of the User Manual. 

Employee Setup 

JOB TITLES 

Navigate to Back Office > Setup > Employee Setup > Job Titles. Here we enter all of the 

different job titles that are assigned to employees. Enter the information from the table below 

into the Job Titles screen (see Figure 7-12). After entering all the information for a Job Title, 

click the ñSaveò button. To enter another, click the ñNewò button. When finished, click the 

ñDoneò button. If the job is no longer valid, check the ñHide Job Titleò checkbox.  
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Job Title

Default 

Security 

Level

Default 

Pay Basis

Default Pay 

Rate

Default 

Receive 

Tips

Owner 5 Salaried $80,000.00 No

General 

Manager 4 Salaried $50,000.00 No

Bartender 3 Hourly $12.00 Yes

Cashier 3 Hourly $10.00 No

Server 3 Hourly $9.00 Yes

Driver 3 Hourly $10.00 Yes

Cook 2 Hourly $15.00 No

Bus Person 2 Hourly $8.50 No

Dishwasher 1 Hourly $7.50 No  

 

 

Figure 7-12 

EMPLOYEE FILES 

General Tab 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Employee Setup > Employee 

Files. Click on the ñGeneralò tab. Enter the information from the table below (excluding the 

Hired Date) into the required fields (those with the titles in Bold plus the Access Code). Leave 

the Preferred Language field set to the default value (English) for all employees. In actual use, 

you should enter all of the requested information. It is used primarily in reports. Notice that the 
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Security Level is entered automatically (when you enter the Job Title by clicking on the down 

arrow next to the Job Title field) based on the default Security Level entered previously in the 

Job Titles screen (see Figure 7-13). 

 

 

 

 

 

 

 

 

 

 

First 

Name Last Name Job Title Driver

Holiday 

Pay 

Scale

Access 

Code Hired Date Tips

Is a 

Server

Frederick Austerlitz Bus Person No

Double 

Time 1 3/23/2003 No No

James Beard Cook No

Double 

Time 2 2/22/2005 No No

Joan Brodel Cashier No

Double 

Time 3 11/11/2004 No No

Foster Brooks Bartender No

Double 

Time 4 10/17/2005 Yes No

Johnnie Collier Dishwasher No

Double 

Time 5 4/9/2003 No No

Frances Gumm Dishwasher No

Double 

Time 6 3/19/2001 No No

Robert Johnson Driver Yes

Over 

Time 7 8/4/2006 Yes No

Eugene Kelly

General 

Manager No

Regular 

Time 8 6/21/1999 No No

Thomas Mapother Bartender No

Double 

Time 9 1/8/2004 Yes No

Virginia McMath Server No

Double 

Time 10 2/14/2005 Yes Yes

Julia McWilliams Cook No

Double 

Time 11 7/9/2002 No No

George Murphy Owner No

Regular 

Time 12 5/5/1997 No No

Harold Nicholas Bus Person No

Double 

Time 13 3/31/2004 No No

Eleanor Powell Server No

Double 

Time 14 1/8/2004 Yes Yes

Jeff Smith Cook No

Double 

Time 15 9/23/2001 No No

William Yarborough Driver Yes

Over 

Time 16 12/21/2005 Yes No
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Figure 7-13 

 

Payroll Tab 

Navigate to Back Office > Setup > Employee Setup > Employee Files. Click on the ñPayrollò 

tab. Enter the Hire Date and Tips Received status for each employee from the table on the 

previous page. Here you may also select other options from the list of checkboxes below the 

Pay Rate field. For each employee, check the ñSchedule Not Enforcedò checkbox and the rest 

of the boxes that apply (see Figure 7-14). When an employee is terminated, enter the 

termination date in the ñTerminated Dateò field and click the ñHide Employeeò checkbox to 

prevent the employeeôs information from displaying in the list of active employees. 
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Figure 7-14 

 

 

Driver Tab 

Navigate to Back Office > Setup > Employee Setup > Employee Files. Click on the ñDriverò 

tab. Enter the information for Robert Johnson, as seen in Figure 7-15. The employee must 

provide this information. It is a good idea to mark the insurance policy expiration date on your 

calendar so that you can ask the employee to provide proof of renewal. The ñInsurance Policy 

Notesò field allows you to enter any information you think is important about the employeeôs 

car insurance policy. Clicking the button with the picture of a clock on it will put a date and 

time stamp on the note. 
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Figure 7-15 

 

 

Notes Tab 

Navigate to Back Office > Setup > Employee Setup > Employee Files. Click the ñNotesò tab. 

Here you may enter general notes about a specific employee. These notes may be anything you 

consider important enough to record. As under the ñDriverò tab, the button with the picture of a 

clock on it will date and time stamp the note. The button with the picture of the printer on it 

allows you to print a hard copy of the note (see Figure 7-16). 
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Figure 7-16 

 

EMPLOYEE SCHEDULES 

Navigate to Back Office > Setup > Employee Setup > Employee Schedules. This is where 

you create your employee work schedules for the week. You may create schedules in advance 

for as many weeks as necessary. In the Names column, click on ñJames Beard.ò Next to 

Monday, click the ñAddò button. Enter the information as seen below in Figure 7-17.  
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Figure 7-17 

 

When finished, click the ñDoneò button. Since this employee works the same schedule all 

week, we will copy the information just entered to the rest of the days. Click the ñAlsoò 

checkboxes next to Tuesday, Wednesday, Thursday, and Friday. Next, click the ñEditò button 

next to Monday. The schedule that you entered for Monday copies to the rest of the days (see 

Figure 7-18). To change a schedule, click the ñEditò button next to the respective day of the 

week. This displays the Employee Schedule Editor, allowing you the make the changes. 

Schedules for additional weeks may be written in advance by entering a new Week Begin Date. 

Click on the arrow next to the date field, select ñAdd,ò and enter a new date by using the up and 

down arrows for the month, day, and year. Click on ñSelectò and enter the new schedule. 
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Figure 7-18 

Table Setup 

DINE IN TABLE GROUPS 

Navigate to Back Office > Setup > Table Setup > Dine In Table Groups. Here you setup the 

groups of tables in the different sections of the restaurant. Give the table groups descriptive 

names such as Bar, Patio, Dining Room, etc. Add the information to the table groups screen as 

seen in Figure 7-19. 
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Figure 7-19 

 

Table Group Editor 

From the main screen of Aldelo
®
 For Restaurants, navigate to Back Office > Store Settings. 

Select the ñOtherò tab. Place an ñXò in the Setting Value field of the ñEnable Table Group Tip 

Sharingò option. This must be done before you open the Table Group Editor, or the Table 

Group Tip Sharing portion of the screen will not be visible. Escape back to the main screen, 

then navigate to Back Office > Setup > Table Setup > Dine In Table Groups and select the 

ñEditò button for the Dining Room Table Group. Add the information to the Tip Sharing 

section of the Table Group Editor screen as seen in Figure 7-20. This allocates a portion of the 

tips received by the wait staff to other employees, such as bus persons, dishwashers, cooks, etc. 

You may enter up to two Tip Sharing Groups per Table Group. Click the ñDoneò button and 

enter the same information for the Patio and Bar Table Groups as well. 



  CHAPTER 7 ð INFORMATION DATA ENTRY 43  

 

Figure 7-20 

DINE IN TABLES 

From the main screen of Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Table 

Setup > Dine In Tables. In the Table Groups field, select the Dining Room Table Group to 

edit. Refer to Diagram 2-1 of this manual. Select one of the corresponding squares on the Dine 

In Tables screen (see Figure 7-21). 

 

 

Figure 7-21 
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Dine In Table Editor 

Upon selection of a square on the Dine In Tables screen, the Dine In Table Editor displays (see 

Figure 7-22). Following Figure 7-21 and the table below, enter the table names, number of 

seats, the average usage in minutes, etc. Click ñDoneò and select another square on the Dine In 

Tables screen. Continue repeating the procedure above until you have entered the information 

for all of the tables. When finished, repeat the entire procedure for the remaining Table Groups 

(to move to another Table Group, select it from the Table Groups dropdown list on the Dine In 

Tables screen) Click the ñCloseò button on the Dine In Tables screen when finished.  

Note: It is extremely important to make sure all of this information is entered correctly or 

the table may not show as available when it is unoccupied. 

 

Table 

Numbers

Total 

Seats

Average 

Usage 

(Minutes)

Smoking 

Section

Near 

Windows

Booth 

Seating

Private 

SeatingWindows

Dine 1 - 3 4 35 - - - -

Dine 4 - 7 6 40 - - Yes -

Dine 8 - 22 6 40 - Yes Yes -

Patio (All) 4 40 Yes - - -

Bar (All) 4 30 Yes - - -  

 

 

Figure 7-22 
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Menu Setup 

MENU CATEGORIES 

In Aldelo
®
 For Restaurants, each menu item is assigned to a Menu Category for reporting 

purposes. These categories have nothing to do with the menu display in the Order Entry screen. 

These categories display when you create a sales report. For example, when you run a Sales by 

Category Report, you see the summary total of the sales by each category that you defined. 

Navigate to Back Office > Setup > Menu Setup > Menu Categories. Enter the information as 

seen in the Menu Categories screen below (see Figure 7-23). Click the ñSaveò button after each 

entry. To enter another, click the ñNewò button. When finished, click the ñDoneò button. 

 

 

Figure 7-23 

MENU GROUPS 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Menu Setup > Menu Groups. 

Here we build the Menu Groups we will use for our restaurant (see Figure 7-24). Click on the 

rectangle in the upper-left side of the screen. The Menu Group Editor displays (see Figure 7-

25). 
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Figure 7-24 

 

 

Figure 7-25 
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Menu Group Editor 

In the Menu Group Editor, enter the information from the table below. Be sure to enter the 

Menu Groups on the Page 1 side of the screen, in the same arrangement as in the chart below. 

After each entry, click the ñDoneò button, select another square, and repeat the process until all 

of the groups are entered. When finished, the Menu Groups screen should resemble Figure 7-

26.  

You may also select a picture to display on the face of the button by clicking the button with 

three dots next the picture file field and navigating to the location of the file. The file must be 

on the local station and installed in the Pictures folder of the Aldelo
®
 For Restaurants 

installation.  

Note the options on the lower half of the screen that may be selected for this Menu Group item. 

For our training purposes, our Checkers restaurant will use the default values for these options. 

 

Appetizers Sides

Salads Entrees

Pizzas Desserts

Beverages Bar  

 

 

Figure 7-26 
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Menu Group Schedules may be created to hide Menu Groups from the display during certain 

hours of the day. This is useful, for example, to hide the breakfast menu from the display 

during the dinner hours. Click the ñMenu Group Scheduleò button, select a Menu Group, and 

click the ñAddò button. Enter the times for the Menu Group to appear for each day of the week. 

The ñAlsoò checkbox works identically to the one in Employee Schedules. See the Employee 

Schedules section for instructions. 

MENU ITEMS 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Menu Setup > Menu Items. 

Select the Appetizers Menu Group and click on the rectangle in the upper left corner of the 

screen. This displays the Menu Item Editor screen. Enter the menu items from the table below 

(see Figure 7-27). 

Menu 

Group Menu Item Name

Menu 

Category

Default 

Item 

Price

Send to 

Printer At

Show 

Pizza 

Builder 

Screen

Appetizers

Buffalo Wings Food $5.95 Kitchen No

Onion Rings Food $3.95 Kitchen No

Potato Skins Food $3.95 Kitchen No

Stuffed Jalapeños Food $3.95 Kitchen No

Sides

French Fries Food $2.50 Kitchen No

Steamed 

Vegetables Food $1.95 Kitchen No

Baked Potato Food $2.50 Kitchen No

Mashed Potatoes Food $2.50 Kitchen No

Salads

Chef Salad Food $7.95 #2 Kitchen No

Tuna Salad Food $7.95 #2 Kitchen No

Chicken Salad Food $7.95 #2 Kitchen No

Pasta Salad Food $5.95 #2 Kitchen No

Entrees

New York Steak Food $16.95 #3 Kitchen No

Maine Lobster Food $22.95 #3 Kitchen No

Roasted Chicken Food $12.95 #3 Kitchen No

Pork Chops Food $14.95 #3 Kitchen No

Pizzas

Cheese (s) Food $7.99 #4 Kitchen Yes

Cheese (m) Food $9.99 #4 Kitchen Yes

Cheese (l) Food $11.99 #4 Kitchen Yes

Cheese (x) Food $13.99 #4 Kitchen Yes

Pepperoni (s) Food $9.99 #4 Kitchen Yes

Pepperoni (m) Food $11.99 #4 Kitchen Yes

Pepperoni (l) Food $13.99 #4 Kitchen Yes

Pepperoni (x) Food $15.99 #4 Kitchen Yes

Desserts

Vanilla Ice Cream Food $1.75 #5 Kitchen No

Cheese Cake Food $2.95 #5 Kitchen No

Apple Pie Food $2.95 #5 Kitchen No

Chocolate Cake Food $2.50 #5 Kitchen No

Beverages

Coca-Cola Soft Drinks $1.25 Bar No
Diet Coke Soft Drinks $1.25 Bar No

Budweiser Beer $2.75 Bar No

Heineken Beer $3.95 Bar No

Bar

Bloody Mary Liquor $4.95 Bar No

Screwdriver Liquor $4.95 Bar No

Vodka Liquor $4.00 Bar No

Scotch Liquor $4.00 Bar No  
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Figure 7-27 

 

Menu Item Editor 

Enter the item name and click the down-arrow next to the Menu Category field. Select the 

appropriate category from the drop-down list. The printer field works the same way. Click the 

arrow and choose the appropriate printer. Enter the default price and click the ñSaveò button. If 

the item is a pizza, select the ñShow Pizza Builder Screenò checkbox. This allows you to enter 

only the name of the pizza and then select the size from the screen that displays automatically 

(size 1 = small, size 2 = medium, size 3 = large, and size 4 = extra large). 

There is a ñPage 2ò tab on the Menu Item Editor screen. We will leave these settings at their 

default values. For detailed information on the settings on this tab, please see Menu Setup ï 

Menu Item Editor in Chapter 5 of the User Manual. 

MENU ITEM AUTO PRICES 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Menu Setup > Menu Item 

Auto Prices. This screen allows you to create automatic price changes for individual items 

based on the time of day and day of the week (see Figure 7-28). 

 



50  ALDELO
®

 FOR RESTAURANTS TRAINING MANUAL 

 

 

Figure 7-28 

 

We will create a special Happy Hour for Monday Night Football. Select ñBudweiserò from the 

Menu Item list and click the ñAddò button next to Monday on the right side of the screen. The 

Menu Item Price Editor displays. Enter the information as seen in Figure 7-29. Click the 

ñDoneò button. The price of Budweiser will now change to 99¢ automatically every Monday 

evening at 6:00PM. At 7:00PM, the price will change back to the regular price, $2.75. 

 

 

Figure 7-29 
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PIZZA BUILDER SETUP 

 

Sizes Tab 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Menu Setup > Pizza Builder 

Setup and click on the ñSizesò tab. Here you setup the sizes of the pizzas your restaurant sells. 

For each size entered, check the corresponding checkbox to the left of the description.  

For our Checkers restaurant, enter the information as seen in Figure 7-30, below. 

 

 

Figure 7-30 

 

Crusts Tab 

Navigate to Back Office > Setup > Menu Setup > Pizza Builder Setup and click on the 

ñCrustsò tab. Click the ñAddò button. The Pizza Crust Editor appears (see Figure 7-31). Here 

you enter the name of the crust and the extra charge (if any). You may also enter the crust name 

in a secondary language, if you are using this feature.  

Enter the crust types into the Pizza Crust Editor as seen below in Figure 7-32 by clicking the 

ñAddò button. When finished, click the ñOKò button on the Pizza Crust Editor and the ñDoneò 

button on the Pizza Crust Types screen. 

 



52  ALDELO
®

 FOR RESTAURANTS TRAINING MANUAL 

 

 

Figure 7-31 

 

 

 

Figure 7-32 

 

Toppings Tab 

Navigate to Back Office > Setup > Menu Setup > Pizza Builder Setup and click on the 

ñToppingsò tab. Click the ñAddò button. Enter the information from the table below, clicking 

the ñOKò button after entering each menu item. When finished, your screen should resemble 

Figure 7-33. 
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Topping 

Name

Size 1 

Price

Size 2 

Price

Size 3 

Price

Size 4 

Price

Pepperoni $0.50 $0.75 $1.00 $1.25

Sausage $0.50 $0.75 $1.00 $1.25

Anchovies $0.50 $0.75 $1.00 $1.25

Mushrooms $0.50 $0.75 $1.00 $1.25

Olives $0.40 $0.65 $0.90 $1.15

Bell Peppers $0.25 $0.50 $0.75 $1.00  

 

 

Figure 7-33 

 

Pizzas Tab 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Menu Setup > Pizza Builder 

Setup and click on the ñPizzasò tab. Here we define the pizzas our restaurant sells (see Figure 

7-34). Notice the fields are already populated with information since we setup the pizzas in the 

Menu Items section previously. Additional pizzas may be entered by clicking the ñAddò button 

to display the Pizza Editor screen. To edit a pizza, select the pizza from the list and click the 

ñEditò button to display the Menu Item Editor. The ñMenu Itemsò button is a shortcut to the 

Menu Items screen. When finished, click the ñDoneò button. 
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Figure 7-34 

 

MODIFIER BUILDER SETUP 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Menu Setup > Modifier 

Builder Setup. Here we create templates of modifiers that we assign to individual menu items.  

In the Modifier Builder Template Setup window, click the ñNewò button. Enter ñBaked Potato 

Templateò into the field at the upper left of the screen. Click the ñSaveò button. A list of default 

category buttons displays. Click the button to the right of the ñTasteò category. In the small 

screen that displays, change the Modifier Builder Type Name to ñToppings.ò For the Default 

Action, select ñAdd.ò Leave the Minimum Selections field blank (or, optionally, enter 0). This 

indicates that there is no minimum; the customer may order the baked potato without toppings 

so desired. Change the Maximum Selections field to 3. This allows the customer to choose up 

to three toppings for the baked potato. When finished, click the ñDoneò button. Since we will 

not use any other categories for this template, remove the names from the rest of the categories. 

In the Back Office, select ñStore Settingsò from the Common Tasks portion of the screen. Click 

the ñProductsò tab. Delete the eight Modifier Builder Type names on the lower half of the 

screen. 

Next, click the Toppings button, and then click on the button at the upper left of the field of 

gray buttons. This displays the Modifier Builder Editor. As you can see, the Template Name 

and the Type Name are already populated from the information we entered previously. In the 

Modifier Name field, enter ñButter.ò Select the Checkboxes for ñAdd Butter,ò ñExtra Butter,ò 

and ñLight Butterò (see Figure 7-35). Click the ñDoneò button and repeat the procedure above 

for the rest of the toppings as seen in Figure 7-36. 
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Figure 7-35 

 

 

Figure 7-36 
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The last thing you must do is setup the baked potato item in the Menu Item Editor to use the 

template you just created when a customer orders a baked potato. Navigate to Back Office > 

Setup > Menu Setup > Menu Items. Select ñsidesò from the Menu Groups list, and then click 

on the ñBaked Potatoò button. On the lower half of the screen, select the ñPage 2ò tab. Click on 

the arrow next to the ñUse Modifier Builder Templateò field and select ñBaked Potato 

Template.ò Click the ñSaveò and ñDoneò buttons. On the Menu Items screen, click the ñCloseò 

button. 

Now we setup another modifier. In the Modifier Builder Template Setup window, name the 

template ñSalad Toppings Template.ò Following the above procedure, enter the information 

from the following table. 

 

Modifier 

Builder 

Type 

Name

Default 

Action

Minimum 

Selections

Maximum 

Selections

Modifier 

Names

Salad 

Toppings (None) (None) 3

Bacon 

Bits

Slivered 

Alm  

 

On the Menu Items screen, select ñSaladsò from the Menu Groups list and ñChef Saladò from 

grid. On the Menu Item Editor screen, select the ñPage 2ò tab, click the arrow next to the ñUse 

Modifier Builder Templateò field, and select ñSalad Toppings Template.ò Click the ñSave,ò 

ñDone,ò and ñCloseò buttons. 

Finally, we setup a third modifier template to allow the user to select the two side dishes that 

come with each entree. 

In the Modifier Builder Template Setup window, name the template ñEntree Sides Templateò 

and continue entering the information from the table below. Please note that the modifier names 

must be unique, so even though we enter the same sides and toppings twice, we must enter 

modifier names that are slightly different in each case. Look in the Modifiers Names column of 

the chart below and you see that many of the names have underscore characters in them (some 

have leading underscore characters and some even have double underscore characters). This is 

only to indicate where you should place space characters. When entering the names, do not type 

the names with the underscores; substitute the underscore characters with space characters. 

Enter the names exactly as shown below. 
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When finished, donôt forget to setup each of the four entrees in the Menu Item Editor to use this 

template when an entree is ordered.  

MENU MODIFIERS 

The Menu Modifiers screen allows the user to create menu items and maintain existing menu 

items. As seen in Figure 7-37, the list is already populated with the menu modifiers that we 

created in other windows. The Menu Modifiers screen is a convenient place to find all of your 

modifiers in one place, allowing you to edit them without having to navigate to the individual 

windows where they were created to make the changes. 

 

Modifier 

Builder Type 

Name

Default 

Action

Minimum 

Selections

Maximum 

Selections Modifier Names

Checkboxes 

Selected

Side 1 Add (None) 1 Baked_Pot (None)

French_Fr (None)

Mashed_Pot (None)

Stmd_Vegs (None)

Toppings 1 Add (None) 3 Butter Add, Extra, Light

Sour_Cream Add, Extra, Light

Chives Add, Extra, Light

Side 2 Add (None) 1 Baked_ _Pot (None)

French_ _Fr (None)

Mashed_ _Pot (None)

Stmd_ _Vegs (None)

Toppings 2 Add (None) 3 _Butter Add, Extra, Light

_Sour_Cream Add, Extra, Light

_Chives Add, Extra, Light
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Figure 7-37 

 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Menu Setup > Menu 

Modifier s. We will setup some modifiers to use in the next section (Forced Modifiers).  

Click the ñNewò button. The cursor appears in the Menu Modifier field at the upper right of the 

window. Enter ñKetchupò in the field and click the ñSaveò button. Ketchup is added to the 

Menu Modifiers list on the left side of the screen. Now click the ñNewò button and enter the 

rest of the information from the table below, clicking ñSaveò and ñNewò after each entry. After 

the final entry, click ñSaveò and ñDone.ò 

 

Rare Well Done Oil/Vinegar

Medium Rare Ranch Plain Croutons

Medium 1000 Island Garlic Croutons

Medium Well Italian Cheese Croutons  
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FORCED MODIFIERS 

The Forced Modifier Editor allows you to setup a modifier for an item where there is only one 

choice from a group of choices.  

In Aldelo
®
 For Restaurants, navigate to Back Off ice > Setup > Menu Setup > Forced 

Modifiers . Click the arrow next to the field that says ñAll Menu Groupsò and select ñEntrees.ò 

From the Menu Item Name list, select ñNew York Steak.ò Click the top ñEditò button on the 

right side of the screen. This opens the Forced Modifiers Editor, allowing you to edit the first 

level. 

From the Modifier Items list, select Rare, Medium Rare, Medium, Medium Well, and Well 

Done, in that order. When finished, click the ñDoneò button and the ñCloseò button. 

In the Back Office, select ñStore Settingsò from the Common Tasks portion of the screen. Click 

the ñProductsò tab. Make sure the first checkbox, ñSort Menu Sub Items / Forced Modifiers,ò is 

unchecked. If this checkbox is checked, the Forced Modifiers we entered above are sorted 

alphabetically. Making sure it is unchecked displays them in the order in which they were 

entered (see Figure 7-38). 

 

 

Figure 7-38 
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Now we will setup two levels of forced modifiers for the Chef Salad. Follow the procedure 

above, entering the information from the table below. 

 

1st Level 2nd Level

Ranch Plain Croutons

1000 Island Garlic Croutons

Italian Cheese Croutons

Oil/Vinegar -  

Inventory Setup 

INVENTORY GROUPS 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > Inventory Setup > Inventory 

Groups. Here we maintain a list of inventory groups for grouping our inventory items into a 

logical order. When we assign inventory items to these groups, we can review our inventory in 

a way that is more understandable than if we list the inventory items randomly. 

Click the ñNewò button. The cursor displays in the Inventory Group Name field. Enter each of 

the Inventory Group Names as seen in Figure 7-39. After each entry, click the ñSaveò button 

and the ñNewò button. After entering the last group name, click ñSaveò and ñDone.ò 

 

 

Figure 7-39 
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INVENTORY LOCATIONS 

Navigate to Back Office > Setup > Inventory Setup > Inventory Locations. Here we 

maintain a list of locations in which our inventory items are stored, allowing them to be further 

grouped into logical order. The Sort Order field allows us to number the inventory locations in 

the order in which we want them displayed. 

Numbering the Sort Order field in multiples of ten, rather than one, allows you to enter any new 

location names that may be added in the future between existing locations. 

Click the ñNewò button and enter the information, as seen in Figure 7-40, into the Inventory 

Location Name and Sort Order fields, clicking the ñSaveò and ñNewò buttons after each entry. 

Upon entering the final entry, click the ñSaveò and ñDoneò buttons. 

 

 

Figure 7-40 
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INVENTORY VENDORS 

Navigate to Back Office > Setup > Inventory Setup > Inventory Vendors. Here we setup 

and maintain a list of our inventory vendors. These vendors are linked to specific inventory 

items. If an item is available from multiple vendors, a preferred vendor can be setup for the 

item (for example, if the cost is less from this vendor), making the other vendors secondary 

sources of supply. 

Click the ñNewò button. The cursor displays in the Inventory Vendor Name field. Enter each of 

the Inventory Vendor Names as seen in Figure 7-41. After each entry, click the ñSaveò button 

and the ñNewò button. After entering the final vendor name, click ñSaveò and ñDone.ò 

 

 

Figure 7-41 

INVENTORY ITEMS 

Navigate to Back Office > Setup > Inventory Setup > Inventory Items. On this screen, we 

enter and maintain the list of inventory items used by our Checkers restaurant. For detailed 

descriptions of the field entries on this screen, please see Inventory Setup ï Inventory Items in 

Chapter 5 of the User Manual. 

Click the ñNewò button. The cursor displays in the Inventory Item Name field. Enter the 

information as seen in the tables below. Enter only information on the Inventory Items screen 

for the fields whose descriptions appear in bold type (see Figure 7-42). 
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Inventory Item 

Name

Pack Size 

Description

Recipe 

Units / 

Pack 

Size

Inventory 

Group

Inventory 

Location

Inventory 

Vendor

Sort 

Order

Pack Size 

Re-Order 

Point

Pack Size 

Replenish-

ment Level

New York Steak

80-12 oz. 

steaks 80 Food Cooler 1 Emco 1000 0.5 2

Budweiser Beer

24-12 oz. 

bottles 24 Beer Cooler 2 Humboldt 2000 5 20

Apple Pie 6-40 oz. pies 36 Food Freezer 2 Sosnick 5000 1 3

Cheese Cake

4-24 oz. 

cakes 48 Food Freezer 2 Sosnick 5050 1 3

Stuffed 

Jalapenos

10 lb. box 

frozen 40 Food Freezer 1 Sosnick 1100 1 4

Onion Rings

10 lb. box 

frozen 40 Food Freezer 1 Sosnick 1500 1 4

Tuna Salad

12-32 oz. 

cans 96 Food Cooler 1 Emco 1200 0.5 2

French Fries

6-5 lb. bags 

frozen 120 Food Freezer 1 Sosnick 1300 1 4

Coca-Cola

24-12 oz. 

cans 24 Soft Drinks Cooler 2 Humboldt 2500 5 20

Diet Coke

24-12 oz. 

cans 24 Soft Drinks Cooler 2 Humboldt 2510 5 20

Milk (Whole) 6-1 gallon 96 Food Cooler 1 Emco 1800 1 3

Vodka

12-1 liter 

bottles 202.8 Liquor Pantry 3 Glaser 3000 1 10

Scotch

12-1 liter 

bottles 202.8 Liquor Pantry 3 Glaser 3100 1 10

Mixed 

Vegetables

6-5 lb. bags 

frozen 120 Food Freezer 1 Sosnick 1350 1 4

Bloody Mary Mix

12-1 quart 

bottles 48 Bar Mixers Pantry 2 Glaser 3800 2 8

Orange Juice

16-1 quart 

bottles 64 Bar Mixers Cooler 2 Humboldt 3900 1 3

Orange_Juice

12-1 quart 

bottles 48 Bar Mixers Cooler 2 Humboldt 3901 1.34 4

Potatoes

3-20 lb. bags 

fresh 80 Food Pantry 1 Emco 1600 0.67 2

Butter 30-1 lb. boxes 960 Food Cooler 2 Emco 1700 0.5 2

Sour Cream

12-1 quart 

tubs 192 Food Cooler 2 Emco 1750 0.5 2

Chives 5 lb. box fresh 320 Condiments Cooler 1 Emco 1650 0.25 1

Ketchup

12-32 oz. 

bottles 384 Condiments Cooler 1 Emco 1675 0.75 3  

 

(Continued) 
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Inventory Item 

Name

Pack Size 

Description

Recipe 

Units / 

Pack 

Size

Inventory 

Group

Inventory 

Location

Inventory 

Vendor

Sort 

Order

Pack Size 

Re-Order 

Point

Pack Size 

Replenish-

ment Level

Vanilla Ice 

Cream 1-3 gallon tub 48 Food Freezer 2 Sosnick 5100 1 3

Chocolate Cake

4-21 oz. 

cakes 14 Food Freezer 2 Sosnick 5150 1 3

Bacon Bits 6-4 oz. jars 192 Garnishes Pantry 2 Emco 5500 1 2

Slivered 

Almonds 12-6 oz. jars 144 Garnishes Pantry 2 Emco 5550 1 3

Croutons (Plain)

12-8 oz. 

boxes 96 Garnishes Pantry 2 Emco 5600 2 4

Croutons 

(Garlic)

12-8 oz. 

boxes 96 Garnishes Pantry 2 Emco 5610 2 4

Croutons 

(Cheese)

12-8 oz. 

boxes 96 Garnishes Pantry 2 Emco 5620 2 4

Olive Oil

12-1 quart 

bottles 128 Food Pantry 2 Emco 6000 2 5

Ranch Dressing 6-1 gallon jars 256 Food Pantry 2 Emco 6100 2 4

1000 Island 

Dressing 6-1 gallon jars 256 Food Pantry 2 Emco 6110 2 4

Italian Dressing 6-1 gallon jars 256 Food Pantry 2 Emco 6120 2 4

Red Wine 

Vinegar

12-1 quart 

bottles 128 Food Pantry 2 Emco 6050 2 5

Chicken Wings

40 lb. bulk 

frozen 64 Food Freezer 1 Emco 1055 1 2

Buffalo Sauce 6-1 gallon jars 192 Food Pantry 2 Emco 6080 1 3

Cheddar 

Cheese 

(Shredded) 12-2 lb. bags 384 Food Cooler 2 Emco 1775 1 2

Green Onions 5 lb. box fresh 320 Condiments Cooler 1 Emco 1650 0.25 1

Maine Lobster 24-1 lb. frozen 24 Food Freezer 1 Emco 1025 2 3

Chicken Halves

40 lb. bulk 

frozen 40 Food Freezer 1 Emco 1050 1 2

Pork Chops

40 lb. bulk 

frozen 80 Food Freezer 1 Emco 1065 1 2

Anchovies 24-8 oz. cans 96 Food Pantry 2 Emco 6500 1 2

Pepperoni

12-2 lb. bags 

sliced 36 Food Cooler 1 Emco 6550 3 6

Sausage

12-2 lb. bags 

bulk 36 Food Cooler 1 Emco 6600 3 6

Mozarella 

Cheese 

(Shredded) 12-2 lb. bags 36 Food Cooler 1 Emco 6650 3 6

Pizza Sauce

6-1 gallon 

cans 192 Food Pantry 2 Emco 6525 3 6

Bell Peppers

10 lb. box 

fresh 80 Food Cooler 1 Emco 6700 2 4

Black Olives 

(Sliced)

6-1 gallon 

cans 384 Food Pantry 2 Emco 6535 1 2

Mushrooms 5 lb. box fresh 40 Food Cooler 1 Emco 6750 2 5

Pizza Dough

24-12 oz. 

frozen 24 Food Freezer 1 Emco 6800 3 6  
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Figure 7-42 

MENU RECIPE EDITOR 

In this screen, we setup menu item recipes. This allows the ingredient inventory to deplete as 

the menu items are sold. 

Navigate to Back Office > Setup > Inventory Setup > Menu Recipe Editor. In the Menu 

Item Name list, click on Bloody Mary. Double-click the Inventory Item Name field and select 

Vodka from the list by clicking on it. Enter ñ1ò in the units used field. When we entered Vodka 

into the Inventory Items list, we selected a serving size of two ounces (12-33.8 oz. bottles 

equals 405.6 oz., divided by a 2 oz. serving equals 202.8 recipe units per pack size). By 

entering ñ1ò into this field, we deplete two ounces from our inventory. Click the ñAddò button. 

Vodka is now added to the ingredient list for this recipe item. Now add Bloody Mary Mix to 

the recipe in the same manner, again entering ñ1ò in the units used field. When finished, click 

the ñSaveò button (see Figure 7-43). 
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Figure 7-43 

 

Repeat the process above to create the recipes for the menu items listed in the chart below. The 

Recipe Cost and Min. Retail are not updated because we have not yet received inventory of any 

of the items used in these recipes. This is covered later in this manual. 

 

Menu Item Name Inventory Item Name Units Used

Screwdriver Vodka 1

Orange Juice 1

Buffalo Wings Chicken Wings 1

Buffalo Sauce 1

Mashed Potatoes Potatoes 1

Milk (Whole) 1

Butter 2

Potato Skins Potatoes 1

Cheddar Cheese (Shredded) 1

Green Onions 1  

 

Now click the ñGlobal Replace Inventory Itemsò button. This screen allows the user to replace 

an obsolete inventory item with a new item. For example, if the Orange Juice you use is no 

longer available in a case of 16-32 oz. bottles but is replaced by a case of 12-32 oz. bottles, you 

enter the new item into the Inventory Items screen. Note that although the new item may be 
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identical to the old one except for the pack size, the system requires us to give it a unique name; 

that is why we called it ñOrange_Juiceò (with an underscore between the words).  

Next, navigate to the Global Replace Inventory Items screen. Here you select the old item in the 

Original Inventory Item list and the new item from the New Inventory Item list. Click the ñOKò 

button when finished (see Figure 7-44). A window displays the message ñInventory item global 

replacement complete.ò Click the ñOKò button. The old item has now been replaced with the 

new item. 

 The system now depletes the recipe units from the case of 12 bottles rather than the case of 16 

bottles. If you look at the Menu Recipe Editor again and select Screwdriver from the Menu 

Item Name list, you see that ñOrange Juiceò has been replaced with ñOrange_Juiceò in the 

ingredients list. 

 

 

Figure 7-44 

 

In the Menu Recipe Editor screen, select ñModifier Recipesò from the dropdown list in the 

upper left corner. Here we enter the recipes for our modifiers, thus enabling the software to 

deplete the inventory of the modifier ingredients as they are used.  

Now click the ñNew Modifier Recipeò button. A virtual keyboard pops up. Enter ñMod: 

Ketchupò via the keyboard and click the ñFinishò button. Next, double-click in the Inventory 

Item Name field. This displays the list of inventory items entered previously in the Inventory 

Items screen. Select ñKetchupò from the list and enter ñ1ò in the Units Used field. Click the 

ñAddò button to commit this ingredient to the Inventory Item Name list.  

Click the ñSaveò button to complete the entry. If a mistake is made, we can remove an 

ingredient from the list by selecting it and clicking the ñRemoveò button. If a mistake is made 

in the Modifier Recipe Name, it can be corrected by clicking the ñEdit Modifier Recipe Nameò 
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button. Enter the rest of the Modifier Recipes for the modifiers listed in the table below. Be 

sure to click the ñSaveò button after each entry (see Figure 7-45). When finished, click the 

ñCloseò button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure7-45 

Modifier Recipe Name Inventory Item Name Units Used

Mod: Butter Butter 2

Mod: Sour Cream Sour Cream 1

Mod: Chives Chives 1

Mod: Oil / Vinegar Olive Oil 1

Red Wine Vinegar 1

Mod: 1000 Island 1000 Island Dressing 1

Mod: Italian Italian Dressing 1

Mod: Ranch Ranch Dressing 1

Mod: Bacon Bits Bacon Bits 1

Mod: Plain Croutons Croutons (Plain) 1

Mod: Cheese Croutons Croutons (Cheese) 1

Mod: Garlic Croutons Croutons (Garlic) 1

Mod: Slivered Almonds Slivered Almonds 1
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MODIFIER RECIPE SELECTOR 

On this screen, we assign recipes that we created in the Menu Recipe Editor to our modifiers. 

Navigate to Back Office > Setup > Inventory Setup > Modifier Recipe Selector. Click on 

ñButterò in the left column. Select ñMod: Butterò from the list on the right. Now whenever we 

select butter as a modifier when entering an order, the proper amount is depleted from our 

inventory.  

Repeat the procedure above to assign recipes to the modifiers as listed in the table below. When 

finished, click the ñSaveò button and the ñDoneò button (see Figure 7-46). 

 

Menu Modifier Modifier Recipe

Butter Mod: Butter

Sour_Cream Mod: Sour Cream

Chives Mod: Chives

_Butter Mod: Butter

_Sour_Cream Mod: Sour Cream

_Chives Mod: Chives

1000 Island Mod: 1000 Island

Italian Mod: Italian

Ranch Mod: Ranch

Oil / Vinegar Mod: Oil / Vinegar

Bacon Bits Mod: Bacon Bits

Plain Croutons Mod: Plain Croutons

Cheese Croutons Mod: Cheese Croutons

Garlic Croutons Mod: Garlic Croutons

Slivered Almonds Mod: Slivered Almonds

Ketchup Mod: Ketchup  
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Figure 7-46 

INVENTORY UOM 

The Inventory Units of Measure screen allows us to define units of measure for our various 

menu items. Navigate to Back Office > Setup > Inventory Setup > Inventory UOM. Enter 

the information from the table below into the fields on this screen (see Figure 7-47). Click the 

ñSaveòbutton after each entry. 
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Figure 7-47

UOM Name Recipe Units

Apple Pie 6-40 oz. 36

Bldy Mry Mx 12-32 oz 48

Budweiser 24-12 oz. 24

Butter 30-1 lb. 960

Cheese Cake 4-24 oz. 48

Chives 5 lb. fresh 320

Coca-Cola 24-12 oz. 24

French Fries 6-5 lb. 120

Ketchup 12-32 oz. 384

Mxd Vegetable 6-5 lb 120

New York Stk 60 lbs. 80

Onion Rings 10 lbs. 40

Orange Jce 12-32 oz. 48

Orange_Jce 16-32 oz. 64

Potatoes 3-20 lb. 80

Scotch 12-1 liter 203

Sour Cream 12-1 qt. 192

St Jalapenos 10 lbs. 40

Tuna Salad 12-32 oz. 96

Vodka 12-1 liter 203
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Chapter 8 ð Opening Procedures 

Time Cards 

Aldelo
®
 For Restaurants has a time card feature built in, eliminating the need for a mechanical 

time clock to track your employeesô hours. Before an employee begins work, he or she must 

clock in and may want to review the schedule, have a pager assigned, or see how much has 

been earned so far during this pay period. 

 

CLOCKING IN 

Before doing anything else, an employee must clock in. From the main POS screen, select the 

ñTime Cardò button. When prompted, select ñ12ò and press the ñEnterò button to clock in our 

owner, George Murphy. Since all access codes must be unique, the software recognizes the 

individual employee. Click on the ñClock Inò button. The clock-in time displays, letting the 

employee know the time recorded as the clock in time. To remain in the Employee Time card 

screen to view schedules or earnings reports, click the ñStayò button before clicking the ñClock 

Inò button. For detailed information on clocking in, see Time Cards ï Clocking In in Chapter 6 

of the User Manual. 

When finished clocking in the manager, clock in the cashier, Joan Brodel (access code ñ3ò). 

 

SCHEDULE 

While in the Time Card screen, the employee may view the schedule by clicking the ñView 

Scheduleò button and selecting any date within the week desired by using the date picker tool. 

After choosing the date, click the ñSelectò button to view the schedule (see Figure 8-1). Click 

the ñPrintò button to print a copy of the schedule or the ñOKò button to exit. 
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Figure 8-1 

EARNINGS REPORT 

Employees may view their earnings up to this point in the current pay period by clicking the 

ñEarnings Reportò button in the Employee Time card screen (see Figure 8-2). Click ñPrintò or 

ñOKò to exit the screen. 
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Figure 8-2 

STAFF PAGING 

For detailed information on assigning pagers to employees, please see Time Cards ï Register a 

Pager in Chapter 6 of the User Manual. 

Starting the Bank 

Aldelo
®
 For Restaurants gives the user two options for managing settlement transactions: Cash 

Drawer or Staff Bank. The Cash Drawer is a traditional cash register drawer connected to the 

system that opens after entering the transaction. Staff Bank is used when the employee does not 

have a cash drawer assigned and is taking care of settling his or her own transactions. 

CASHIER IN 

In Aldelo
®
 For Restaurants, click the ñCashier Inò button in the main POS screen (the employee 

must already be clocked in for the shift). Enter ñ3ò for the access code (the access code for Joan 

Brodel, our cashier) and click the ñEnterò button. Select Cash Tray 1. The Money Count For 

Cashier In screen displays. Here you enter the count of each denomination of coin and currency 

that is in the drawer to start the shift. Enter the starting information from the table below into 

the Qty column on the left side of the screen. The total should be $200.00 (see Figure 8-3). 
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Denomination Quantity

$100.00 -

$50.00 -

$20.00 3

$10.00 4

$5.00 9

$2.00 1

$1.00 25

$0.50 20

$0.25 42

$0.10 50

$0.05 40

$0.01 50  

 

Click the ñFinishò button. The next screen asks if the money count is finished. Click the ñYesò 

button. When prompted to print the money count receipt, select ñNo.ò Joan may now enter 

settlement transactions.  

 

 

Figure 8-3 
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STARTING STAFF BANK 

In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > General Settings > Store 

Settings. Click on the Revenue tab, and then click on the Cashier tab. Make sure the ñEnable 

Staff Bankingò checkbox is checked. If it is not, the Staff Banking button does not display, 

preventing the use of Staff Banking. Furthermore, any employee that will use Staff Banking 

must have the ñUse Staff Bankò checkbox checked on the Payroll tab of his or her Employee 

File.  

Navigate to Back Office > Setup > Employee Setup > Employee Files and select Eleanor 

Powell fro m the list of employees. Click on the Payroll tab and make sure the ñUse Staff 

Bankò checkbox is checked. Exit back to the main POS screen. 

From the main POS screen, click the ñTime Cardò button. Enter ñ14ò to clock in Eleanor 

Powell, click the ñStayò button to remain in the Time Card screen after clocking in, and click 

the ñStart Staff Bankò button. The Enter Staff Bank Start Amount window displays (see Figure 

8-4). Enter $200.00 for the Staff Bank Start Amount. When asked if the restaurant provided the 

start amount, click the ñYesò button (employees may also provide the start amount from their 

own money). Eleanor is now ready to begin work. 

 

 

Figure 8-4 

 

Finally, navigate to Back Office > Setup > Employee Setup > Employee Files and select 

Eleanor Powell from the list of employees. Click on the Payroll tab and uncheck the ñUse Staff 

Bankò checkbox. Exit back to the main POS screen. 
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Chapter 9 ð Hostess Procedures 

Reservations 

Any employee who has the Hostess features enabled in his or her employee file may use the 

Reservations feature. In Aldelo
®
 For Restaurants, navigate to Back Office > Setup > 

Employee Setup > Employee Files. Select Joan Brodel from the Employees list and click on 

the Payroll tab. Make sure the ñUse Hostess Featuresò checkbox is checked. Click the ñSaveò 

and ñDoneò buttons. 

In the main POS screen, click on the ñDine Inò button. When prompted for the access code, 

enter ñ3ò (for Joan Brodel). When the Select Table Number screen displays, click on the 

ñHostessò button. The Hostess screen displays with the Reservations tab open. 

CREATING A RESERVATION 

We will create a reservation for a customer who is already entered in the restaurantôs database. 

In order to do this we must first enter our customers into the database. Please see Customer 

Activities ï Maintain Customer Records in Chapter 24 of this manual and enter the customer 

records from the table below. Please note that when entering customer records manually in this 

manner, the Delivery Charge and the Delivery Compensation must be entered into the record. 

These values are not pulled automatically from the Postal Code information. 

 

Customer Name

Phone 

Number Address

Postal 

Code

Delivery 

Charge

Delivery 

Comp.

Raymond Bulcao 2097777777 1524 Kiernan Ave. 95307 $4.00 $2.50

Donald O'Connor 2097776543 1950 Kansas Ave. 95351 $3.00 $2.00

Charles Bancroft 2098887654 584 Kansas Ave. 95351 $3.00 $2.00

Ethel Keeler 2098248230 1300 K St. 95354 $3.00 $2.00

Daniel Dailey 2094878230 3300 Bonnevier St. 95355 $3.00 $2.00

John Smith 2095551234 3359 Bonnevier St. 95355 $3.00 $2.00

Ted Shively 2099998765 2666 Fiedler Way 95355 $3.00 $2.00

James Newman 2095558230 750 Golden State Bl. 95382 $5.00 $3.00

Paul Gentry 2095554321 1247 Bangs Rd. 95353 $3.00 $2.00

Dave Beck 2095551212 111 Spyres Way 95356 $3.00 $2.00  

 

To create the reservation, click the ñNewò button. On the Hostess screen, click the ñCustomerò 

button. In the Phone Number field, enter 2095558230. This brings up the customer James 

Newman. If not already displayed, enter the phone number again in the Telephone field. This 

assures that it will be displayed in the future whenever a reservation is made (this also applies 

to the rest of the fields in the ñReserved Forò section of the screen).  

Next, enter two for the number of adult diners and one for the number of child diners. Select 

ñNear Windowsò and ñBooth Seatingò from the next row of buttons (these are optional).  
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Click the ñEnter Reservation Time and Tableéò button. To select a date for this reservation, 

click the date button at the top of the window. We will use the default value for the date. Next, 

select 08:00 PM from the list of reservation times. Our reservation is for a quarter past eight so 

click the ñ08:15 PMò button at the lower left of the screen.  

Finally, we select one of the tables from the diagram on the right. The ones that are flashing 

colors meet the preferences entered on the previous screen; in this case, booth seating near a 

window (see Figure 9-1). Select table 12 in the upper right corner and the system returns to the 

Hostess screen, where you can review the information for accuracy. Click the ñDoneò button to 

confirm the reservation and return to the Reservations tab of the Hostess screen. 

 

 

Figure 9-1 

 

Note: A reservation cannot be made for the current date unless the Reservations 

Minimum Advance Days is set to zero. To change this setting, navigate to Back Office > 

Setup > General Settings > Store Settings > Services > Dine In and click the ñHostess / 

Paging Setupò button. Select the Reservations tab and enter ñ0ò in the Minimum 

Advance Days field. 

CHANGING A RESERVATION 

Should you find a mistake at this point, you may select the reservation from the list and click 

the ñEditò button. This allows you to make changes as necessary. To finalize the changes, click 

on the table button again. When finished, click the ñDoneò button. If  the reservation has been 

marked as Checked In, Walk Out, No Show, or Cancelled, you must make the reservation 
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active again. To do this, select the reservation from the list and click the ñEditò button. Check 

the ñMake Activeò checkbox in the lower right of the screen and click the ñDoneò button (see 

Figure 9-2). Filter the list by selecting the buttons at the bottom of the screen to show only one 

category or multiple categories of reservations. 

 

 

Figure 9-2 

CHECKING IN A RESERVATION 

When customers arrive, you must check them in. This lets the user know that the customer is 

here but has not yet been seated because the table is not ready. The check in process is very 

easy; simply highlight the reservation in the list of open reservations and click the ñCheck Inò 

button (see Figure 9-3). This moves the reservation from the Open reservation list to the 

Checked In reservation list.  
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Figure 9-3 

Waiting List 

To keep track of customers waiting to be seated, the Waiting List feature of Aldelo
®
 For 

Restaurants may be used. To use this feature, you must navigate to the Store Settings > 

Services > Dine In > Hostess / Paging Setup > Waiting List  tab and make sure the ñDisable 

Waiting List Featureò checkbox is not checked. 

ADD A CUSTOMER TO THE WAITING LIST 

This procedure is very similar to creating a reservation except that we do not have to select a 

reservation time or a table, since we are creating a first come / first served list. On the Hostess 

screen, select the Waiting List tab. Click the ñNewò button and enter the Party Name (either by 

clicking on the ñCustomerò button or entering the name manually). Enter ñGentryò for the Party 

Name, four adults, one child, and one highchair. The party prefers booth seating. If you are 

using the Paging system, click the ñAssign Pagerò button and enter the pager number you are 

assigning to this customer. (This assumes that the pagers have been setup properly. For detailed 

information on setting up your pagers, please see Field Name Descriptions ï Hostess / Paging 

Setup in Chapter 26 of the User Manual.) When finished, click the ñDoneò button (see Figure 

9-4). The system returns to the Waiting List window. The rest of the buttons on this screen 

work identically to those on the Reservations screen. 
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Figure 9-4 

CHECK IN THE CUSTOMER 

When a table becomes available that meets the customerôs needs, the system will recommend 

that table. The recommendation shows in the ñElapsedò field of the Waiting List screen (next to 

the elapsed time ï see Figure 9-5). If using the Paging system, click the ñPagingò button to alert 

the customer that the table is ready. If not using the Paging system, simply click the ñCheck Inò 

button to move the customer from the Open to the Checked In list. 
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Figure 9-5 

 

Assigning a Table 

The Hostess may manually assign a table to an employee. To do so, the employee to whom the 

table is being assigned must be classified as a server in his or her employee file. 

From the main POS screen, navigate to Dine In > Assign Table. The Select Server screen 

displays (see Figure 9-6). Choose Eleanor Powell and click the ñSelectò button. When the 

Select Table Number screen displays, click on table number 22 to assign this table to Eleanor. 

When prompted for the number of guests at this table, select the default value of six and click 

the ñEnterò button. The table is now assigned to Eleanor Powell. 
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Figure 9-6 
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Chapter 10 ð Dine In Orders 

Order Entry 

Dine-in orders are always associated with a table. If the term ñDine Inò does not fit your 

restaurant, it may be changed by navigating to Store Settings > Services > Dine In and 

entering your preferred term in the ñAlias Nameò field. The terms ñTake Out,ò ñDrive Thru,ò 

and ñDeliveryò may be changed in a similar manner. 

CREATING A NEW ORDER 

From the main POS screen, click the ñDine Inò button and enter 14 when prompted for the 

access code to assign this order to our server, Eleanor Powell (this assumes she is clocked in). 

Select the Dining Room table group in the upper right of the window. Click on table number 

four. When prompted for the number of guests, enter two. The Order Entry screen displays. As 

you can see, the Menu Groups are located on the left side of the screen. As each menu group is 

selected, its menu items are displayed in the center area of the screen. Clicking a different menu 

group displays different menu items.  

Take a minute or two to familiarize yourself with this screen (see Figure 10-1). The gray 

buttons at the top allow the user to make changes to the current order, the blue buttons at the 

bottom allow the user to take various actions with the order, and the green buttons are used to 

send the order to the kitchen or settle the order. 
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Figure 10-1 

 

ADDING ITEMS TO AN ORDER 

To add items to an order, we must first select a Menu Group. From the left side of the screen, 

select the Appetizers group. The members of the group display in the center of the screen. Click 

on ñPotato Skins.ò The dish is added to the virtual check at the right of the screen.  

Now click on the Entrees group. Select ñNew York Steak.ò You are prompted to choose how 

the customer would like it cooked. Click the ñMedium rareò button. On the next screen, you 

choose the Forced Modifiers that come with the steak dinner. Click on ñBaked Pot.ò Then for 

the toppings, click the ñ`Sour Creamò and ñ`Chivesò buttons. At this point, since there is 

another topping still available, to move to the next screen you must click the ñSide 2ò button. 

Choose ñStmd Vegsò for the second side dish and click the ñFinishò button. 

To prevent the system from sending the items to the kitchen immediately, click the ñMiscò 

button on the order screen and select ñNo Kitchen / Bar.ò On the confirm action screen that 

displays, click ñNo.ò The order is held; the next time the order is recalled it will be sent to the 

printer after the ñDoneò button is clicked. The action may be repeated as many times as 

necessary, as long as the above procedure is completed before clicking the ñDoneò button. 

If the server believes that he or she may not remember which guest ordered what, seats may be 

assigned to each dish. Since both guests share the appetizer, no seat assignment is necessary. 

To assign the New York Steak to Seat 1, click on the ñMiscò button at the bottom of the screen. 

Click the ñAssign Seatsò button. Select the ñNew York Steakò button and click on the ñSeat 1ò 


