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About this Document

This document was written for 2TouchPOS version 3.03.4900.
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Beginning of Shift
Employee Code

Clock in & out and Log in
1. From the clock in/out screen, touch “Clock In” button.

2. Enter your employee code.

Log In
1. Re-enter employee code.
2. Touch “Log In” button.

Employee ID %% %%

£
=

Clock In

- ]
R ouT

Clock Out

Option 2
Employee Badge
Clock in/out
1. From the clock in/out & login screen, touch “Clock in” button, then swipe the employee badge.
2TouchPOS will notify employee they have been clocked in or clocked out.
Note: if an employee tries to log in, without being clocked in, 2TouchPOS will notify
employee they are not clocked in and would they like to clock in?

2. Swipe your employee again, touch “Login” button.
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SWIPE BADGE
Please swipe badge through the reader or hit cancel.

- 2Touch

You have been clocked in at 03/26/2013 11:04:55
AM.

N

Product ID:
0100-0511-2023-1362

Version: 3.03.4504

Log in
1. Swipe employee badge

Option 3
Bio-Metric Reader
1. Place your index finger on bio-metric reader to clock in & out.

Log in
1. Place your index finger on bio-metric reader to clock in & out.
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Start a New Table

1. From the table view management screen, select and highlight a “Table” button.
2. Touch “New Check” button, then enter number of guest and touch “Ok” button.

nsfor

Balcon ¥ L & !
Y Zoom M Zoom (Transfer] e S
Current User: AndyA In out Transfer to ) ) : o
e i, Options [l View Details | Adjust Tips

0/4

0/2

Selected Table: 21
Time Seated: 1:01

Server: N/A Table Total: $0.00 |

i 3 i - i
) ' o | s | » | -F
Transfer to Combine . . ) ~
Tabs Carpe Checks split Check [l Print Check [l Add Gratuity | New Check [ Open Check Logout Payment

3. Enter Customer order by seat. To enter an order for another customer seating at the table,
touch “Seat #”. In entering an order for seat 2, touch seat 2 and enter customers order.

AndyA 11:00:39 AM (Table 21 Check 1)

Qrv | ITEM PRICE | cRS ||
Seat 1

1 Banana Daiquri 6.50

1 salmen 1299 EN
Seat 2

1 Spinach & Artichoke Dip 6.95 AP

I 1 Sng Bombay Sapphir 5.00 1

[To enter Seal 2's order. on your touchscreen,
touch Seat 2 and Seat 2 will be highlighted.

Sng ng Sng
Grey Goose Skyy Raspberry ~ Captain Morgan
$6.00 $450 $450

View

12 Table

Select
Al

Add Next
Seat Seat

Order
Optiens

S Sng
Bacardi 151 Balvenie Bahama Mama
450 450 550
Sng S
oy 3 Qlives

Sapphirlz§ w

Chicken

S Salmon
Finger: Whiskey
Bourbon

Tequila

Cordial

Sng Dbl Liqueur

<< MORE

Re-Opening a Table

1 2 3 4 5 6 T 8
ok i ]
. ) : ) Coupons &
Send/Print_ M Cancel Order ll  Recipe Modifiers Options Delete o

9
ny
Send Payments

4. Once customers order has been entered, touch “Send” button.

1. From the table view management screen, touch a specific “Table” button. The customer check
will appear on the right side of the screen.
2. Touch “Open Check” button, then enter number of guest and touch “Ok” button.
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Balcon =)
« I Y 3; &g Sl
Current User: AndyA Transfer to Pt
Table Options. View Details | Adjust Tips

Table 21
........ Check1 00186

: Seas 1
0/2 o2~ oo 1 |Banana Daiqu
1 [salmon

Seat 2

) 1 |spinach s &
2/20:02] =
1 |sng Bombay s

@ i
02" oo

Selected Table: 21
Time Seated: 11:07 Server: AndyA Table Total: $33.04

S ERE AR R
Transfer to mbi )
Tabs Server Checks split Check [l Print Check [l Add Gratuity l§ New Check [ Open Check Logout

3. Select Seat Number, enter menu items, and then touch “Send” button.

b LA

Payment

AndyA 11:22:55 AM (Table 21 Check 1) |
qr | TEM |_erice | crs |

Seat 1

Banana Daiquri 6.50

Salmon

Sng Bacardi 151

Seat 2
1 Spinach & Artichoke Dip 6.95 AP Beck's Dark Heineken DFT Guinness DFT
$4.50

1 sng Bombay Sapphir 5.00

1 NY Strp
$4.50

Well Done EN
Sng

3 Olives Gi Bacardi 151 Balvenie
$4.50 $4.50

Sng Sng Sng
Absolut Grey Goose Skyy Raspberry Captain Morgan
450 $8.00 $4.50

Highlighted menu items were just added to Seat 1 Bahama Ma?;?u
& Seat 2

Sng

Sng

Bombay
= 3 Ollves
Sapphir 500

Chicken E Sk
g a Whiskey

Bourbon

Cherry Bomb Banana Daiquri
$6.60 $E.60

Ravioli

Sub Total
Taxes

Tequila

Total

|| Table | select
12- View | A

Cordial
Liqueur

Add Next J order <<MORE

iy -
Discounts Send Payments

Putting Items on Hold from a Tab
1. From the table view management screen, highlight table, select “Open Check” button.

2. Touch “Order Options” button located underneath ticket.
3. Select the items that need to be held, then touch “Hold” button.
4

Touch the “Back” and “Send” buttons.
Note: To hold entire order, follow steps 1 & 2, underneath ticket, touch “Select All” button,

then touch “Hold Items” button.
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AndyA 12:12:48 PM (Table 23 Check 1) I
qry | ITEM |__erice | crs | <C|ear>

1 sm pS eat 1 700 AP - Appetizer
1 Olives 0.50 EN = Entree
1 Onion 0.50
1  Parmesan Cheese 0.50
1  Pepperoni 0.50
1 Sng 3 Olives 5.00

1 Cherry Bomb

|H before menu item(s) means its on hold .
Whiskey
Bourbon
Seating Hold For Courses Do Not Send
Sub Total

Tequila

Taxes
e
Cordial
'n  Table [EY FastCash Liqueur

Add  Next <<MORE
Seat Saat 2TouchPOS Version: 3.03.4804

H i ,‘
ﬂ\i i isg I " )
2 = ; i ] i Coupons &
Send/Print Cancel Order Recipe Modifiers Options Dine In Delete Discounts Send Payments

Releasing Items from a Table
1. From the table view management screen, select and highlight a “Table”, touch “Open Check”
buttons.
2. Touch “Order Options” button located underneath ticket.
Select the items that need to be released, then touch “Release Items” button.
4. Press the “Back” and “Send” buttons.
Note: To release an entire order, follow steps 1 & 2, underneath ticket, touch “Select All”
button, then touch “Release Items” button.

et

AndyA 12:51:34 PM (Table 23 Check 1)
QrY ITEM |__erice | crs |

<Clear>

1 Sm Plzfeat 1 7.99 AP - Appetlzer
1 Olives 0.50 EN - Entree e B
1 Onion 0.50
1 Parmesan Cheese 0.50 Draft Beer
1 Pepperoni 0.50

1 Sng 3 Olives 5.00

Cherry Bomb

|Menu items have been released.

Whiskey
Bourbon

Ll
¥
Sub Total

RECH]
Total Add Seat
y Table [N FastCash
3 view [ ccnack | metesse ems i

Add Next 0
Seat Seat

Tequila

Cordial
Liqueur

<< MORE
2TouchPOS Version: 3.03.4804

0
Cancel Order e In Delete
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Deleting Sent menu Items

1. From the table view management screen, Select and highlight a “T'able” button, touch “Open
Check” button.

Balcon: - =, =
Y » Zoom | Zoom =“>§ > =
Current User: AndyA (L O Temeler tu
=l Options [ View Details [ Adjust Tips
o Table: 21
i i Check: 1. 00186
5 5 o3 Seat 1
0/2 0/2 2/18:25 1 |Banana Daiqui
T [satmen
1 X Sng Bacardi
@ s T [raviens
o3 ) Seav 2

Spinach & Ar
Sng Bombay 5
1 WY scrip

1 [#e11 Dens

Selected Table: 21
Time Seated: 11:07 Server: AndyA Table Total: $61.24

“ 3 % i s . o W
1 = i "b 9
‘ e ’4 [ T > ‘ [ 4 o
Transfer to Combine . . _ ~
Tabs Sorver Chocks spiit Check [l Print Check [l Add Gratuity [ New Check [ Open Check Logout Payment

2. Select menu item/s for deletion. (Manger’s approval maybe needed)
3. Touch “Delete” button, choose one of the following, transfer to “Comp Tab”, “Spill Tab” or
“Return to Inventory” buttons.

AndyA 9:00:40 AM_(Table 21 Check 1)
ary | ITEM | _priCE | cRs

Seat 1

Banana Daiquri 6.50

Salmon 12.99 EN

Void Options

Sng Bacardi 151 4.50

Ravioll 6.95
faviol Transfer to
Comp Tab
Sng Bombay Sapphir A
Transfer to
1 NY Strip 14.99 EN Spl” Tab
1 Well Done EN
Retur
Inventory

<< BACK

[ - - o~

Whiskey
Bourbon

Sub Total
Taxes
Total

Tequila

Cordial

Liqueur
View Al

Add Next [ order
Seat Seat

w | % | N ]
. . [y Coupons &
Send/Print No Sale Recipe Deleie D Send

<<MORE
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Transfer Check to another Server
1. From the table view management screen, select and highlight “Table” button, then touch
“Transfer to Server” button.

|Balcony‘ j £ w =
Zoom Zoom | o b hdjust]
Current User: AndyA i (X Transfer to g X _ -
Table ‘Options Vie Is Adjust Tips

3
w Detai
Table: 21
i 1 ICheck: 1 - 00186
29 e

22 o2
0/2 0/2 2/29:08.

1
1ol i
59 @ /2327 :

yz.. —

Table 21 will be tranferred from SallyS to 1 |Sng Bosbay S

Admin

1 |N¥ Stzip

1 |#e1l Dene

Selected Table: 21
Time Seated: 11:07 Server: SallyS Table Total: $61.24

. & i i \ i Eﬁ
124 " >
L) b | b= | ® ‘ w | -
Transfer to
Tabs Server Split Check Print Check Add Gratuity New Check Open Check Logout Payment

2. Select clocked in employee, then touch “Select” button.

Select Employee
Admin, Andy [Admin]
Server, Sally [Server]

a»

=] -I~]-]-]=]o]-Im]o]o)=]~]
DEDbEnEnabaEa

List Count: 2

(O 1)
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Current User: AndyA

« IBaIcony _j »

& |
0z 247T00s

&,
Zoom M Zoom : E " —m
& Hat Transfer to Speed
Table Screen Options View Details Adjust Tips
Table n
Check1 00186
seat 1
1 [Banana Daiqud
1 [saimen
1 |sng Bacardi g
1 [Raviels

Seat 2

1 [spinaen s ary

1 |Sng Bombay S
1 [nY serip

1 |Well Done

Selected Table: 21
Time Seated: 11:07

Server: AndyA

Table Total: $61.24 ‘

Combine
Checks

"y S
Transfer to
Tabs Server

Transfer to Table

1. From the table view management screen, select and highlight “Table” button, then touch

“Transfer to Server” button.

& . Y 4 5 Bﬁ
¥ | > [ 4 +8
Split Check Print Check Add Gratuity New Check QOpen Check Logout

Payment

« IBaIcony ;|

Current User: AndyA

o4 ¢
027} A4 2328

t-‘i
-
Transfer to Speed
Table Screen Options View Details Adjust Tips
Tible pal
Check 1-00189
Seat 1

Banana Daiqu:

1

1 |Sng Bacardi
1 [Sng Balvenie
1

Ravioli

Seat Z

5

Sng Bacardi

1 |Banana Daiqu

Selected Table: 21
Time Seated: 10:35

Server: AndyA

Table Total: $34.01 ‘

%
Trans-far to Combine
Tabs Check

2. Select “Table” button. (Note: when transferring a table to another table, you are

Payment

‘mm
split Check M Print Check [l Add Gratuity | New Check [ Open Check Logout

transferring a check that results in the table to have two or more checks).

Xenios LLC @2013
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‘ IBaIcony
(ﬁ'lent User: AndyA

Transfer to Speed
Table Screen

[ | Now, Table 57 has 3 checks

Selected Table: 57
Time Seated: 11:07 Server: AndyA Table Total: $120.27

Transfer to Tab

oo F 5
w 1 A >
b | w | -§
Transfer to . ) =
Server Print Check Add Gratuity Open Check Logout Payment

1. From the table view management screen, select and highlight a “Table” button, then touch
“Option” and “Transfer to Tab” button.

@

= = e
iBaIcony _| * zoom: W -Zoon b Transier| .
Current User: AndyA It Out Transfer to Speed

Table Screen Options

(4]

Seat 1

Banana Daigqu

il

1 [Sng Bacardi
1 [sng Balvenie
3

Ravioli

Sest 2

1 |sng Bacardi

Banana Daigqu

Selected Table: 21
Time Seated: 10:35 Server: AndyA Table Total: $24.01

Xenios LLC @2013

] FEs . ' u
B EE R _
Transfer to
Server Print Check | Add Gratuity New Check Open Check Payment
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« ]Balcony

Current User: AndyA

o gTransiod
Out

Transfer to Speed
Table Screen

I = =
u 3 ' S) T
Options View Details Adjust Tips

i oa/a33se

Product ID:

-
L)

0100-0511-2023-1362

Version: 3.03.4804

Check has been transfered to tab

L

OK

Simply flexible

4 5
Transfer to
Tabs s

£ 3

Combine

& ? @ 4 W
“ IEEEJ > b > o
Split Check Print Check W Add Gratuity New Check Open Check Logout

Open Tabs Sort |Descripti0n j
5| e | Description | 6| H| Amount |T|
|7 990899 Comp Tab il $63.75(0
.|7 99998 Spill Tab ol $25.00(0
| AndyR 00174 Joe Johnson il $30.00(0
| BndyR 00185 Joe Smith Ol $55.48|0
W | AndyR 00189 Table 21 Chec|[O0| 5$34.01|0

Tab will be created under Table Number

Xenios LLC @2013
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Combine Checks

1. From the table view management screen, select and highlight a “T'able” button, then select and
highlight checks to be combined. Touch “Combine Checks” button

« |Balcony LI ! | @

Current User: AndyA Transfer to Speed
Table Screen

+5

=g)

View Details

Options

Adjust Tips
Table: 57
ALL - Icheck List
( 21
5 @ o2 2
0/2 4/4  0:12

Selected Table: 57
Time Seated: 11:07 Server: AndyA Table Total: $86.26

Q

w | -F

Transfer to Combine s o i =
Frrres e Split Check Print Check | Add Gratuity New Check

___ 2. Touch “OK” button.

Open Check Logout

Payment

Table: 57
! |Check: 1-00188
Seat 1
1 Sng Absolut
— = 1 Swest
0/2 1 Ravioli
Seat Z
n/? 44 714z Checks have been combined Bzhamz Mama
1 Spinach & Arg
Seat 1
1 Banana Daigudy
1 Salmon
) 1 Sng Bacardi J
1 Bavioli
Seat Z
1 Spinach & Art
0 1 Sng Bombay 54
0103;55'1"-?&%&362 o Simply flexible 11 :Y1 f‘:;ip
=1l Dons
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Split Checks
By Seat(s):

There are two different ways to split a check, by seat(s) or by menu items)
1. From the table view management screen, Select and highlight a “Table”, then touch “Split

Checks” button.

« ]Balcony

Current User: AndyA

02T | 44 T3

L : H X =
Zoom Zoom L o S sl Adusi]
In Out =
Transfer to " 5 5 . .
Table Options View Details Adjust Tips

Table: 23
[Check: 1- 00187

Seat 1

1 |Sm Pizza

1 |Sng 3 Olives

1 |Banana Daiquy

1 |Sng 3 Olives

Seat 2

ex
o 1 |Banana Daiquy

1 |Sng 3 Olives

Selected Table: 23
Time Seated: 2:36

Server: AndyA

Table Total: $51.04 ‘

Option 1- By Seats

& P . 1 £ i -
4 e 3 5
) % $om | © ) - -
Transfer to Combine 2 L é c
Tabs Server Checks Split Check Print Check Add Gratuity New Check Open Check Logout Payment

2. Touch “Split by Seat” button. (Checks are created for each individual seat. If you have
four seats, then the original check will be split into four different checks, by seats.)

Xenios LLC @2013
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Option 2 — By Menu Items
3. Select menu items, touch “Transfer All” and “Done” buttons.

A 3

Transfer Transfer
Transfer All Quantity Quantity
Table 57 Check 2 Table 57 Check 3
oTY ITEM oty | ITEM
Seat 1
1 |Ravioli
Seat 2
1 Spinach & Artichoke
Seat 1
1 |Banana Daiguri
Salmon
1 Ravioli
Seat 2
Spinach & Artichoke
NY Strip
1 |Well Done
1 Sng Absolut
1 |Sweet
1 Bahama Mama

Sng Bacardi 151

Sng Bombay Sapphir

LA

()Y

Split by Seat

Xenios LLC @2013
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Transfer All

Transfer
O ET

wh-

Transfer
Quantity

L

Transfer All

Table 57 Cheok 2 Table 57 Check 3 |
oTY ITEM ory ITEM |
Seat 1 il: Sng Absolut
ik Ravioli 1 |Sweet
Seat 2 - Bahama Mama
il Spinach & Artichoke| 1 Sng Bacardi 151
Seat 1 1 Sng Bombay Sapphir
Banana Daiguri Transferred all beverages toa
Salmon . check,
Ravioli
Seat 2
Spinach & BArtichoke
1 NY Strip
1 |wWell Done

Option 3 — By Quantity of Menu Items
4. Select menu items, enter quantity amount (whole numbers), and then touch “Save”
button. Touch “Done” button.

Table 23 Check. 1

(Y

Split by Seat

Transfer All

T
Transfer All
ory | TTEM | o

ved

Transfer
Quantity
ITEM |

ory

A/ A
s Tra
Transfer All ity Transter All [l quan
I

| Table 23 Cheek 2
|

or¥ ITEM

olives

Onion

Parmesan Cheese

[ I S

Pepperoni

1L

Sng 3 Olives

Seat 2

Chicken Fingers

Buffale Sauce

Cherry Bomb

Split by Seat

Xenios LLC @2013
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-

Transfer All

-

Transfer All

Transfer
Quantity

L

Table 23 Check 1 Table 23 Check 2
orY | ITEM oty | ITEM
g Seat 1 1 |Banana Daiguri
.1 Sm Pizza 1 Sng 3 oliwves

1 |olives
1 |Onicn
1 |Parmesan Cheese
1 |Pepperecni
1 Sng 3 oliwves
1 Banana Daiquri
1 Sng 3 oliwves
Seat 2
1 Chicken Fingers
1 |Buffalo Sauce
1 Cherry Bomb

()

Split by Seat

Xenios LLC @2013
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Applying Tax Exempt

1. From the table view management screen, Select and highlight a “Table”, then touch

“Options” button.

Balcony <

| Current User: AndyA

1
5
07 0/7 5/28:35

Selected Table: 23
Time Seated: 2:36

Server: AndyA Table Total: $51.04 ‘

w = N A
‘_ % " e i
Transferto [ Combine : ) )
Tabs Server Checks split Check [l Print Check [ Add Gratuity | New Check

Table: 23
m —
1 zza

1
Transfer To
Tab 1

= | 3
| | Ee > &9 S
In Out —
Transfer to Speed ) ) : o
Table Sereen options [l View Details | Adjust Tips

> H
R
Open Check Logout | —

2. Touch “Tax Exempt” button. Select a Customer’s Account, then touch “Select”

button.

Select Customer Account
Doe, Joe
Johnson, Joe
Smith, Joe

List Count: 3

«[=]
DREEEEEEOEBEBE
DEEEEEEDEBEEBE

O

Cancel

Xenios LLC @2013
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Add Gratuity

1. From the table view management screen, select and highlight a “Table”, then touch “Add

“ =
u P
= 5 Y o)
options [ View Details [l Adjust Tips

Gratuity” button. Touch “OK” button.

@ Balcony - » B
Current User: AndyA Io W Transfer to

Speed
Screen

Table
Q

Comp Check

Table: 23
Check: 1 - 00187
Seat 1

2 @ Gratuity was

L/

Added to 1 Ticket(s)

Simply flexible

Product ID:
0100-0511-2023-1362
Version: 3.03.4804
Selected Table: 23
Time Seated: 2:36 Server: AndyA %hle Total: $51.04

, 3. 4 F ,
w . ﬁ
Transferto [l Combine o o )
Tabs S Chiecks split Check [l Print Check [l Add Gratuity

Print Checks

b d
Open Check Logout Payment

1 [Sm Pizza

ble e e

Peppe

1 [sng 3 Olives

Banana Daiqu

1 [sng 3 Clives

Seat 2

1 [Chicken Fing:
Buffalo Sausi

-

1 [Cherry Bomn

1 [Banana Daiqu;

1 [Sng 3 Olives

1. From the table view management screen, select and highlight a “Table”, then touch “Print

Check” button. Touch “Ok” button.

& & e

[ ]) e =@
Speed e : . )
Screen Options View Details @ Adjust Tips

- o c]
« [Baicany E » Zoom [l Zoom [l T
Current User: AndyA o ChE Transfer to
Table
e vz
59 0/2
o275 o
Selected Table: 23
Time Seated: 2:36 Server: AndyA Table Total: $58.70

[Table: 23
1 |check: 1- 00187
szec 1

1 [Sm Piazza

olives

Onion

Parmesan Che:

blele e

Fepperoni

1 [sng 3 Olives

1 |Banana Daiqu:

1 [Sng 3 Olives

Seat 2

1 [Chicken Fing:

1 [Buffzle Saue:

1 |Cherry Bamb

1 [Banana Daiqu

1 [Sag 3 Olives

; s ; p 2 . ; m
W A
‘ " $zm ° ‘ [ 4 »7
Transferto [l Combine i o _ -
Tabs sed Sl split Check [l Print Check [ Add Gratuity [| New Check [l Open Check [l Logout Payment

Xenios LLC @2013
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Comp Check

1. From the table view management screen, select and highlight a ““Table”, then touch “Options”
button. Touch “Comp Check” button.

2 i) =
@ Py e e G =
Current User: AndyA In Out Transfer to
Table w Details [l Adjust Tips

0 Table: 23

T (Check: 1 - 00187
20 22 23 Seat 1
e /3 2/28:53 5

Tax Exempt

Transfer To
Tab

Selected Table: 23
Time Seated: 2:36 Server: AndyA Table Total: $58.70

- ) e ¢ q & 4
‘ " ',-; ; ’; [ S ‘ [~ 4 ‘Eﬁ
Transfer to Combine . . .
Tabs Ferran Erero Split Check Print Check [ Add Gratuity l§ New Check W Open Check Logout Payment

Option 1 — Entire Check Comp
2. Select Reason for Comp. Touch “Select” button. Touch “Ok” button.

Select Reason for Comp
Birthday
O
Owner Meal
Poor Experience

a»

HEEEEEEEEEEEE
HEEEEEEEEEREEE

List Count: 4

Cancel

Xenios LLC @2013 Page 21



Option 2 — Comping Individual Menu Items

3. From the table view management screen, select and highlight a “Table”, touch “Open Check”
button.

4. Select menu items, touch “Delete” button. Select a Void Option.

AndyA 10:15:19 AM (Table 23 Check 1) ]

Qrv | ITEM |__erice | crs | Speed
Seat 1
1 Sng 3 Olives Grape 5.00
Pasta Carbonara 11.99 EN Void Options il

Seat 2

1 Mich AmberBock 4.00

Draft Beer

Transfer to
Comp Tab

Salmon

d S
Beel
ka

Transfer to
Spill Tab

Return to
Inventory
<< BACK

fod|
u

Whiskey

Bourbon

Cordial

Fast Cash Liqueur
a

ions
=i ig B ] : ® . =io
' /3 BN (11 E %y ny ’
) . - ) . Coupons &
Send/Print No Sale Recipe Modifiers Options Dine In Delete Discounts Send Payments
Payment

1. From the table view management screen, select and highlight a “Table”, touch “Payment”
button.

2. Select method of payment.
a. Cash Payment — Enter Cash Amount, touch “Ok’ button.
b. Check Payment — Enter amount of check.
c. Credit Card Payment — Swipe Customer’s Credit Card.
d. Customer Account — Swipe Customer’s Customer Account Card or Select
Customer Account.

Sub Total
Taxes

Total

Tabl Select
12 | v o

Seat Seat [ Optio

Add Next [ order I
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= | B |-
Sy ! 00
5 Foreign Loyalty &
Check Credit Card Currency Fo Groupon

Cardholder Name:
Card Number:
Expiration Date:

Table 23 Check 1

Seat 1
e Sng 3 Olives Gri 5.00
1 Banana Daiquri 6.50
Seat 2
1 Mich AmberBock 4.00
1 Sng Bombay Sappl 5.00

¥
Splitting Check Payment

1. From the table view management screen, select and highlight a “Table”, touch “Payment”
button.

2. A payment can be split by 1/2, 1/3, 1/4, or 1/N (any way a customer would like check
payment split). Select Split mode, then select payment method (cash ect). Follow Step
2’s, a, b, ¢, or d payment methods.

5 M | e | =] o B mh
Customer Gift N Foreign Loyalty &
Check Account Certificate Coupon Gift Card Currency Rewards Groupon

|:| ‘Cardholder Name:

‘Card Number:
Spliton Expiration Date:
Total
Due Table 23 Check 1
$20.50
(35 oc ITEM FRICE
172 Seat 1
i sng 3 oOlives Gr:
il Banana Daigquri 6.50
173
Seat 2
il Mich AmberBock 4.00
i 1 Sng Bombay Sappl 5.00

an»

e | ©
Back Delete
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Adding or Adjusting Tips

1. From the table view management screen, touch “Adjust Tips” button located in the upper right

corner.

|Ba|cony
Current User: AndyA

ol

pd oom
t
“ Transfer to

Table

“ i
= &
= 3 Y i
options [l View Details [ Adjust Tips

Lo

(4]

4 ¥
Transfer to
Tabs Brye

(v}
R p % 1 J
‘4 ‘m = [ "4 I
Combine
Le Split Check Print Check M Add Gratui New Check Open Check Logout

2. Select the correct credit card transaction and enter the tip amount.
Note: Repeat step 2 as needed for any/all credit card transactions that need to be
adjusted. If left blank, that employee will lose their tip.

%
No Sale

3. Touch “Save” button located in the lower right hand corner.

Sort |Ticket -
Server | Check# | Payment | Tip | TotalAmt |
AndyA 00146 25.00 25.00

a»

a. If a button appears asking whether you want to post your tips, press the “No” button. If
you press the “Yes” button, you will not be able to readjust tips that were on the screen.
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Server Report

1. From an empty speed screen, touch “Options” button.

2. Touch “Reports” button.
Note: The Server Report can be found under to different sections, Favorites or

Daily reports.

3. If Server Report is under favorites, touch “Server Report” button.

4. If Server Report is under Daily, Touch “Daily” button. Touch “Server Report” button.
Note: If your 2TouchPOS has two cash drawers, the server needs to run

their cash in drawer report from assigned cash drawer.

Favorites

Group Up

5. Touch “Run” button. Select server name, then touch “Ok” button.

- ’ S

Cash in Drawer ’

0’ Report 0’ Xpopet

Employee

G)” Login Code Rpt 0” R

’ Item Tax

0’ Report

5 Menu
Engineering
@,’ Worksheet
be

SAMPLE REPORT

DATE NUM AUTH TRANS TYPE AMOUNT
CARD NUMBER

SETTLEMENT: 20021011001

10/11/02 1429 140875 Post-BAuth $31.00
KXKEKKKKKKKK 3456
Total: $31.00
SETTLEMENT: 20021012002
10/12/02 1441 609355 Sale $110.00
KXKHKKKKKKKK 3456

7]

Show
Report
Definitior

‘t

Remove
From Items Close
Favorites
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Server End of Shift

1. Make sure all Tables and checks have been closed:
a. From table view management screen, select highlighted table, touch “Payments” button.
Process customer’s payment.
2. Make sure all tips have been adjusted: (If left blank, that employee will lose their tip).
a. From table view management screen, touch “Payments” , “Adjust Tips” buttons, then
select appropriate ticket and enter tip amount,
b. Touch “Save” and “Close” buttons. (Repeat this step of all tips that need to be adjusted).
3. Make sure all money and reports has been collected from employees:
a. Run a Server Report. Hand in your cash due.
i. Touch “Options” button, touch “Reports”, then touch either “Favorites” or
“Daily” button
ii. Touch “Server Report”, “Run” buttons,
iii. Select employee, touch “Ok” button, then print, email and/or save report. Touch
“Close” button.
4. Logout & Clock Out.
1. Touch “Save” button located in the lower right hand corner.

a. If a button appears asking whether you want to post your tips, press the “No” button.
If you press the “Yes” button, you will not be able to readjust tips that were on the screen.
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