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Introduction XV

TheAldelo® POSsoftware solution covers your restaurant operations with a full aff@atures.
Whether you aréooking to automate your order entry and cash register procedures, prevent
employee mistakes, preverash drawer shortagasproveinventorytracking start offering in

house charge accounts, start offering a frequent diner program, or to start tracking customer sales
history,you havechosen the right solutidier the job!

TheAldelo® POSsoftware solibn is affordable and feature ricBesides the capability as a full
featured restaurant point of sale system, the following features are also included at no additional
cost:

Inventory Management Module with Auto Depletion By Sales Capability

Gift Certificate Sales, Tracking, aftedemption Module

Cusbmer Credit Voucher, Tracking, afkedemption Module

In HouseCharge Account anBilling Statement Creation Module

Frequent Diner Module with Customized Automatic Reward Creation

Microsoft® MapPoint 201& M aipg Software Integration

Up to 8 lineCaller ID Monitoring

Full featured Resgation and Waiting Lst Module

Staff and Customer Paging

Video Surveillance Snapshot Feature

Localization Manager witMultilingual Support

Quick Service Screen for Fast Foodebgtions

Remote Support Feature for Quick Problem Resolution

These modules would normally cost hundreds or evensidnedsof dollarsmore with our
c 0 mp e tpackagestHowever, atAldelo, we believe in providing a complete package at an
affordable priceenabling pu with the technology tpropel your restaurant business to new levels!

TheAldelo® POSsoftware solution is extremely user fiily and very simple to learhlowever,

we still feel that a complete manual that covers every feature in theaseit necessary. In order to
takefull advantage of our software system, we strongly recommend that yothégkee to read
this manualin its entiretybefore diving into our software solution.
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XVI Introduction

The Structure of the Manual

This manualis dividedinto parts ancthapters in order to help yoetber focus on the key topics.
You are not required to have prior knowledge of any restaurant point of sale sdftwese this
manualWe are assuming thgibu areventuringinto the world of automated POS stiduns forthe
first time. This manualattemps to teach you everything thgbu need to know about using the
Aldelo® POSsoftware solution.

We strongly recommend that you instaltlelo® POSon a computer and try the procedures defined
in the manual.

To help you read this manual faster, we have introdsoenestandard conventions teelp you
distinguishactiors, names, andthertopics from the normal conterfthe following are the
conventions useith the manual

Element Meaning

AQuot eso Any referencdo a button namer other control name that is
clicked by the usesippeasi n i q u o tliek théfEnte® . g
button.

Location Path The shorthand notation used to navigate through the softwar

takes the following form Name > Name > NamavhereName
canbea button, menu item, tab, etéor exampleBack Office >
Setup> General Settings> Cash Trays represents directions t
the window used to define your cash trays.
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POS Hardware 3

Congratulations onyrchasing your new POS systeXdu have takemanother stepoward
becoming anoresuccasful restaurant entreprenelm this chapterwe introduce yoto the
different types of hardware that mag present in your resurantWe alsodiscusghe pros and
consof each type ohardwareto helpminimize mistakes wireperforming the system setup.

Server Computer

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

and sizesTheyare not necessarityomputes with enterprise level software and hardwaviost of

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

What Defines the ServeP

In Aldelo® POS the serveholds the dafibase that all other ternails connect tavhen performing
transactionslt does not require any special operating system or hardware to be considered the
server computeiOnce a database is createdttom computer and other terminals connect to that
database, the compuisrconsideed the database serv@hen callingAldelo for technical support,

our staffwill ask which computer is the database server when dealing with database related issues.

The server is also responsible for maintaining time synchronization betwediethstations and
the server.flone of your client machines has a different time than the server time, the server
changesthe client time to match his is a important functionsince all reports are based on the
date/time stamp of each transaction.

Note: Time Synchronizatiorequiresthatthe TCPsettings in the Back Officlee setip properly.

Minimum/Recommended Requirements

The requirements for computer softwarel aperating systems chamgefast as new hasdére and
softwareis releasedMost of the timeminimum requirements for software are determinethlay
operating systemObviously,we cannot rurldelo® POSon any system witlessthanthe
minimum requirementlisted for theoperating systerasince the operating systera@dsAT LEAST
this minimum amount of system resourc&kisis considered a baselinghendetermining
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4 POS Hardware

your systemds .§hesenthimunereguiremeatsregenrteant to goean
understanding of what is reqai for the system taun. Theyare not meant as a gutine for
purchasing a systerfthe minimum requirements féddelo® POSmaybe found on théldelo
website atvww.aldelo.com

When purchasing a systemosethe hardwaraecommendationto find the right hardware foyour
system.These spefications areAldelos recommendatiafor the system to perform to the
standards needed in the environmientwhichthey were designednything less than the
recommendation and the customer may experienderpgance that is slowehan expectedlhe
recommended system requirements/Ataelo® POSmayalso be found atww.aldelo.com

. Tech Tip: When running several applications at once, monitor your Ri&#/
When using Windows 7 Professionaletl are two things to wateimder the
Task Manager> Performance Tab: Physical Memory (MB) Total and
Commit (MB). If your Commit (MB)valueis ever greater than your Physical
Memory (MB) Totalvalug install more RAM To access the Task Manager,
pressCTRL+ALT+DELETE on your &keyboard and
Manager o button.

Software on the Server

In any network environment, the server computer is resiplen®r many different task§o far, the
server compter in our POS network is responsible for holding the database and allawearg o
systems to conneat it. Along with these tasks, the server can also be used to run programs that
complementildelo® POS These programs include, but are not limited to:eid8 Database
Manager, Aldel8 Gift Card Server, Aldef®Polling Server, Aldel® Localization Manager,

Aldelo® POSWireless, Aldel@ Fingerprint Server, AldefKitchen Display Server, AldefoEDC
(Electronic Data Capture), and other third party applicatio

Eachof these programiasits own system requiremenfBhe mostcommonsystem requiremernis
an internet conection on the servethis is required for many of the programs mentioned above.

) . Tech Tip: Troubleshootings easieif all network systmsare connected to the
@i’ internet.This allows technicians #@tldelotoconnect o0 t he cust @
remotelywhile on the phongith them It alsodramaticallyshortens all length.

Client Computer

We have talked about tleemputer responsible for maintaining the database and penfpottier
tasks related to the POS system.hiis sectionwe coverthe computers that are responsible for
sending trangaions to the server computdihese systems are usually visible te thblic and get
the most useSince they are not processing transactions from other systems, their hardware does not
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POS Hardware S

need to be as robust st ofthe server computein addition, receipt printerareusually found
connected to the client computessce they are placedhere the customers are being served.

What Defines the ClientComputer?

Any computeron the network on which the database does not résitidined as a client computer.
This system is only responsible for sgmgitransactions to the is@r computer to be processéd.

this system is removed from thetwork, normal operatiorgtill occur since the database resides on
the sever computer.

Minimum/Recommended Requirements

The requirements fahe server arbigher than theequirements for the client comput&ince the
clientdoesnot perform as much processing as the server, the hardwareadoe®d to be as fast.
The minimum requirements are still the saimg the recommenda@quirementghange slightly.

As statedbefore, the recommendations are guitesdto usewhen purchasing a systetdse these
recommendationsather than the minimum requiremerifsyour restaurant is very busy, the
recommendd hardware may be insufficierts always, consult with yar reseller or calthe Aldelo
Sales Departmentith any questions you may have when purchasing your hardware.

Software on the ClientComputer

The most common configuratidor client systems is taun Aldelo® POSexclusively. The more
softwarethat isrunning on the system, the slower the respdimse may be when using the system.
Whena restaurangets busy, this is not acceptabl2ell, HP,andother vexdorsmayinstall software
that is notusedand may slow the system dowso through the systemnd remove any such
software Software thaaffects performancehows up in the lower right hand corner of tiiéindows
Desktop. Thesprogramsuse small portions of system memory and processor timato
continuouslylf you see one that you do not use, uralist.

Touch Screens

All-In-One Terminals

All-in-one termina containeverythingneeddin a POS environmenand arelesigned to make
installation easyThese uniteomestandard with many mogortsthan a standarBC. There are

many advantages to these units includirsgnaller footprint, more ports for devices, bt
accessories like MSRand customer displayand one manufacturer to contact tiechnical support
Normally you would have a marfacturer for the system, one for the touch screen, one for the MSR,
andone for the customer displajhats potentially 4manufacturerso call if there is a hardware
problem.With anall-in-one terminal you make one phone call for all issues relatetieaderminal.
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6 POS Hardware

Touch Monitors

Touch monitorsarejust like normal monitos, exceptthatthey are touch enablet@hey support the
typical POS screen resolutiofeund in themarket They requie aVGA cable to be connected to
the mmputer as well as a serial USB cableconnected tdhe appropriat@ort on the computer.
The seriabr USBconnection is responsible for the touch features of the monitor.

Printers

Printers play a vitalole in the POS environmerRestaurants and customers rely on printeritat
receipts, reports, labels, and othemfis of hardcopy transactiorinters araecessaryn a POS
installation Sincethere are many differ¢kinds of printers, thisectioncoversthe different uses
and types of printers that are found in many POS installations.

Interfaces

Currently, there are founan interfaces for POS printerSerid, Parallel, Ethernet, and USBII
are supported bgldelo® POS Each has its advantegjand disadvantageThesearecovered in the
following section Most printers come with interfacésiilt-in, butotherscome with slotso
accommodate switching interfacesédcessary. These drandy if you business needhange and
you want toavoid having tobuy a new printer.

Serial

This isthe most common interface found in restaurant POS printers since tharameexpensive.
Serial printers have also been around longer than any other interface tygfealtttontinueto
find their way into istallations fomanyyears to come.

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

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

The downside taerial printers is the setupriersmustbe installedbut there is B0 second step
Since serial printers relgn the computés COM port, the port settings muse configured correctly
for the printer to operatdf the serial printer came with a manual, the seftisigould be listedf the
printer did not come with a manu#éhe manuatanusuallybe downloadedrom the printer

ma n u f a onvebsite.€hesd settingscludethe baud rate, data bits, paristop bits, and flow
control. The two most common mistakes in the settings aredhd bate and the flow contrdthe
printer needto be openedr an internd test printperformequ sual 'y by hol di ng
button while turninghe printeronto find the currensettings Every printer is differentso check

the manual to find out howetdo atest print.

Copyright © 1997 2017 Adelo, LP All Rights Reserved.

dov



POS Hardware 7

Parallel

Thepardlel printer costapproximatelythe same aaserialprinter, cannot go as fabut has less
setup.The parallel printer is the second most installed interface type and is mostly used in receipt
type applications where the printer is not far from the aaemnto which it is connected

The main advantage of the parafpeinter is the ease of setufith parallel printers, you neeghly
install the drivers provided by the manufacturer to get thequrip and running. Ondastalled,
you should be able forint aWindowstest page to verify that the printer is workimgpely.

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

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

Speed Paralld_ine Extender from ATENJSA connec$ to your printer and computer parallel

ports. ltuses a straight througiphone cable to connect the devices together and can reach distances
up to 1000 feet. Since the devicerigativelyinexpensiveit is a good way to overcome the
distanceproblem.

Another way to extend the déstce is to use a print serverint servers use TCP/IP for
communicationgindtherefore are not bound Iolye 25-foot limitation. Print servers come in many
different typesfrom sirgle port models to models withrdeor more portsAn example of a single
port print servers the Netgear PS101. Thaows your parallel printer to extend its distance up to
300 feet awayrbm the network hub or switcince they connect to the network, the print servers
mustbe confgured with an IP address as well as any other settings used in the network.

Ethernet

Ethernet printers are becoming more and more popular in PRlations since they can gatfeer
than serial and are not reliant on the cotepto stay operainal. They require more setup than
parallel and abut the same amount as serftup for an Ethernet printer closely resembles setting
up your computeto communicate on the networoth use an IP addressjbnet mask, and device
nane. The utility usedto configure these settings varies from manufacturer to manufadiuter

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

There are two main advantagesthernet printes. The first is the distanc&therné printers can be
installed up to 300 feet away from the hub or switcivhichthey are connected hisdistance is
enough to cover the needs of almost any applicatiemdstaurant may neethey use normal
network cableslt is much easier to run thesables through walls and ceilisdue to thai smaller
connector typeThey use a normal R& connector, whicliits through any nic&l-sized hole.

The second advantage is that it does not rely on the computer ittuectat operate normally. Since

serid and parallel printersonnect to the computef,the computer ever fails, the printers also.fail
Ethernet printersonnectdirectly to the networkandare notaffected bycomputer related issues.
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The disagtantage of Ethernet printers is the cdstey are more expensive than serial or parallel
printerssince theechnology is relatively newAs the technologyaturesthe costs shouldome
down and eventually comepe with serial and paralldlntil then, tlese printers are considered
luxury iterrs andare often passed up in favor of the cheaper serial and parallel models.

USB

USB stands for Universal Serial Busis becoming the dfacto standard for connecting any
peripheral to a computeBince they arextremely easy to instathese printers are becoming more
popular for customengho do notwant the hasslef@ettings or complex cabliniVvith USB, the
driversareinstalled and the printés plugged into anyJSB interface on the computer. The USB
interface isdesigned to beonnectedr disconnected while the computer is operatigné h o t
swapp.ingo)

The advantage of USB printers is that almost all compubeisythave several USB port$SB
ports can be found on migbmputers thasave valuable space in a resta envirmment.They
areeasy to install and the cables are very sralldwing for very clean installations.

The disadvantages ofSB are cost and distancehe cost of a USB printer is slightly more than
serial or paralleprinterbut not as much an Etherret printer. Thedownside to USB is the distance
that the pmiter can be from the computd@he maximum distance @nly aboutl4 feet This limits

the use ofJSB printesto roles that require or allow the printertie close tats host computer

Printer Roles

Receipt

One of the most important reasons for owning a POS system is to generate readatftee
receipts. Mstakes are made when things hamdwritten. Computer generated and printed ripte
help toeliminake these mistake3here are several different types ofipeirs as discussed
previously.Within each of the different interface types, there are still more options to chioose f
when purchasing a printgfor receipt printers, it isawally a good idea to use a thermal sfan
printer due to its speeffast receipts aneecessarywhen customers are waiting to pay theirgill
The other optiondot matrix,is muchslowerand noisierandoften passed ovén favor ofthe
quicker and qigeter thermal.

Kitchen

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

Sincethere araisually not to many hot items in a bathermalprinters work well A thermalis also

a good choicé you have an extremely busy bar and ticket speed isiitapt.Dot matrix printers
mayalso be used in bars. They aiuallyless expensive #n thermaprintersand work just as

well. The one advantage afdot matrix printer for bartendetis the fact that they can hear the ticket
printing. Sometimes this is a benefit wreebartender is working the shift alone and needs to attend
to customersis well as a server drink station.

Label

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

These printersreate labels for weigltl food items, delivery addresses, bardaiek, and

customer mailingsCurrently,Aldelo® POSsupports two labels sizes:0 x 3 0 a Ghkck4 0 X
www.aldelo.confor a list oflabel printers that have been testesvtok with Aldelo® POS.

Report

Most reports irAldelo® POScan ke printed to a report printef report printer in the software can

be any desktop pr i ntpaperThese eah bepnkjgrinteérslaser print@&sor5 6 X
dot matrixprinters.Laser printes arerecommended since the pricelagerprintershasbecome
competitive with ink jet printerd.aserprintersare much faster and do not require exgpemand

messy ink cartridgeg.hey do require tonebut the amount of time between replacementsually
muchlongerthanwith ink cartridges

MSR Devices

MSR (Magnetic Stripe Readedevicesallow your employeeto input information into the POS

system quicklyby using gplastic card with a magnetic stepn the back. These degscanread

one, two, or threeracksof dataprogrammed on the caddmagnetic stripeAldelo® POSonly

supports readers that read two tracks of data. The reader must be programmed to tell it how many
tracks it should read and where the end of each tsagkcommonrconfiguration is traclonestars

with a percentagsign(%) and ends with a question mdfR. Track twotrack starts with a semi
colon(;) and ends with a question m&fX. MSR devicesare connected to the system by a variety

of interfacetypes.

Keyboard Interface

The keylward interfacaises the keyboard port on your compuitde cable used for this device has

a splitteron it sothatyou can also connect your keyboard tod¢benputerlf you do notplan to

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

The USB interfacés becoming a popular interfader the same reason allSB devices are
becoming popularase of installation and availability of pordany systems today come with two
or more USBports, whichin theorycan be expanded @low as many as 127 devices cewted to
themthroughUSB hubs andi d a i s y . diedJEBAMSRIgvicedrivers must be installed
beforeconnectinghe device

Serial Interface

The last type of MR reader interface is serililke any serial devicehere are settings that must be
checked before the devicanwork properly The correct COM port must also be selected or the
device will not function imAldelo® POS Again, the device drivers must be instal(@dhere are

any) before the device is irated. Serial devices require the system to be restarted so the operating
system has a chance to detect that the device has been installed.

| Tech Tip: A good way to test this device is to open up Notegoadi swipe a
* " MSR card through thdevice If you see the contents of the card show up on th
screen, then the devicevgorking correctly.

Customer Pole Displays

Command Set
The current command set supporteddigelo® POSis the UTG or Ultimate Command SeThis is

the only command set supported/Aiglelo® POSat this time. When orderingaustomerpole
display,be sure to requetitatdocumentatiome includedregarding control codes.

Serial

Thisis the most common tyga usetoday.Some manufacturedesign thecustomeipole display to
work orly on certain COM portsRead the documentation carefully before attemptngstall any

customeipole displayThere are usally no drivers to install witltustomepole displays but agaijn
always refer to the documentation before proceeding.
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Cash Drawers

Printer Driven

A printer driven cash drawer receives comdwfrom the printer at specified timeslowing the
cash draweto open Many different companiemake printers and cash drawessit is important to
verify that the two piecesf dlardware camvork together. Most manufacturdrave docurantation
on whd cash drawers anglintersare compatibleWhen in doubt, contact the manufacturer for
information on specific hardware combinations and cable requirements.

Serial

Theserial cash drawgalugs into the COM port of the computand acs like a normal serial device.
Checkthe port settingagainst the documentation to make surg tre correct. There aogntrol
codes thamustbe setwhen settingip the cash drawén Aldelo® POS so have the manual or guide
thatlists thesecontrol codesavailable for reference.

MICR Devices

A Magnetic Ink Character Recogniti¢M ICR) deviceis used to quickly entehe checking account
number andank routing numbedrom ac u s t oadmeek ItGssuseful if you plan to wsthe

Aldelo® POSBad Check Tracking featurRather than having to key in your custofsewouting
number and accotimnumber from the check, yqust slice the check through the reader.

Keyboard Interface

These dedeswork much like the MSR reader. The MICR reademes with a splitter cable to
allow connection o keyboard to the computafong with the MICR devicelust as with the MSR
Reactr, if you do nowanta keyboard conméed to the computeinstall a keypoard terminator on
the end of the splitter cable to simuléte presence ofleyboardon the system

USB Interface

Some MICR devices that use a USB interface work #ittelo® POS Check with your hardware
vendor forsetup instructions.

Tech Tip: A good way to test this device is to open up Notegradirun a check
through the reader. If you see the account information show up ooréens
3 then the device igorking properly.

»
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Barcode Readers

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

Keyboard Interface

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

USB Interface
Install the drivers for thbarcode readeif necessaryand plugit into any available USB port.

| TechTip: A good way to test this device is to open up Notegoadiscan a
" ] barcode on any item you fintf.you see the barcode infoation show up on the
' screen, then the devicegorking properly.

Weight Scales

Theonly weight scale supported byAldelo® POSarethe NCI Weigh-Tronix 6702, 6710, and 6720
models Thesescales may be configured to connect \8aial interfacesDepending on the model,
these scales have capacities ranging from 10 to 120 polimgls may also be setup to report the
weight in kilogramsWeight scales arfound mostlyin deli, produce meat,and grocerypperations

Please Noteif you have items setup as weight items but you do not have an integeitgdscale

attached to your POS system, then when you place orders for thesehtweightpopup window

displays as usual; however, instead of entering the item weight, simdyicitcg t he HAEnt er o
will cause the weightalueto default to 1.00 for faster order entry.

Coin Changers

If you run a small retail shop in your restaurant or Alsielo® POSto run a retail store, you may

need some way of quigkimaking change for your customeZoin changers are very efficient at

dispensing correct change quickly and accuraféhgse devices are simple to operate and reliable.
Simply plug the unit in according to the manuf
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Caller ID

Caller ID devices read information from the telephone companysend it to a softwareqgram to

display to the useildelo® POScan display this informatiorThe caller telephone number and

name, as provided by the teleph@oenpany, display in the software. Please note that if the caller

ID phone number is not currently being provided by the telephone company, then the phone number
displays inAldelo® POSas a string of zeros.

Caller ID devicesare availablén two, four,ard eightport models Onceinstalled,Caller ID
informationis availableto all POSterminals on the networkf you use a single lin€aller ID
modem, onlythat statiorto which it is connectedill have Caller IDinformation,asAldelo® POS
does not suppbsending information tthe other ternmals using single line Caller IBevices.

If Caller IDworks in HyperTerminalit should work inAldelo® POS HyperTerminal comes with
Windowsandcanbe used to troubleshoot yommodem.If the modem does not worthere are ways
of getting the informatiorldelo needs to add the modem to the list of supported modelesse
contact Aldelo Technical Support for further information.
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Physical Network

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

Cabling

Oneof the most underestimated piea#ghe networks the physical cablindt not doneproperly,
theentire networkbecomes unusable.

Aldelo recommends havingour cabling installed professionallyhis is especiallymportantif
there are walls ootherobstaclego contend withAir conditioners and fluorescent lights are
common culpritghat can interfere with the signal, possibusing network outages.

If you preferto do the cabling yourself, it is best to refer to the EIA/TIA Sp8cifications. Tese
can be found by searchitgo o gl e f or .dSBneAlacEd cihargé fér&he full doemhbut
enough free informatiomaybe gatheredtfom various webitesto get the job done

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

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

install your cable runs. Leawxtra spots to plum devicessince you never know what devices you
may need in the futur€ommon practice is to usewo-plug receptate allowing two connections

to onewall jack. This gives you more flexibility in the future.

You also need to figure out where you want all your catddgsrminate athe other endf this is in
a back office or closet, make sure it is clean and wellila¢ed for the hub/swih/router operatian

Hardware

When installing your networlconnecthe networkcablesfrom the individual devices to one central
location sathateverythirg cancommunicateThis job isaccomplishedhroughthe use okevesl
different types of device3hese are NIC cardbubs, switches, and routeRouters can be used but
are more common in larger networks that require more complex setup.
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NIC Cards

The Network Interface Car@NIC) takes information passed to it by the other parts of the computer

and translates it to a format that the network can use. This format is used to pass it to other nodes on
the network.The most comnon type of NIC cards the 10/100 typewhich means itan

communicate with either a 10b(megabits per secondgtwork or a 100Mps network.Some

systems recently have begun to ship with 10/100/1000 type cards which enablérgosfey data

up to 000Mbps or 1Gbpsassuming the résf your network supports iEor mostapplications,

10/100 isacceptable

Hubs

A hubis the simplest devicenoa networklts purpcseis to relay information tether systemen

the network. ldoesnot performany kind of data processing imtelligent routing of dataf
information is received on one port of the hub, it is sentmavery other port in a shotgun fashion
on the deviceghoping that the dagetsto the rightplace.These devices havights on them that
indicate if the hub is able to communicatehtihe device on the other erithe lights blink when
data is present.

As with NIC Cardshubs come in different speed$ie most common type today (10/100) is
camble of switching between 10Mband 100Mipsdepending on the NIC card speedtad other
end.They also havélalf/Full duplex capabilitiesull duplex is reommended to increase speed.
Hubs are generally acceptalite networks thato notpassmuchinformation.

Switches

A switchis theintelligent cousin of dub.It performsthe same work as a hutut in a vay that
eliminates collisionsCollisions occur when two devices try to communicate at the sameon the
network. Since hubs do not prevent collisions, this becomes an issue when you heyaetwark
with several systems.

Hubs have no information about who is where on the netwdrk&reas switches maintain a table of
who sent what on the netrk. This allows the switch teend the data dnbetweerthe ports that

are communicatingCombined with Full Duplex communication, deibns are eliminatedis with
thehub, there are lights thatdicate the stais of each port on the devideefer tothe produdis
manual foran explanation of the operation of tights.

Since switcheare priced very@mpetitivelywith hubs,switches really are the best choices for

simple networking.

Routers

A routeris used to communicate with separate networksdbatot share the same subrigtis
topic can get very advanced and is beyond the scope of this manual.
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The most common applicatidar a basic router isnaDSL or cable connection to tliternet.The
devicehas simplebuilt in routing functions to connect you to the rest of the w@tame of

Aldelob etherapplicationgequireknowledge of thee devicesThisis coveredineacapp | i cat i o
respective manual.

Wireless Access Points

If you use the wireless edition afdelo® POSsoftware, yo need wireless access points to allow
your wireless device® connect to the network.

The main wireless protocols in use today 802.11b, 802.11g, and 802.11n. You must make sure

that your all of your pieces of wireless equipment are compatible (running the same protocol) so that
they can communicate with each othEne best glutionis to purtase devices that support all thare
protocok. These devices are widely available and are relatinelypensive. They may be found at
computer hardwareetailers or stores such as \Wdart, StaplesBe st Buy, Fregeds EI e

Assembling Your Network

Once you have installed your cabling and purchased all your hardware components, you can start
connecting them to build your networkhis sectiorassumsyou have already installéfindows
on your terminals with thdefault configuration.

Since yowalreadyplannedwhere you want your terminalgist place the terminaland canect
themwith patch cableto the wall jack you installedpreviously Short runs of Cabe cableare used
to connectevices towall jacks or huks/switchegrouters. They caralso be built to custom lengths
by a cable installer.

Once the terminals are connectedtte networkconnect the other erdf the connectiosito the
hub/switch/routerPlace thénub/switch/routein an office orother securéocationso that the cables
cannotbeaccidentallydisconnected by employeesthroughnormal restaurant operations.
Maintaining a clean environmentoamd the hub/switch/routdrelps prevent dust or debris from
causing problems with thidevice.Also, tryto keep the amount of movemteof the device to a
minimum. Many times people place the device in a high traffiega such as o desk or a
bookshelf where other objects are coming and going, moving the device arbhisedould damage
the @ble connection to the devideis goodpractice to mount the device with screws to prevent
moveament

Starting the Network

Whenall the devicesreconnected to the networtyrn everytling on to begin testindvost devices
have lightgo indicate thathe devicds connected and operating prope®nce the systems are
running andWindowsis fully booted up, configure your systems trfiipate on the same network.
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Configuring Windows for Networking

This manual covers installation in Windows$rofessionalOther versions of Microsoft Windows
may also be used.

Windows 7 Professional

Windows 7comes in four versions: WindowsHome Premium, Windows Frofessional, Windows
7 EnterpriseandWindows 7 Ultimateln a business environmewindows 7 Professional is
recommendedThere are many features\indows7 Professionathat make setting upraetwork
and configuring networkettings much easier. WindowdHome Premiuntacks some of the tools
necessary to do a clean installatiorAtdelo® POS

To change the workgroup name:

1 From your desktop, click the fiStarto b

2 Navi gate t or ot hiec ofinCoamrmpdu trei ght <cl i ck on

3. Navigate to and click on the fAPropert:i

4 On the | eft side of the following wind
This displays the System Properties window.

5. Click on theedCtoaput Bhi Nadni spl ays t he
settings may be changed.

6. Click the fAiChangeodo button. Here you ca
wor kgroup name. | f necessary, c¢click th
Workgroup field.

7. Changethewodkr oup name to your desired name
finished.

8. When the system prompts you to restart your computer, accept and allow the

system to be restarted.

To change the computer name:

1. Follow the steps abovmutchange thé Co mp u t e reld k ateges @and/ i
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To change the IP address in Windows 7 Professional:

1 Click the fAStarto button on your comput

2 Navigate to and click on the AControl P

3. Click on ANetwork and Sharing Center. o

4 On theright side ofthecsr een, c¢l i ck on #ALocal Area C|
the Local Area Connection Status window.

5. Click on the fAPropertieso button. This
Properties window.

6. Hi ghlight the Alnternet Pr otopeties Ver si o
button becomesnabled

7. Click on the fAPropertiesod button. This
(TCP/IPv4) Properties window.

8. Click on the fiUse the Following | P Addr

fields below the setting, enabliygu to edit them.

9. In the IP address field, enter the IP addgeaswish to use for this systeffor
example, 127.168.0).1

10. Press the ATabod key on the keyboard and
automatically with the proper subnet mask. This valussigsally correct.

11. Click the AOKO button when finished.

Testing Your Network

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

To do so, yowse thePingcommand in MEDOS. From your computer desktop, Clitkh 8tarti

button and then navigate tall Programs > AccessoriesFrom the Accessories menu, select the
fiCommand Promptmenu item. Whenthe MBOSs cr een appear x,wheraber AP
w.x.y.z is the IP address ahother computer that yopexified earlier in the setupor example, if

you want to test the server computer fromoheot he ot her PiOSg sl %2 .i lon&., 0 .ul
then press the Return key on #e/board to issue the commaindait and see if therare any

replies. In addition, check out theacket Losénformation. This value should be zero to denote that

your netwak is successfully configuredf. your Pingresults returned failures, etk your cabling

and settingslf the problenpersists consul with a qualified network technician to check out your

problem.

Although the network setup and configuration procedures are quite simple, an experienced computer
technician may be able to helpu set up the network fast8iherefore, if you have any dbts as to

the installation of the network, then it may be beneficial to have a qualified technician assist you or
complete the job for you.
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In addition,shouldyou have any questionthe Windows network installation help information
should be referencedliring yaur network configurationWindows7 Professionatlso has a
Network Installation Wizard that might be helpful in assisting with the network configuration
portion.
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Setting Up the Terminal

With All-In-One terminals, the setup should be very straightforwleetminal manufacturers

usually install everything for yolefore they ship the produdthis includes the touch screen

drivers, MSR drivers, customeisglay drivers, etc. If you need assistance with installing drivers for
the terminal, the manufacturer should be able to assist with the installation.

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

Setting Up the POS Printers

Before youcan print receipts fromldelo® POS youmustset up the printers in th&/indows

Printer Folder. Asvith most other Vihdows based programaldelo® POScommunicates with the
Windows PrintSpookr for management of the print jobBhis allows a print job to be redirected to
another available printer if theelectedorinteris aut of paper ocannot print for any reasowhen
this happensyoureceive a message indicatitigatthe selectedorinter is unavailableallowing you
to print to differenta printer.

You mustsetup each of the printers that you wish to accessthi@murrent computer statiofhis

includes a network printer resource or a locally attached prirdiaw thestepsbelow toadd your
printer to the Windows Printer Folder.

Windows 7 Professional

1. Click the AStarto button on your compu

2. Navigatet o and click on AContr ol Panel . 0

3. Navigatetoad c | i ck on A De Vhisdisplaysttewiddownhdrent e r s
all of your instaled printers and other devices are listed

4. Click on AAdd Printero near the top of
Wizard.

5. Follow the wizard to install the printer. Local Printers are physically attached to

the station. Network printers are printers attached to the network through a
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computer that is on the network. Have the correct driver from the manufacturer

availabe in case the wizard prompts you for it.

Near the completion of the wizard, you are prompted to print a test page. Be sure

to print the test page to make sure that you haveesstully installed the printer.

Tech Tip: If you absolutely cannot get the drivers from the printer manufacty
you can use the Generic Text Printer Drivier§Vindowsas a temporary
replacementbut it is recommended that the ceot drivers be installed as soon
possible. The functionality of your computer should be the same, alttlogigh
is noguarante¢hatthe printer will function as it would with the proper driver
installed.

Sharing Printers in Windows 7 Professional

10.

Click the AStarto button on your comput

Navigate to and ® ick on AControl

Navigatetoa n d c | Decwki coens fa Mhis diBptaysthewmdow where
all of your instaled printers and other devices are listed

Right click on the priter you wish to share. This displagignenu of options.

Cl i c krinterl® diPe rintthie middée of the menu. Thisplaysthe
properties of theelectedprinter.

Cl i ck on dtdbéfhisilisaysthe pagg where you can change the
sharing sdings as well as install additional drivers for atlo@erating systems
thatuse this printer over the network.

Selecthe N Share this P renabldtmeshare Namdéietdkvbeoex .

you mayenter a identifying name for the printer.

Change theshare name to somethingeaningful such aKitchenlo or fiBarl 0
ClicktheA Appl putt on.

Clickthef OK butt on.

Testing the POS Printers

Once youhave installed all your printers iWindows7 Professionaltest to make sure that all
computers can prinbtall printers attached to the network. Remember that each system in the
network must have lihe printers installed in its Printers fold€&or example, ifyou have three
systemseach with a printer attacheahake sure those thr@einters show up ieach of the three
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system8Printers foldes; ane for the local printer connected directly to the machine and two that are
installed as network prters.

To test the printers on all the stations:

In Windows 7 Professional, navigate to the Printers folder.

2. Right click on the printer you wish to test. This displays a menu with a set of
options.
3. Click on APrinter Pr opeThsdisplaypthe n t he n

properties of the selected printer.
4, Select the AGeneral 06 tab.

Click on the APrint Test Pageo button.
which you are currently working.

6. Repeat steps 2 thru 5 for each printer. Make sure eable ¢é$t pages prints
correctly.
7. If you cannot print a test page, contact the printer manufacturer for assistance.

Setting Up the Cash Drawer

Printer Driven

Most cash drawers amonnected to the printer by a fewire cable resembling a phone cable. Make
sure you have the correct cable for the drawer and that the drawer is céempitkilihe printer you
connect to itCall the manufacturer of the cash draweratiyare not surdf the cable is

permanently connected to the cash drawer, adrihe other end of the calitethe cash drawer port
of the printerThecash drawer pois easily identified by the shape of the port.

Once you have the drawer connectethtprinter, there should be instructions on how to open the
cash drawer tflough a DOS commantf.you do not have these instructiomentactthe
manufacturer

Serial

If you have a seriatash drawer, the setupssnilar to that of other serial deviseThe cash drawer
hasa power cabl@anda serial cale to connect to the computdiake sure tdurn off your system
before installing any serial device.

1. Connect the serial cable to the cash drawer and the computer.
2. Connect thepower cable to the cash drawer.
3. Turn on the computer.
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4, Once the system is up and running, you should be able to open a DOS command
box and issue commands to open the draw
documentation for instructions.

Setting Up the Customer Pole Display

Installing customeipoledisplaysis similar to instaling serial cash drawerA power cable and a
serial cableeonnect the cusmerpoledisplay to the computeOnceconnested,run some tests
through DOS to esure the device is working proper@ne settingo make nee of is thecommand
set in use. Thdefault command set féxldelo® POSis the UTC command set.

If your customepoledisplay does not suppiathis command seimake sure you have all the
commands for the command slkat the customerole displaysuppors. With this information, it is
possible to configurdldelo® POSto use an alternate command set.

) _ | Tech Tip: Some customepoledisplays onlyallow you to install them on

* ) poweredCOM ports(some COM ports are poweradd some araon-powered.
. Check with the manufacturer to see if this nagply to your customesole
4 display

Setting Up the MICR Device

Keyboard Interface

To install the MICR(Magnetic Ink Character Recognitiod¢viceon the keyboard interface, the
MICRdevicec omes with a fiY0 spl it elkeyboardrardtMICR devicews vy o u
to the keyboard port at the same time. If you do not want to install a keyboard at the station, you

may need to install a keyboard terminator. This device connects to a keyboard interface and

simulates the presence of a keybo&ertain MICRdevicesthat do not have a keyboard or a

keyboard terminator installed do not work. Please contact your hardware vendor for additional
information about the hardware configuration.

USB Interface

Some MICRdevicesthat use a USB interface work wiflidelo® POS Check with your hardware
vendor for setup instructions.
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Setting Up the MSR Device

Keyboard Interface

To install a keyboard interface M3Rlagnetic Stripe Readedgevice follow the same steps as
described in the MICRlevicesetup, above. Connect the splitter to the computer or terminal,
connect the MSHRleviceto the splitter, and connect either a keybaaréeyboard terminator to the
splitter (if necessary). To test it, open Notepa®indows and swipe a card through the MSR
device If you see data written in Notepad, the device is working properly.

Serial Interface

To install a serial interface MS#Revice follow the same general steps as with any other serial
device.

1. Turn off the system.
2. Connect the serial cable from the MSR device to a COM port on the computer or
terminal.
Make sure thatthe devibes power cord is plugged in.
4, Start the computer or terminal.

To test the device, install the drivers that came with the M&Rce Refer to the manufacturer for
instructions orhow to test the device Windows

USB Interface

Some MSRievicesthat use a USB interface work wigtidelo® POS Check with your hardware
vendor for setup instructions.

Setting Up the Barcode Reader

Currently, the keyboard interfat@rcode scanner is supportedAgtelo® POS To install this

device, follow the same instructionstasse formany other keyboard interface devices. Install a
splitter cable and then connect the barcode scanner as well as the keyboard or keyboatdrtermina
to the splitter.
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Setting Up the Weight Scale

Installation

To install theserial interface weight scale, follow the same general steps as with any other serial
device.

1. Turn off the systm.
2. Connect the serial cable from the Weight scale to a COM port on the computer or
terminal.

Make sure that the scalebés power cord i

4, Start the computer or terminal.
Open Aldel® POS and navigate ®ack Office > Station Settings > Port
Settings.
6. Select the Weight Scale COM Port (the port number to which you connected the

scale) and the Weight Scale Type from the correspondingdbrap lists.

7. The settings under the AAdvancedo butto

drop-down list should noteed adjustment unless the scale fails to operate
properly. If you find that these settings do need adjustment, contact the scale
manufacturer for information on how to adjust these settings.

In the United States of America, the scale must be installedtéghnician certified by the National
Council of Weights and Measures (NCWM) and thianustpass a certification test by the local

weights and measures authority before the scale may be used. In locations outside of the United

States, it is the respohdity of the software user to comply with any applicabéional, regional
or localweights and measurésns before the scals used.The scales certified for this integration
are the NCWeighTronix 6702, 6710, and 6720odek.

Once the scalmtegration has been setup, manual entry of the weifjan iteminto Aldelo® POS
is no longer possible. All weighed items must be entered by use of the scale exclusively.

In the United Stateshé order entry terminal must havewstomeifacingdisplay tha shows the
weight and the name of the weighed item. The weight displayed must be exclusive of the tare
weight for the packaging. The scitigelf musthavetwo displays; one that faces the customer and
one that faces the operat&ach of these displaysust show the weight in decimal for(@.g.
fl12.360). The units in which the weight is

Registry Settings
There are several registry settings pertaining to the weight J¢seRegistry Settings screen may
be reached illdelo® POSby navigating tdBack Office > Station Settings > Other Options >
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Extra Settings. Doublec | i ck on the setting or highlight t
button at the bottom of thecreen to change any of these registry settings.

Weight Scale Decimals

Enter the number of decimal places you wish to capture from your weight scale. This is the same as
the capacity of the scale. For example, if your scedels in pounds and it can display two decimal
places (e.g. 1.57 pounds), enter fi26 for this
places (e.g. 1.574 pounds), enter A3.0 Please
your scale does not make the valuedidelo® POSmore accuratehe limit of accuracy cannot

exceed that of the scale. Conversely, entering a value that is less than the capacity of the scale
causes the values to be rounded to the nearest decimal to thdikftould be illegal in some
jurisdictions, as when the value is rounded up, the customer is paying for a small amount of product
not received. For this setting, always enter the same number as the decimal capacity of the weight
scale.

Weight Scale Dispay Max Len

This setting is where you enter the scale display capacity value. The default value is five, meaning
that there is a maximum of two digits for the whole portion of the number, two digits for the

decimal portion of the number, and a decimal point (e.g. 25.20 or 10.00) If the weighed item
exceeds this capacity, then the system returns an error and the item is not @ldeckdhe
documentation for your weight scale and enter its maxirispiaylengt in this field.

Weight Scale Hardware Refresh Interval

Enter the number of milliseconds that you wish to allow to elapse between the times that the weight
scale updates its current weight reading. Forekamp i f you enter 06256 in
milliseconds, the scale updates its current r

Weight Scale Integrated

Set the key value of the Weight Scale Imtegyt ed r egi stry setting to A)
scale integration. If the Weight Scale Integrated registry key is not enabled and the Weight Scale
Unit Name (see below) is not set, then weight scale integrdties not function

Weight Scale Queryinterval
Enter the number of milliseconds thatu wish to allow to elapse between the times #idélo®

POSqueries the weight scale fits current weight readi g . For example, if yo
setting, the every B miliseconds the software checks the weight scale for its current reading. The
industyst andard for5.tbhi s setting is 67
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Weight Scale Unit Name

In this setting, enter the abbreviation for the units of weligdit the weight scale uses (lb, oz, or kg).
The entry of the abbreviation must be in lower case lefiénis.information is tracked for each
weighed item that is ordered.

Weight Size [15] ltems

Up to five different tareveights may be entered in the registry settings. For each different tare
weight you must enter the menu items that use that particular tare weight in the WeightSize [1
Items settings.

For example, if you run a deli and you sell meats and cheeshs pgpund, you slice the product

and place it on a sheet of wax paper before putting it on the scale. The weight of one sheet of wax
paper may be 0.03 pounds, which you previously setup as Weight Size 1 Tare in your registry
settings. For each and everynit¢hat you sell in this manner, enter its Menu Item ID number in the
Weight Size [15] Items registry setting for that particular tare weight. The Menu Item ID number of
each item may be found by navigatingBack Office > Setup > Menu Setup > Menu Items

Select a Menu group from the list on the left side of the screen, and then select the weighed menu
item from the grid on the right. The menu Item ID appears at the top of the Menu Item Editor
screen.

Enter the Menu Item ID for each, separating easim ibumber by a comma. For example, if all of

your meat and cheese items that are sold in the above manner are numbgBedhth you enter

n11, 12, 13, 14, 150 (exclwuding theblgmsot ati on 1
registry setting.

If you also sell potato salad in plastic containers with lids, repeat the above process, but this time
enter the weight of the container and lid in the Weight SiZg [are setting. In the corresponding
Weight Size [15] Items setting, enter all of thedviu Item ID numbers of the items sold in that
same container.

The tare information for each item that is sold by weight must be accessible to the operator at all
times. This may be setup navigating toBack Office > Setup> Menu Setup> Menu Items and

selecting a menu item that is sold by weight from the Menu Items window. This reveals the Menu
Item Editor. Next, select the Page 2 tab and, in a freehand manner, add the tare information to the

| arge AMenu | tem Descr i pt ieachitem thatie $old by wBighp e at t
When finished, click the fiSaveo and fAiDoneo bu
the Menu Items screen.

h
t
Now whenever the operator is in the order entry window, the tare information for any item that is

sd d by weight is accessible by clicking on the

selecting the menu item from the order entry s
displays contains the tare information that was enteredously.
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Weight Size [15] Tare

You canenter up to five different values for tare weight#\idelo® POS Tare weight is the weight

of the packaging material of the weighed product. Most jurisdictions require thageidpet of this
packaging be deducted from the weight of the product before the calculation of the price, thereby
assuring that the customer is only paying for the weight of the product, not the additional packaging.

In this setting, enter the weight ¢fet packaging for the weighed item. For example, if you run a deli
and you sell meats and cheeses by the pound, enter the weight of one sheet of the wax paper on
which you place the item before putting it on the scale. If you also put the product in efdnag b
placing it on the scale, include the weight of one bag. The value in this setting must be the total
weight of all packaging material in which the product is wrapped before it is weighed. This value is
deducted from the value sentAtdelo® POSfrom the scale. This value must be entered in the same
units as you sell the product. For example, if you sell by the pound, enter the weight, in

pounds, of the packaging material (e.g. 0.03 pound of packaging material). If the scale sends a value
of 1.57 pouds toAldelo® POS the customer is only charged for 1.54 pouticgou

sometimes sell larger amounts of product in multiple containers, you must setup a tare weight for
each of these options.

Setting Up the Coin Changer

Currently the USB version dhe coin changer is supportéflyou are usingildelo® POS justplug
the coin changer into any available USBtpgmn the computeor terminal.There is also a power
plug thatmustbe attached to theoin changer.

Setting Up Caller ID

Modem

Many modems haviategratedCaller ID functions. Refer to the manufacturé@r instructios on how
to install the modeninternalmodems require a card to lmstalled insideéhe computer and
external modems require an open derat. USB modems have not been tested wilithelo® POS
and should not be used unless they can map to a COM port on thateoand work in
HyperTerminaimode.

Multi -Line Caller ID Device

If you need more than orii@e for incoming calls,instdl a multi-line Caller ID boxAldelo® POS
suppors many nodels Follow the instructions below tostall these devices

1. Turn off the computer or terminal.
2. Connect the serial cable to the Caller ID device and to any COM port on the
computer.
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Connect the power cable to the device and turn on the device.
Connect any phone lines that you want to nmniLabel the linegor reference.

Turn on the computer.
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Software I nstall at
Configuration
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Chapter 5
Software Setup

Installing Aldelo® POS

Once you have yawnetwork and hardware setipstall theAldelo® POSsoftware.

1. Copy theAldelo® POS installation file to the desktop of your computer.
2. Doubleclick the file on your desktop to begin the installation procedure.
3. The Preparing tinstall window of the InstallShield Wizard displays while the

installation file is extracted. When finished, the InstallShield Wizard for Aldelo
POS window appears. Click tfidlextd button to begintte installation

Welcome to the InstallShield Wizard for Aldelo
POS

The InstaliShield(R) Wizard will install Aldelo POS on your
computer. To continue, click Next.

WARNING: This program is protected by copyright law and
international treaties. m'

4, The License Agreement window dispéa Read the End User Licensing
Agreement (EULA)very carefully. It contains important information for the end
user. If desired, click th&Printd button to print a hard copy of the EULA.
Accepting the terms ohe EULA creates a legal agreement between you and
Aldelo, LP. If you accept the terms of the license agreement, seldétAkeept
the Terms in the License Agreeméradio button and then click tH&lexto
button (please note thdtyiou do not accept thterms othe license agreement,
you cannot install the software).
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In the Setup Type window, select tifl@ustond setup type. By default, the

Custom Setup type installs all of the programs and features displayed in the list
box. Accept the default instation location and click th8Next button. If you

wish to change the installation location, click fighange button, navigate to

your desired location, click ti®Ko button to return to the previous screen, and
then click theNextbutton to continue.

When the Ready ttmstall the Program window appears, click fiestalld button.
The installation may take several minutes.

Click thefiFinisho button when the installation is complete.

Registering the Software

Once you have instaltithe software, younust registeAldelo® POS.

1.

On your computer desktop, click thtard button and navigate tll Programs
> Aldelo > Aldelo Licensing Services > Aldelo Integration Service§he
Aldelo Integration Serviceis Configuration Client screen appears. Click th
fiElevate button to elevate the security level and then clickiithstallo button to
install the service.

Click theAEnd Pointétab to display the End Point Services in the left column. In
the right column, select the Renew Keys checkbox to the rfghedRM

(Digital Rights Management) End Point Service name to renew the DRM End
Point Service Key. Next, click ti#Homed tab to display the Acquire End Point
Keys message box. Click tii#¢¥ esd button to update the selected keys. A message
indicates thayou have updated the keys successfully.

Click thefEXxito button on the Aldelo Integration Servide€onfiguration Client
screen.

Next, on your computer desktop, click ffigtard button and navigate #ill
Programs > Aldelo > Aldelo Licensing Services > RM End Point > Aldelo
DRM to display the Aldelo DRM License Manager screen.

Click theAManage Servic@sbutton. Next, click thdinstall Servicé button. The
service is now installed (Please note that if the Install Service button is disabled
and the Unistall Service button is enabled, then the service is already installed).
Next, click thefiStart Servicé button. The service is now started (Please note that
if the Start Service button is disabled and the Stop Service button is enabled, then
the services already running).

On the main screen of the Aldelo DRM.icense Manager, click th@ctivate
Licens® button to display the Perform License Activation window. In the Product
Serial Number field, enter the serial number of your Aldelo product. This
information may be found on the invoice from your Aldelo authorized reseller.

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



Software Setup 37

Click the AiNext button to display the registration window. If you are registering
software from Aldelo for the first time, follow the screen prompts and enter the
requested infanation. When you have populated all of the fields with the
requested information, click tH@&extd button to continue.

In the following window, accept the default information in the fields and click the
fiActivated button. When the Activate Serial Numberc8essful message appears,
you have successfully activated your software. Clicki¥bKo button on the
message box to close it and return to the Aldelo DRli¢ense Manager screen.

Click thefiExit Progrand button to close the Aldelo DRMLicense Manager
screen. Next, on your computer desktop, clickfiBeard button and navigate to
All Programs > Aldelo > Aldelo POS > Aldelo POSo open the newlynistalled
POS software. If AldefdPOS opens, you have successfully installed and
registered your software.

Adjusting Windows

Proper ScreenResolution

To operatedldelo® POSsoftwareefficiently, we strongly recommend that you change your
Windowsdisplay settings to theuggestions mentioned beloviou can stl use Aldelo® POSwith
a different display configuratigmut use the suggested settings beflombest results.

In order for all of the screen component@idelo® POSto fit properly, you must change the screen
resolution ta800 x 600pixels. To do lis:

1.

Rightc | i ck your mouse anywhere on the de
t hen, with the | eft mouse button, sel e
Click the fADown Arrowo0o button on the

Resolution field and change tBereen Resolution to 800 x 600 pixels.

Click the AApplyd button.
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(e )il B <« Display » Screen Resolution + | 43 W Search Controt Panel
Ny

Change the appearance of your displays

Display: 1.DELL1702FP ~

Resolution:

/A If your resolution is below 1024 x 768, some items may not fit on the screen.

Multiple displays: |Extend these displays v

[7] Make this my main display Advanced settings

Make text and other items larger or smaller

What display settings should I choose?

—
[ onca (o )

16 Bit Color Palette or Better

Although not required, weecommend thatou set your color depth to 1@ lor higher for better
graphics displapn yaur computer. To do this:

1. Right-click your mouseanywhere on the deskt¢gwh er e t her pand snét a
then with the left mouse buttgs e | 8aeenis ol ut i on. 0

2. Click on éaAdvagsed S
Select the fiMonitoro tab.

4, Click thed D o wmowdbuttononthe right side oflte dropdown list of the
Colorsfield andchange theolor depth to 16 bit or higher

5. Click the AApplyodo button.

Small Font 96 DPI
You shouldalsochange the o mp u t esizéteNorimal Bize 96 DP(dots per inch)To do this:

1 Right-click anywhere on the desktopagde | e ct €fisScclr Lleteino nR. 0

2 Click on @AMakeem3Largetorgnatl|l &t hér |

3. Ontheleftsie of t he screen, cilidek( DRI AS&t Cus:s
4

With your mouse, position the cursor over the center of the rufgrat@nd hold
down the left mouse button. Drag the ruler to the left or right until the text below
it indicates that the setting will display 96 pixels per inch.
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5. Click the AOKO button.
6. Click the fAApplyd button.
Custom DPI Setting ot

For a custom DPI setting, select a percentage from the list, or
drag the ruler with your mouse.

Scale to this percentage of normal size: | 100%

0 1 2 3

9 point Segoe UI af 96 pixels per inch.

W | Use Windows XP style DPI scaling [ 0K, ] | Cancel

Setting the Windows Taskbar to Auto Hice

Forthe best displayset your Windowg§ askbar to Autehide. This preventasers from launching
other programs while usimldelo® POS By doing this the taskbars hidden whenever theursor

is NOT on tle taskbarKeep in mind thaif the user has access to a mqumcanstill open

Windows To do this

1.
2.
3.

Rightcl i ck on the Wi ndows Taskbar
Selectt h Autofhide the taskbay chechoox.
Click the AApplyodo button.
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i, Taskbar and Start Menu Properties @

Taskbar | Start Menu | Toolbars

Taskbar appearance
Lock the taskbar

Use small icons

Taskbar location on screen: |Bottom - |

Taskbar buttons: |Always combine, hide labels  + |

Motification area

Customize which icons and notifications appear inthe [ o oo mioe
notification area. =

Preview desktop with Aero Peek

Temporarily view the desktop when you move your mouse to the
Shaw desktop button at end of the taskbar.

| Use Aero Peek to preview the desktop

How do I customize the taskbar?

ok [ concel JC oy )

Multiple Languages

Supported Languages and Special Multilingual Capabilities

When using Microsoft Windows 7 Professionlidelo® POShas multilingual features that can be
configured with ease.

Aldelo® POSsoftware currently supports the English, Spanish, and Chinese languages for the screen
interfaces, both in the POS and Back Office sections. However, you can still tramslatétivare

yourself. Aldelosupplies a utilityto assist you in translating the software to whatever language you
desire. This is the Localization Manager Utility. It installed witHelo® POS The use of this

utility is discussed later in this manual.

In addition to supporting multiple languagésédeld® POScan specify primary and secondary menu
item and modifier names. You can use the English equivalent of the menu or modifier name in the
primary language field, and another language equivalent in the secondary language field.

A setting in systemptions (explained in later chapters) allows the guest receipt and screen output
to show the primary language names while the kitchen receipt print out receives the secondary
language (e.g. Spanish). Kitchen staff and wait staff speaking different lasgaagelonger a

barrier, as the POS software allows the wait staff to enter the order in one language, while the
kitchen staff receives the order in another language (of course, you must program the menu first for
it to work).
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Another feature ofthe muli | i ngual sMes, toe nd,i sipHoalylsow he scr een
preferred language, as specified in your employee settings (explained in later chapters). The entire
screen interface language changes to accommodate your preference.

Additi ordoaviMley, | @E®el you define your menu and mo
the employe&anview both the menu items ancbdifiers in either the primary or secondary
languageThis way,whenyou have English as the primary language field of the menu &echs

another languagas the secondary language fiedd employee who has specified to view menu

items in the secondary languagessalethe menu items or modifiedisplayed in the secondary
languageRememberif you usea language other than EngliS$panishpr Chinese, younustuse

the Localization Manager Utility tvanslate the softwar@he secondary language field mentioned
above can be used with any langudge any other part of the software will be in English, Spanish,

or Chinesefi Fo |I-Mleo wt echnol ogy enables employees of d
and use the system with the language of their choice. If you use Windows 7 Professional, you have
native Chinese support without the need for translation software. For help in gg#ting, please

refer to the Windows help system.

Language Settings inWindows 7 Professional

Some languages require that the language symbols or characters be entered into the software.
Windows 7 Prodéssional has native support for Asian languages when symbols are needed. These
settings may require changing to view the software in the language of your choice.

SpanishALT Codes

To erter Spanish charactensse the codes prowd by Windows.Simply hold down the ALT key
on the keyboardype the number listed, and then release the ALT key.

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

Adding a New Fontto Windows7 Professional

To display in a language other than what is listed/indows or if you have trouble displaying

your language, try installing aribthat supports your language. Search the internet for a font that
best suits your needs. There are hundreds of different fonts to choose from. Once you find an
acceptable font, install i t Control®Waneld ows under
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Sharing the Database Folder

In order for all stations toannect to the database, yoeed to share the foldehere the database is
located.

Sharing in Windows 7 Professional

To sharea folder in Windows/ Prdfessional follow the steps below. These steps assume you are
the administrator on the machine.

1. From your desktop, open the Network and Sharing Cégterl i cki ng t he #!
button, clicking fiContdol nPamaelkfooclhindk
clickingi Net woSkamindg Center. o

2. Ontheleftsideb t he screen, cl i ck oent tAiChgasn.goe A
Click thefiDown Arrowo button to expand the Home or Waoktion.

4. If network discoveryisoffsl ect t h eetwdKDirsc o®@re r Ntton r adi o
and then clharkgdsdshde HMHubStatven Cat Iftyduareb ot t om
prompted for an administrator password or confirmation, type the password or
provide the confirmation.

5. If file and printer sharing is off, selettie A Tur n On Fhaei agd Pri
radi o button and then click the ASave <c
If you are prompted for an administrator password or confirmation, type the
password or provide the confirmation.

6. If Public foldersher i ng i s of f , nShaihgeSo Anyonehwéth A Tur n O
Network Access Can Read and Write Files in the Publiiclér® r auttan end b
then clichahbesdaShuet&n at Itybuearebott om o
prompted for an administrator password onfirmation, type the password or
provide the confirmation.

7. Next, open Windows Explorer and navigatehe C:\ ProgramData\ Aldelo \
Aldelo For Restaurants\ Databasedirectory. Within this directory, rightlick
the Live folder and then select Propestirom the displayed menu.

On the Live Properties window, select the Shafiag.

9. Click the AAdvanced Sharingéo button to
10. Select the Share this Folder checkbox.

11. Click the APermissionso button.

12. Select the group or useame for which you wish to setup sharing and then select

the AAlIl owdo checkbox to the right of th
13. Click fAApply. o
14. Click AOK. O
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15. Return to the Live Properties window and click the Security Tab. This shows the
folder security permisseins. These are different from share permissions, and must
al so be set. I n the Group or User Name
16. Click the AEdito button.
17. For the AEveryoned group, set the pern

18. ClickoniAppl yo and AOK. 0

Selecting a Database

Go to theBack Office and under the Fileenu, 8 | ect A Dat lareedptionsragpeaditie T
first is fiStart with the Demo Databaééelect this choicéf you would like to start using the pre
programmed demmstrationdatabase. It ia good idea to check this box if you are not yet familiar
with configuring or usingAldelo® POS Do not use the demo database to build your menu. This
database is for demetationpurposes only and is removed when the software is uninstalled.

The seconaption is tofiCreatea New Blank Databasé Select this choice if yowantto begin
creating your own databasspecific to your restaun& When you select this option, yaue

prompted to enter the naméyour restaurant. This is also usedtss name of the folder and
database file kept on your computer. Rememidet you use for the name, as it may be needed in
the future for troublegioting purposeddo not build your databse on top of the demo database; i
you do and you uninstall your application, yolatabasés deleted.

The last choice il Will Select My Own Database Select this choice if youdve already created a
databas@ndyouwishto link toit.

Another option on this screenfidlways Connect To This Databad€lick this box f the database
you wish to seleds the database you want to @serytime you starAldelo® POS Check this box
unless you are just using a database temporarily.

If the software cannot find the database defined in the registry, it asks if you want to clear the
registry so that you can select the database manually.

To manually edit the database location in the regisfojflow the instructions below.

1. Clickthei St auttan@n theWindows desktop. Ithe Search programs and files
textbox,typeir e geddtt hen press the AENnter o ki
2. This displays the Rgistry Editor screen. Navigate HKEY_CURRENT_USER
> Software > VB and VBA Program Settings > Aldelo For Restaurants >
Version 3.
3. I n the |Iist on the right sid®aaof the s

Sourc® adoubleclick on the name.
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4. In the Edit String window, change the path to the actual location of the database
file and click the AOKO button.
5. Repeat stepéand5f or t he registry key named fAFor

Creating a Database

When you start the softwafer the first time, youmaywant b play with the demo databaggnce
you have a good feel for how use the softwa, start creating your own databaBm not use the
demodatabase as a starting poiifityou want to use items from the demo databaseprexbem and
import them into your new databagdease note that dmo databases are deleted when the
software is uninstalled or re-installed.

To create a new database, follow the steps bélbwse steps assume you aréhim database
selection screen.his screen has three optiofiStart with the Demo DatabaééiCreatea New
Blank Databasé,andfil Will Select My Own Database.

1. Sel ect aNMeCw eBalt ank Databaseo and then cl i
side of the screen with the green checklomar it.

2. In the textbox of the following window, enter your restaurant name as the name of
your new database.

a. Enteronly the database nameo Dot enter the .mdb extension.

Click the AOKO button and enter the res

e

Once comlete, you see the Store Settings and the Station Settings. Do not set
anything yet. Click ADoned to skip past

In the Back Office, click otthe Setup menu.
Navigate to and click on AEmMpl oyee Setu

Navigate to and cédck on AEmMmployee File

© N o u

Create an Employee File for yourself and make sure to fill in and remember your
access code. Give yourself a security level of five to ensure you can navigate
throughout the system without restrictions.

This database is created in the direct@y:ProgramData \ Aldelo \ Aldelo For Restaurants\
Databases Live \ [database name as folder named][database hame].mdb.

Connecting to a Database over the Network

When your database is ready for other machioeshnect to it, make sure you have already setup
the sharing permissions discussed earlier. This covers connecting to the database over the network
in Windows 7 Professional.
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To connect to a database on another computer, follow the steps below. €pssesstime you have
completed the folder sharing successfully and have tested to make sure you have access to the
database.

1. On a client machinego to the Back Office ofldelo® POS

2. Click on AData Source. 0 Thi s daursgsl ays
Click on the fiYes0o button after readin
screen displays.

4. Click on Al Will Select My Own Databas

Click on AAl ways Connect To This Datab

Click on the large button on the right side of the screen with #sengrheck mark
on it to display the Open File dialog box.

7. In the | eft col umn, click on the small
the directory tree to display the names of the computers that are in your network.

8. Click onthe nameof the computeon which the database is stored.

9. Doublec| i ck the fADatabaseso folder. This

folder (this assumes you have followed the naming convention recommended in
the folder sharing section of this manual).

10. Doubleclickontre fALi ved fol der .
11. Doubleclick on the folder that has your database name as the folder name.
12. Doubleclick on the file with the database name.

This starts the process of setting this system up on the database. You are prompted with the Station
Settings scre n . Click ADoned to skip this and come b
selected database is correct and that all of the displayed information is correct.

Information Data Entry

This sectiorcoversdata entryandmustbe completed before usingetisoftware for the first time.

This data consists of information unique to your restaurant such as your table groups, menu items,
employee information, et@.he easiest way to complete this section is to follow alomnigen

software and fill in each field after reading the explanatibgou need to find a screen in the

software while you are following along, directions to the screen being expliegaovidedn the

format of Screen 1> Screen 2> Screen 3 > Screen.4After completing the entry of the

information in this section, complete the Store Settings, Security SetimgStation Settings
(accessible under the Setup menu iteempalso theAdvanced Settigs found in the Appendiaf

this manual.
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General Setings

Postal Codes

Description: The purpose of this screen isaoter andnaintain all the postalodes that your
restauranservices.

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

City: Enterthe city associated with this postal eod

State (Province): Enterthe stateor provinceassociated with this postal code.

PostalCode: Enterthe postal code associated with the city and gtatprovince)
entered above

Delivery Charge: Enterthedelivery chargdo be applied when this postal code is useq

Delivery Enterthe driver compensatidior deliveringto this postal code

Compensation:

Delivery Streets

Description: The purpose athis screen is tenterandmaintainthe streets to whickhour restauran
delivers (or does not deliver)

Screen Location:Back Office > Setup > General Settings > Delivery Streets

Street Name: Enter the name dahe street

Address From: | Enter the first address dhis stree to whichdelivery is offered.

Address To: Enter the last address tinis streetto whichdelivery is offered.

Map Code: Enter amapcode for the street that you are defining (the code isarsated.
The map codéefinesa map locationFor examplestreetmapsusuallyhave
codes on therdefining the vertical and horizontal coordinates on the map,
such as B3 or D2. Enter the codes into the software for eatieet,sothat
whenthe usercalls up anaddressthe map code displayallowing him or her
to find it quickly on the map.

Delivery Charge: | Enterthe charge for deliveriamadeto this street.

Delivery Enter thedriver compensation for deliveries madethis street.
Compensation:

Postal Code: Enterthe postal codéor this street

No Delivery: Selectthis option when you do netish tooffer delivery to this street.
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Cash Trays

Description: The purpose of this screen isd@ate andnaintain the cash trays (drawers) for you
restaurant.

Screen Location:Back Office > Stup > General Settings > Cash Trays

Cash Tray ID: | The ID nunberassignedo this castiray by the software

Cash Tray This field allows you to namgour cash traysf¢r example AM Bar for the Bar

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

Hide Cash This optionhides the castiray from users in the Main POS screen.

Tray:

Description: The purpose fathis screen is tareate andnaintain the surchargapplicable in
your restaurant.

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

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

Surcharge Name: Assign a hame to this surchardénis maybe any name you wish.

Surcharge Amount: Enter the amount of the surcharddis number cabe a dollar amoun
or percersige

Amount Basis: Selectatypefor thissurcharge The typecan be arrency (a dollar
amounj or percentage

Waiver Min. Check: Specify theminimumticketdollar anountrequiredto waive the
surcharge.

Surcharge Description: | Entera descriptiorfor thesurcharge.

Hide Surcharge: This option hideshe surcharge when it iso longer in use
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Discounts

restaurant.

Description: The purpose of this screen isaeateandmaintain the discountaused in your

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

Discount ID:

The ID the software assigns this discount.

Discount Name:

Assign aname to this discount. This mag any hame you wish

Discount
Amount:

Enter the amount of the discou@at dollar amount or perceage.

Amount Basis:

Select the basis on wtti this discounis used.This can be Percent,
Currency, or Maximum Amount ChargeMaximum Amount Chargeonly
works with individud menu itemsnot the entire order.

Discount Expire
Date:

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

Min Ticket for

Specify the minimum tickeamount before thidiscountmaybeapplied

Discount:
Discount Group | This feature is used folistounting grouped menu item& enable this
Definition: feature you must have created this discount using the MaxiAmount

Charged amount basis. For examplgou have a hamburger, fries, and a
Coke, you candiscount the group as a wieoT o set this up you must first
assigna Menu Group Number to each item in your menu (this is on pag
two of the menutem edito). Assign a 1 to all hamburgeis2 to all fries,
anda 3to all your drinksNow return to the Discount that was setup and
find the three dots under tHisld. Click on the three dots to bring three
consecutive keypads. Omet first define the group number ofatitem in
this Discount GroupThe next is the number of items tlzaeallowed when
applying this discouniThelast is the maximm amount that the discount
allows on this item bedre adding additional chargd®epeat this for every
menu itenfor whichthis Discounis used

Hide Discount:

This optionhides this discount if it isno longer in use

Exclude Bar This option preventdiscouns on menu itemsnarked as bar drinks.
Drinks:

Discount Enter a barcode number for this discouhyou havealready created the
Barcode: barcode for the discourgimply place the cursor in this field and scan the

barcode.

Menu Item To
Discount:

This option allows you to define which menu item the discaiapplied to
when the discount is scaed using the barcode featuFar exampleif you
have 9 items on a ticket and you scan the discount for cheeseipizza
searclesfor the cheese pizza on the ticket and discoeméry instance of
that item. Thissaves time wheypou have specialsn certainitems
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Bank Card Files

Description: This dialog boXets you create andanaintain a list of bankcardés that you may
associatevith the bad checkgou receive during operation of your restaurant

Screen Location: Back Office > Setup > General Settings > Bank Card Files

Bank Name: Enterthebank name

Phone Number: Enter thephone number for the bank

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

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

Bad Check Reasons

Description: This dialog boxallows youto create andnaintain a list of bad check reasons for
association withthe bad checks you receive durihg operation of your restaurant

Screen Location: Back Office > Setup > General Settings > Bad Check Reasons

Bad Check Reason: Enter thereasorthatthe check reeived from the customer was bad

Hide Reason: This option hideshisbad check reasomhen it is no longer in use.

Bad Check Penalties

Description: This dialog window allows you toreate ananaintain a list of bad check palties
that you may asxiate with the bad checks yoeceive duringhe operation of your restaurant.

Screen Location: Back Office > Setup > General Settings > Bad Check Penalties

Bad Check Penalty Enter a name for the bad check penalty.
Penalty Amount: Enter the amount charged for this penalty.
Hide Penalty: This optionhidesthe penalty when it is no longar use.
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Custom Printer Types

Description: This feature allowgou to define your evn custom prirgr types if they are not
supported in the softwar@his gives you the capability of supporting any POS receipt priaser
long as you can finthe Escape Control Codes farRefer to your printed aser manual for the
Escape ContraCodes and convert codmgmethodset loelovdl del o6 s
Screen Location: Back Office > Setup > General SettingsGustom Printer Type

Based on This Printer; | Choose the type of printepon whichthis custom printer ibased
Printer Type Name: Entera namdor this printer.This namemaybe anything you wish
Bold Font Code: Enter your printed sode for bold ént.

Non-Bold Font Code: Ent er vy o ucode forthdont tleat i$nst bold.

Large Font Code: Ent er your prindnerés code for

Small Font Code: Ent er your prmalhfoner 6s code for

Red Font Code: Ent er vy o ucode forredfant. er 6 s

Non-Red Font Code: Ent er your ptheforitthati®drotredode f or

Cash Drawer Code: Ent er vy o ucode foropemihgeherBiter Driven Cash Drawer
(if suppored).

Line Feed Code: Enter your printeds code for Line Feed.

Auto Cut Code: Ent er vy o saodefor autamatcrcudting tfe paper when the
printer isfinishedprinting (f suppored).

Buzzer Code: Enteryourpr i nt er 6 s c¢ o d eactitatesvhen thesprintet
is finished printing(if supported).

Small Font Columns: Enter themaximumnumber of small font characters that gaimt per
line.

Large Font Columns: Enter themaximumnumber of large fontharacters thatan print per
line.

How To Convert Control Codes

The fields in the custom printer types are coded in a differetitade¢han the actual codes you find
in your printefs user manual. @vert your controlcdestotk s oft war eds met hod
Below is an explanation of how to convert these codes.

The fields in the Custom Printer Types are coidedecimal values. If your printer control code for
line feed isLF, which is 10 in decimal value, format it three digits, and then precede it wéth
uppercaseC characterFor examplel.F is actuallyentered irthe Line Feed field as C01The
sameapplies to printer control codes that have multiple word combinations, siEB@$ Simply
figure out the corerted code foESC, thenfigure out the converted coder p, and put them
together in theppropriatdield. Thisconversto C027C112.
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Code Conversion Chart
Below is a chart thahakes converting the codesasier.

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

Character |HEXADECIMAL |DECIMAL ||Character |HEXADECIMAL |DECIMAL
A 41 065 a 61 097
B 42 066 b 62 098
C 43 067 c 63 099
D 44 068 d 64 100
E 45 069 e 65 101
F 46 070 f 66 102
G 47 071 9 67 103
H 48 072 h 68 104
| 49 073 i 69 105
J aA 074 i 6A 106
K 4B 075 k 6B 107
L 4C 076 | 6C 108
M 4D 077 m 6D 109
N 4E 078 n 6E 110
0 4F 079 0 6F 111
P 50 080 D 70 112
Q 51 081 q 71 113
R 52 082 r 72 114
S 53 083 s 73 115
T 54 084 t 74 116
U 55 085 u 75 117
V 56 086 v 76 118
W 57 087 w 77 119
X 58 088 X 78 120
Y 59 089 y 79 121
Z 5A 090 z 7A 122
[ 5B 091 { 7B 123
\ 5C 092 | 7C 124
] 5D 093 } 7D 125
A 5E 094 ~ 7E 126
— 5F 095 del 7F 127
) 60 096
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Tax Table Setup

Setup Tax [1, 2, or 3] Tax Table

the check.

Description: The purpose of this screen isaibow the creation of tax tables to be usdtere

your taxirg authority requires the calculation of sales tax by using the tax table method rath
than the percentage method. The taxable amount of the check is determined by the softwa
the tax associated with the range within which the taxable amount falifisatically added to

Screen Location:Back Office > Setup > General Settings > Setup Tax [1, 2, or 3] Tax Tabl

Add Bracket:

Click this button to enter a new tax bracket. In the first windg
enter the beginning amount of the tax brackethe second
window, enter the ending amount of the tax bracket. In the t
window, enter the tax associated with this new tax bracket. ¢
thefiVo b uoh eaohrwindow after entering the proper valu
The new bracket appears in the large text fieldhe left side of
the screen.

Delete Last Bracket

Click this button to remove the last tax bracket enteBedy the
last bracket entered may be removed. To remove additional
brackets in this manner, they must be removed in reverse or

Export Tax Table:

Click this button to export a copy of your tax table to your loc
machine. The file is automatically created and stored iCthe
Program Data > Aldelo > Aldelo POS > Exportfolder. From
there it may be copied to removalphedia to be imported on
another computer.

Import Tax Table:

To import a tax table, insert the removable media containing
desired tax table into the targeto mput er , cl i ¢

Tabl ed button, and then nav
removable media. Glik t he fAOpend butt

Table Export File window to complete the import.

DeleteTax Table:

Click this button to delete the entire tax table at once. This
feature should be used with caution.
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Table Setup

Dine In Table Groups

Description: The purpose of tkiscreen is toreate and maintaithe sections or table groups of
your restaurantUp to 10 groupsnaybe addedlf a group is not added, doesnot show up on
the table selction screenThis step must beompletedbefore any tablesaybe created.
Screen Location: Back Gfice > Setup > Table Setup *Dine In Table Groups

Table Group No.[1-10]: | In this field, enter a name for thtable group.

Add: Adds atable group if oe has not already been specified for this
number.

Edit: Edits a table group that has already been created.

Delete: Deletes a table grouphat has already been creat¥du cannot

delete a table groupat has tables assigned to issfgn these
tables b another group before deleting the target table group.

Table Group Editor

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

Screen Location: Back Office > Setup > Table Setup Bine In Table Groups > Edit

Table Group This field specifieshe name of the table group.
Name:
Group 1 Name: This field specifiegshe name of the firdtp sharinggroup for example

iHO s.toe s s

Group 1 Percent: | This field specifieshe percat of tipssharedwith this group.

Group 2 Name: This field specifieshe name of the secorigp shaiing group for example
ABus Péerson

Group 2 Percent: | This field specifieshe percent of tipshared with this group.

in Back Office > Store Settings >Other Tab > Enable Table Group Tip

% ? | Tech Tip: In order to see the Table Group WBparing fields,enable the option
Sharing.
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Dine In Tables

table groups defined.

Description: The purpose of this screen isdieate edit, assignand arrangéables in eag of the

Screen Location: Back Office > Setup > Table Setup Bine In Tables

Assign Table:

Thisdrop-downlist specifieghe employe¢o whom you wish to assign
tables If no tablesareassigne to this employee, ngreen or redabes
display on the screefreen means the table is assigned to this perso
red means the table is assigl to someone els@d is not available for
assignment.

Table Groups:

This drop-downlist specifies the currenable groupn whichyou are
working. Thelist is generated from the tiebgroups alreadgefined.

Assign Table This buttonassigrs tables that have been select€édblesmust be
[Name], [Job selectedbefore clicking this button.

Title]:

Clear Table: This buttoncleass all table assignments

Table Grid These buttons represent tables that can be creatalles that have bee
Buttons: createdTables that have been creategl/e a name associated with then

Newtablesare blank.

new position.

% 7| Tech Tip: To move tables around quicklgght click, dray, and drop the table
into a
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Dine In Table Editor

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

Grid)

Screen Location: Back Office > Setup > Tal@d Setup >Dine In Tables >(SelectTable from

Dine In Table Name:

This field specifieshe table name.

Total Seats (12 Maxfor
Visual Seating):

This field specifieshe number of people that can sit at this table
Reservations cannot be made forrenpeople than this number
specifies.

Average Table Usage
Minutes:

This field specifiesheaveragenumber of minugs a table is usually
occupied This is used when creating reservations.

Picture:

Thisfield specifieshelocation of the optional picturie of the
table.

Smoking Section:

This checkboxindicates thasmokingis allowed at this table

Near Windows:

This checkbox indicates thétis table is near a window.

Booth Seating:

Thischeckbox indicates théhis table is a booth.

Private Seatng:

This checkbox indicates th#tis table is in a privateeatingarea.

Hibachi Table:

This checkbox indicates th#tis table is a Japanesgyle hibachi
table.

Hibachi Table Style:

This drop-downlist specifies which direction thgibachitable faces

Hibachi [Left, Top,
Bottom, Right] Side
Seats:

This drop-downlist specifieshow many peple can sit on eactide
of this hibachi table

Hibachi Can Bridge To:

This field specifieswhich tablés) can be connected to this hibach
table.

Hibachi Bridge Seats:

Thisdrop-down listspecifieshow many seatare created as a resy
of bridgingthis hibachi table.
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Employee Setup

Job Titles

Description: This screeetsyou definey o ur r e st a u. Beasore td areate asbmarty i
job titlesas necessary, since you assigning them tgour employees.

Screen Location: Back Office > Setup *Employee Setup > Job Titles

Job Title: Enter a Job Title namepifexample fiManager 0

Default The systemassigs this default security levethen a new employes treated
Security with this job title.This maybe changed later in the emplogeéile, if

Level: necessary.

Default Pay The systenassigs this default pay basishen a new employes created wit
Basis: this job title.This maybe changed later in the emplogeéle, if necessary.
Default Pay The systenassigs this default pay rateshen a new employes treated with
Rate: this job title.This maybe changed later in the emplogeéile, if necessary
Default This optionassigns tips to this job title by defaultis maybe changed later
Receive Tips: | in the employeés file, if necessary.

Hide Job Title: | This optionhides this job title wheiit is no longerin use.

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



58

Software Setup

Description: This taballows you to entegeneral information about @amployee.

EmployeeFiles> General Tab

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

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

Tax Account #:

Enterthee mp | oy e e 6 s nunibermded fér tax purpdses.n

Area Code + Phoné:

Enter the area code and phonanber of your employee.

Mailing Address:

Enter the mailing address of your employsteet address only)

Postal Code:

Enter the mailing postal code of your employee.

Job Title:

Selecta job title for thisemployeelf you have not created job titles
previously, click the icon to the right of thérop-downmenu.

Access Code:

Enter the access cotlas employeaises to idenify himselfto the
system. Thigzanna be changed ithe enmployee has an open staff ban
If using MSR cards fosystemaccessemgoyees should nothave
access tohis number

Security Level:

Assign a seurity level to this employed typical setup is:
1: Cooks, Janitors, Dishwashdthose who do not usystem
often).
2: Hosteses(use system but do nenhter order®r handle moay).
3: Wait Staff(take orders and exchangwney with custome)s
4: Manages, Senior Wait Staffand Cashiers
5: Owners ad General Managers

MSR Card:

Swipe an MSR card and have the casgociated with this employee.
To use magnetic cardsut the arsa in the MSR Card field and swipe
card through card readdrhis ses up the scan code for teenployee.

Preferred Language:

Selectlanguagehis employeegrefers whermworking with the system.

Order Entry Sec.
Lang:

This option allows you tenable asecondary languag&he usesee
the secondary languagethe menu item edité secondary language
field, and any other secondary language fields in the software.

Employee is Driver:

Select this checkboix this employee is a driver for delivery order

Staff Bank Use Staff
Cash Drawer.

This setting allowthis employee to use a cash drawer instead of the
standrd operations for Staff Bankhis feature reliesn two other
features to workThe registrysettingd St af f C dJseBeridr g
P or t obe emabdetl and the Cash Drawer installed on the correct
serial port. When this employee starts his staff bankisheskedto
selectUse a Cash Drawer tdseSt af f Bank. Sel e
use the local serial driven cash drawer.

Holiday Pay Scale:

This dropdown list specifiesthe mp | oy e e daeof pag.l i d

Bank Surcharge
Percent

This option allows the user to enter a percentage amount of the
empl oy e e 6t begithlaeld toioffset &l ®f or a portion of the
empl oyerds bank charges.

Work Schedules:

This buttonallowsquick access to the employee schedules screen.

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



Software Setup o9

Employee Files> Payroll Tab

functionsof the sofware.

Description: This taballows you to sea host of optionselated to payrollas well as other

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

Hired Date:

Entertheemployee hire date theMM/DD/YYYY format

Terminated Date:

Enter the datemployee was terminated or released from employmg
(if applicablg.

Pay Basis: Choose the pay badisr this employeelf you choose aaried,the
employeés schedule isot automaticallyenforced.
Pay Rate: Enter the rate of pay the employeeeives, based on the pay basis.

Tips Received:

This option enables the paup windowto ask the employee how muc
he/shesarnedn tipsuponclock out. This information isecorded in
the Server Gatuity Report

Use Staff Bank:

This optionenableghis employedo use Staff Bank as themeansof
taking and settling orders. éhabled this employee ALWAY'S pagto
their staff bank when #iting their orderslse this option if your
employeescarry money collected from customers until the end df th
shifts.

Use Hostess Features

This optionenableghis employee to assign tableassign tabs, perforn
reservations, add customers to a waiting #iat] use paging features.
alsoenablst h e @ Ho s tirtsedable delaction screen.

Schedule Not
Enforced:

This optiondisablesthe prompt for the manademccess code when
clocking in and the employee is not on the schedule.

Is a Server:

This optionincludes this employee as a server in the reports section
andin the lists that the hostessesto assign tables.

Cannot Finalize
Cashier Out:

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

Allow Create/Reply
Emails:

This option allovg this employee to participate in using the internal
Aldelo® POSe-mail system.

Disallow CreatdEdit
Dine In Orders:

This optiondisallows the employee from creating or editirigine In
Orders

Disallow CreatdEdit
Bar Tab Orders:

This optiondisallows the employee from creating or editing Bar Tab
Orders

Disallow CreatdEdit
Take Out Orders:

This optio disallows the employee from creating or editing Take Ou
Orders

Disallow CreatdEdit
Drive Thru Orders:

This optiondisallows the employedrom creating or editing Driv&hru
Orders

Disallow CreateEdit
Delivery Orders:

This optiondisallows the empbyee from creating or editing Delivery
Orders

Hide Employee:

This optionhides the employee from the system.
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Employee Files> Driver Tab

Description: This taballows you to enteinformation about the employee that pertaiohis or
herability to makedeliveries.

Screen Location:

Back Office > Setup > Employee Setup > Employee Files > Driver

Driver License
Number:

Enter thee mp | o grieeeli@ense number.

Driver License
Expires:

Enter the dat¢hatthee mp | o griecelibense expires.

Car Insurance
Carrier:

Enter thename of the mp | o y ansudasce compan

Insurance Policy
No:

Enter the policy number the insurance company has provided to the dri
for coverage

Insurance Policy
Expires:

Enter the date thahee mp | 0 y dnsubascepoliayrexpires.

Insurance Policy
Notes:

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

Clock Button:

This buttontime-stamps an entry in the Notes field.

EmployeeFiles> NotesTab

Description: This taballows the manageo enter additional miscellaneous informattbat is
not already tracked b&ldelo® POS Enter this information in freehand manner.

Screen Location:

Back Office > Setup > Empulyee Setup > Employee Files Notes

Employee Notes:

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

Clock Button:

This button timestamps an entry in the Notes field.

Printer Button:

This prints the contents of the Employee Notes field to the report prin
The time stamp icon enters the date and time the note was recorded,
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Employee Schedules

Description: This screerallowsyouto aeate employee work schedul&au may create schedules
for as many weekasnecessary

Screen Location: Back Office > Setup > Employee Setup > Employ&ehedules

Thisfiltersemployees | This is the current lis{ You can add or| This deletes the currently
by job title. | of er,nployees. edit weeks he(e selectedvorkweek

AY
|N| Jobs Week Begin Date 119/2015 \ -] el

Last Name First Name Default 4
Add

Monday
James I

Brodel Joan
Brooks Foster Tuesday

Collier Johnnie I | ‘Edit | Delete
Gumm Frances Wednesday /‘

Johnson Robert 5

Kelly Eugene | | Edit Delete |
Mapother Thomas Thursday

McMath Virginia | |/ Edit
McWilliams Julia Friday
Murphy George =

Nicholas Harold I Edit Delete |
Powell Eleanor Saturday

Smith Jeff - Edit Delete
Ventura Dave I / J |
/ =

Delete |

Delete |

Yarborough William IS"""“

Regular Hours 0.00

Edit Delete |

Over Time Hours 0.00
Double Time Hours 0.00

Total Hours 0.00
Vak

Copy Schedule Same/As

| Show All Employees
3 Ll

Close

This shows| This copies an | This includes | This editsthe | This shows the total number of

hidden already created this day in the | currently hours of each type when creatin

employees, schedule tothign e x t i A selected the schedule. This is updated as
employee operation schedule timg soon as the hours are adjusted,
schedule. performed. for this day. |give a live representation of the

empl oyeebs sche
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Menu Setup

Menu Categories

Description: Menu categories are uséaf reporting purposes only. They havething to do with
the visual display of the menno the Order Entry screenssign each menu item to a spieci
menucategory, which ishownwhen you create a sales reporfind out how much of elic
menu category has been sdfdr example, if you put all of your Beer and Wine in a category
calledBeveragesthena Sales By Category Repatiows the summary total ohe Beverages
category sales information.

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

Menu Category: Enter a name for this category.

Hide Menu Category: | This optionhides this menu category whéris no longerin use.

Pizza Buider Setup > SizesTab

Description: This screerallows you todefinethe pizza sizegour restaurant offers.
Screen Location: Back Office > Setup > Menu Setup > Pizza Builder Setup > Sizes

Available PizzaSizes: | Thisoptionautomatically beclsthe selected sizes when you create
toppings and pizzas in the toppings and pizza screens.

Output Name: This field definesthe name the kitchen se&hen the chit prints. If this
field is left blank,the normal pizza size naneused.

Secondary Language:| This field definesthe secondary language name of the pizza size.

Pizza Builder Setup > CrustsTab

Description: This screerallows you todefine tte pizza crusts that you offéfou mayAdd and
Edit crusts fromthisscreell i ck A Add® o r-clidk@mlthelitem you wish to edit.
Screen Location: Back Office > Setup > Menu Setup Pizza Builder Setup > Crusts

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

Pizza Builder Setup > CrustsTab > Add

Description: This screerallows you to entethe informatiorfor a new crust type.

Screen Location: Back Office > Setup > Menu Setup > Pizza Builder Setup >
Crusts > Add

PizzaCrust: Enterthe crust name.

Secondary Enterthe secondary language name of trisst.

Language:

Crust Price: Enter anyadditionalchargefor thiscrust ¢his field maybe left
blank).

Edit: |[Sel ect a crust from t he | displaytheeedu Modifiers
screen wth this item selectedou mayedit thecrust from here.
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Pizza Builder Setup > ToppingsTab

Click

Description: This screerallows you todefine thepizzatoppingsoffered by your restaant
AAdJdO® o r-clidk@mlthelitem you wish to edit.

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

Add:

This buttonallows you to add a newwopping.

Description: This screerallows you to entethe information to usdor a new topping.

Pizza Builder Setup > ToppingsTab > Add

Topping > Add

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

Pizza Topping:

Enterthe name of theopping.

Secondary
Language:

Enterthe secondary language name of the topping.

Sizes:

This optionautomatically creatgtoppings of the setted sizes
when you click AOK. DO

Topping Price:

Enterthe price of the topping fdhe selectedize.

Edit:

Selet a topping from the | i displayatmedlertuh e n
Modifiers screen with this item selected. You nealjt thetoppingfrom here.
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Pizza Builder Setup > Pizza§ab

Description: This screa displaysthe pizzaghatyour restaurantoffer€l i ck A Adgo
or double click on the item you wish to edit.
Screen Location: Back Office > Setup > Menu Setup Pizza Builder Setup > Pizzas
Add: This buttonadds a new pizza menu item
Pizza Builder Setup >PizzasTab > Add
Description: This screerallows you to entethe informationfor a newpizza type
Screen Location: Back Office > Setup > Menu Setup > Pizza Builder Setup >
Pizzas> Add
Pizza Nane: Enterthe name of the pizza
Secondary Enterthe secondary language naofehis pizza
Language:
Menu From thedropdown list, select the Menu Category to which
Category: thesepizzas belongs.
Menu Group: From thedropdownlist, selectthe Menu Groupo which these
pizzas belong
Sizes: This optionautomatically createpizzas of the selected si&ze
when you click AOK. O
Output Name: | This field definesthe name the kitchen sees when the chit pri
If this field is left blank, the normal pizza sizame is used.
Secondary This field definesthe secondg language name for this pizza
Language:
Pizza Price: Enterthe price of the pizza for this size.
Edit: Selectgpizzaf r om t he | i st and t hisphy tieelMenitem t
Editor screen with this item selected. You neit thepizzafrom here.
Menu | This buttondisplaysthe Menu Item Editor so that you may edit any menu itemin t
ltems: | systemThis isa shortcuto this screen
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Modifier Builder Template Setup

Description: This screen is used to create templates of fipdito assign to menu items.
Unlimited templées maybe created with custom categories and modifiers for each template

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

This is the name of the
template You can
create as many
templates as need\ed.

This creates a new
template and allosa
name to be entered.

This savesthe new
template once you
enter a name.

Thiscreats a new
templatebased on
the currently

selected template.

Modifier Builder Te
Modifier Builder Templat
Baked Potato Template

L
‘ ‘ Save ‘ ‘ Duplicate

Close

Toppings

Sour Cream

Chives

\

\

|

\

. 1

\

\

Thesecategories
organize your modifierg

into groups

Click this button toedit
the category.

This is a modifier in
the currently selecteq

category

This deletes the
currently selected
template.
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Edit Category

Description: This screen is used to create templates of modifiers tgresimenu items.
Unlimited templatesnaybe created with custom categories and modifiers for each template

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

Name

Button Icon

This specifiegshe name of the category This specifieshe defaulimodifier type

when this category is selected.

Meadifidr Builder Template Setup . /

Modifier Builder Type Name

Toppings

Default Action
Add & -

Minimum Selections

Maximum Belections

I

3
N Cancel ‘ ‘ Done ‘
\\ —
N\

category.

This specifiesthe minimum number of This specifieghe maximumnumber of
selections that must be mafilem this category| modifiers thathe customer may seleecbfm
before the user is allowed to select another | this category
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Modifier Builder Editor

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

editing the template.

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

Template > Modifier

Template This is the name of the templatewhichthis nodifier is currently assigned
Name:

Type Name: This is the categorip whichthis modifier is currerly assigned

Modifier This field specifiesthe name of the modifier.

Name:

Additional This field specfies the additional cost of thbase modifielThe base modifier
Cost: is the normal modifiewithout No, Add, Extra, Light etc.

Excluded from
Builder:

This optiondefines whetherthis modifieris included in the template or nat.

not, only theNo, Add, Extr, etc version of thanodifieris shown. This

option is usedvhenthe base modifier does not make sense to include in t

template.
Selected As This optionautomatically selestthis modifier when the categoty whichit
Default: is assigned is selected
No, Add, These optionspecifywhich types of the base modifiareshownwhen the
Extra, Light, template is displayednathe order entry screen.
etc:
Additional These fieldspecify the additionalast of the corresponding type. This
Cost: additionalcostoverrides the additional cost of the base modifier.
Hide: Select his buttonto hide this modifier.
Delete: Select his buttonto delete this modifier.
Edit Icon: This buttoneditsthe corresponding modifigecipe

Select Hidden
Entry:

Thisdrop-downlist selecs a hidden modifier and filin the details of that

modifier. The dropdown list only displays if you have hidden modifiers.

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



68 Software Setup

Description: This screerallows you toarrange your menu grosp

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

These are the menu groups available in your | Thisdisplaysthe schedule for the menu

restaurantClick ona menugroup to edit it. groups. \
Page 1 Page 2
ﬂppeﬁzers Sldes
Salads Entrees
Pizzas Desserts
Beverages Bar

Menu Group
Schedule
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Description: This screerallows you to editmenu groups.

Menu Group Editor

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

Group Name: Enter a name for thimenugroup

Sec. Language: Enterthe secondary language nafoethis menugroup
Picture: Selectthe picturefile to be used with this menu group.
Show Caption: When enabledhis optiondisplaysthe group name.

Pick Color: This option allows you to select the color for this button.

Not Available for Dine
In Orders:

This optiondeterminesf this menu group is available f@ine In
orders.

Not Available for Bar
Tab Orders:

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

Not Available for Take
Out Orders:

This optiondeterminesf this menu group is available for Take O
orders.

Not Available for Drive
Thru Orders:

This optiondeterminesf this menu group is available f@rive
Thruorders.

Not Available for
Delivery Orders:

This optiondeterminesf this menu group is availableif Delivery
orders.

Default Group for Dine
In Orders:

This optiondeterminesf this menu group is the defagtoupwhen
takingDine In orders.

Default Group for Bar
Tab Orders:

This optiondeterminesf this menu group is the default group whe
takingBar Tab orders.

Default Group for Other
Orders:

This optiondeterminesf this menu group is the default group whe
taking Take OutDrive Thru, and Delivery orders.
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Menu Group Schedule

Description: This reen is used to creatgenu goup schedules he groupsareshownin the
order entry screeaccading to the schedule definedno schedule is defined for the day, the
menugroupshows in the order entry scredyy default.
Screen Location: Back Office> Se¢up > Menu Setup > Menu Groups > Menu Group
Schedule
Thisis the current list ofnenu | Thisaddsa schedule to this | This Deletesthe currently
groups dayof the week selected schedule for this
| \ day.
Monday Mé\ &
| Sl C Add | edit [V Delete |
Tuesday
| SO Add | |Edit | Delete |
Wednesday
| ] Add | |edit | Delete |
Thursday
| 0 Add | [Edit | Delete |
Friday
| ] O Add | [dit | Delete |
Saturday
| -] O Add | Fdit | Delete |
Sunday
| =10 Add | it | Delete |
Copy Schedule Same As
[ 1 Show All Menu Groups | j Close
This shows hidden Thisdrop-downlist 7 | Thisincludes this This editsthe
menu groups. copiesaschedule to day in the next currently selected
the schedule currentlyl i Ad d & o p e| schedule time for
being worked on. you perform. this day.
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Menu Group Schedule Editor

Description: This screerallows you to editthe schedule for this menu group.

Screen Location: Back Office > Setup > Menu Setup > Menu GroupsMenu Group

Schedule > Add or Edit for any day while the group is selectefd

Avail From
Time:

Enter the start time when thisenu groushowsin the order entry screen.

Avail To Time:

Enter the end time when thisenu groups no longer available

Menu Iltems

Description: This screen allogyou to edit the menu items that aragable in your restaurant.

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

This specifiesthe group you wisko view.

Menu items thataybe
edited /

Quick button to the
meny groups screen

Menu Groups

Entrees
Pizzas
Desserts
Beverages
Bar

Buffalo Wings

Opfon Rings

Potato Skins

Stuffed Jalapefios

»>
Menu Groups ‘ L Pizza Builder ‘

Forced Modifiers

‘ Auto Prices ‘ ‘ Menu Recipe
A

Close

|

Quick button to the
Pizza BuilderSetup
screen

Quick button to the
Forced Modifiers
editor screen

Quick button to the
Menu Item Auto Prices
screen

Quick button to the
Menu Recipe Editor
screen.
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Menu ltem Editor

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

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

[Any Menu Item]

Menu Item ID:

This field holdsthe number the database has assigned to the menu iten

Item Has Same
Attribut e As:

This copesthe dtributes of another menu itefhis savesime when you
have several items that have the same properties.

Menu ltem Full
Name:

Enter the fullname fo this menu itemThe maximum number of characte
in this fieldis 22.

Secondary

Language Name:

Enter a naméor this menu item in the secondary languadpch is the
equivalent of the Menu Item Full Nani@bove)

Menu Category:

Selectthe categoryto whichthis menu items assigned for reporting
purposes. e the ¢on to the righof thedropdownlist to create or edit a
menu category while in this screen

Button Picture
Name:

Selectthe picture to be used with this meitem. These should be files with
the file extension of .bmp and should be no more than 42 x 4B Rika a
caption and 51 x 103vithout a captionThese values can varso test the
picture before using it in your final menu.

Show Caption:

Select this checkbobo displaythe text on the button in the Order Entry
screen when a picture is used.

Large Picture
Name:

Selecta pictureto usewhen thefiDetail® buttonis used in the Order Entry
screen.

ThisisaTop
Level ltem:

This option allows you to nka this item a Top Level ItenThenyou can
create Sulk evel Items below this Top Level Iterror example, iffour
restaurant offerseveral typesf sodacreate a Tp Level Menu Item called
fi S o dUaderdthis Top Leveltem, create the different brand names fo
each of the sodas you offé.Top Level Menu Itemmayalso be referred tg
as the second tier in the menrtusture.

Jump To Group:

This field allows you to select theenu group you want thigop Level
Menultemto Jump To when the button is psed in the Order Entry
screenThis is very useful if you want one button in the order entry scre
to take you tanother meu group without backtrackinghink of this as
creating a Hyperlink in your Order Entry screen.

Pick Color:

This option allows you to select the cofor this button.
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Menu Item Editor > Page 1

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

Screen Location: Back Office > Setup > Menu Setup > Menu ltems > [Any Menu Group] >
[Any Menu Item] > Page 1

Default Item Enter adefaultprice for the menu itenT.o make this itenopen priced, enter

Price: 1234.56 A dialog boxdisplays,allowing you to enter the price for this mer
item when it is orderedhis isuseful foritems orderednfrequently

DineIn Item Enter prices fotheindividual order typs. The price defineds the price

Pricei Delivery |charged tahe customerf using Auto Priang, the Auto Priceverridesthe

Item Price: price used here.

Send To Printer
At:

Thisdrop-downmenu allows you to select which printersenahis item to
when the Settle, &h Tender, or Done buttons are pressed in Order Enti

Show Modifier
Type:

Thisdrop-downmenu allows you to select the default modifier type ihat
shown when the Modifier button s&lectedn the Order Entry screen.

Builder Screen:

Barcode: Enter the larcode assigd to this menu itenThis maybe alphanumeric
input or you may lace thecursor in this field and scan the barcadenter
it.

Menu Item is This optionmakes the menu item button selebta in the Order Entry scree

Available: If uncheckedthe buttoris still visible but doesiot activate when pressed.

Show Pizza This option determines ifhe Pizza Builder Screatisplayswhen this item is

selected in Order EntryWhenthis optionis enableda dialog boxappeas
asking you to sele@size

Print Pizza This option enables therinting of a pizza label tattach tathe pizza box
Label: whenthis menu item is ordered.

Tax 1-3 Will This option applies Tax, 2, and/or 3o this item.

Apply:

Off Premise Tax
Free

Select his optionif tax is not required to be applied to itethat are
purchased and removiabm the premise.e., takeout).

Menu Item Can
Be Discounted:

This option allows you to specify if this itemaybe discounted

This isa Bar
Drink Item:

This optionindicates tatthis item is a Bar Drink Item.

Order Item By
Weight:

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

Kitchen Sort
Number:

Enter a numbeto useto determinghe sortorder ofthe mem items on the
kitchenchit. For example, all pApetizers have the number 1, all Salhdge
thenumber 2getc Use thiswith the Sort Kitchen Items Automatitty On
Kitchen Receipt option itore Settings > Print > Kitchen/Bar.
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Sub Level ItemDetails:

1 Item Short Name: If this item is a Sub Level Item, you can specify an item short name.
This name is displayed in the Order Entry screenmaag be the sames another item
short name. Sub Level Items are created when a menu item is created below a Top Level
ltem.

1 SeclLang: This field allows you to enter the secondary language equivalent bfeha
Short Name.

Menu Item Editor > Page 2

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

Screen Location: Back Office > Setup > Menu Setup > Menu ltems > [Any Menu Group] >
[Any Menu Item] > Page 2

Menu Item Description: Enter adetaileddescription for this menu item.
Print Iltem To Additional Choose additional printets senahis menu itermo when the
Printers: item is printed in the kitchen or bar.

Special Pizza Topping Charges| This option allows you tehoose whether toharge forthe first
specified number of toppingBor example, tmot charge forthe
first 4 toppingsenteri 4 6 i n t hneselec#idot  f i

Chargeo
Item Delivery Charge: Entertheamountto charge if this item is ordered for Delivery.
Item Delivery Comp: Enter thedrive r dbspensatiorwhendelivering this item.
Discount Group #: This field allows the user to assign a menu itera specific

Discount Group. For exampld] hamburgersare assigned to
group # 1all friesare assignetb group # 2all softdrinksare
assigned to group # 3, etc.

Maximum Price: This setsa maximum prie for the menu item. The price may
increase up to this maximuwhen addingxtracostmodifiersto
the item

Min. Recipe Profit %: This specifies the minimum profit percentageanake on this
item.

Lot Max Qty / Prevent Pickup | Enter the maximum quantity of child items that comprise the
Chit Splits parent item.

Lot Child (Wings or Bagels Check this box if this is a child item afparent item.
Selection Option)
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Menu Item Editor > Page 2(Continued)

Show Qty Input Dialog in Table
Service Screen:

Check to display the Quantity Input Dialog screen when a chi
item is selected from the menu item entry screen. This allows
user to choose momany of this child item to use in building th
parent item.

Max Qty Input Per Item:

Enter the maximum quantity that may be ordered per each o

Tag Along Menu Item:

Enter the Menu Item ID of the tag along menu item that is
ordered along with the ssdted menu item.

Drink Enforcement Qualifier:

Qualifies the menu item as a drink when using Enforce Drink
Guest feature.

Use Modifier Builder Template:

Choose the Modifier Builder Template (created previously in
Modifier Builder Template Setupdtuse for this menu itenThis
must be selected to enable the Modifier Builder Template

feature. To create or edit one, click the icon to the right of the
dropdown menu.

Menu Item Type:

This dropdown list specifies if this menu item is prepared foo
a oft drink, or bakery pastry. This only applies for Canada an
rarely used. Refer tBtore Settings > Otherfor more details on
this feature.

Tag Along Menu Item:

Click on this field to display the Tag Along Setup window, En
the appropriate tag alongt e mé s bar code or
the AOKO button to save it.
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Menu Item Auto Prices

Description: The purpose of this dialog box is to let you specify your menuit@mtomatic price

adjustment basegpon the day ofhte weekand the time of day.

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

Thisfiltersthe menu | Thisshowsthe menu | Thisaddsa new price | This deletesthe
items list by group. | items currently schedule for this day.| currently selected
< available/ C\ price schedule.

Menu [tem Auto Pri

All Menu Groups‘

Monday

Menu ltem Name
ADDle

Baked Potato
Bloody Mary
Budweiser
Buffalo Wings
Cheese (l)
Cheese (m}
Cheese (s)
Cheese (x)
Cheese Cake
Chef Salad
Chicken Salad
Chocolate Cake
Coca-Cola

Diet Coke
French Fries
Heineken
Maine Lobster
Mashed Potatoes
New York Steak
Onion Rings
Pasta Salad
Pepperoni (1)
Pepperoni (m)
Pepperoni (s)

| Pepperoni (x)

= |

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Copy Auto Price Same As

A

Close

EQhowAII Menu ltems
AN

This shows hidden Thisdrop-down Thisincludesthis day | Thiseditsthe

menu items. copesascheduleto |[i n t he n e x currently selected
the schedule currently operation you schedule for this
being worked on. perform. day.
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Menu Iltem Price Editor

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

Screen Location: Back Office > Setup > Menu Setup > Menu Item&uto Prices > Add a Edit

Price Start Time: | This field specifieshe time of daythat this price scheduktars.

Price StopTime: | This field specifies the timef daythatthis price schedulstops

Price Note: This field specifies any notes abdiis price schedule

Item Price: This field specifiesthe price to charge for this item during the scheduled t

Menu Modifiers

Description: This screen Istyou specifyyour menu modifiers. Mdifiers areadjustmentso the
main menttem, and theredretheycannotbe setup to track inventory depletion by sales eventg

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

Search Field: This fieldautomatically sear@sasyou entera modifier name
Menu Modifier List: This is the lisof current modifiers

Show All: Select this checkbox to display any hidden menu modifiers.
Menu Modifier: This field allows you te@nter a name fahis modifier.

Secondary Language: | Enter the secondary language equivalent ohtn@e in theMenu
Modifier field (above)

Additional Cost: Enterthe additionalcostwhenthis modifier isselected

Picture: Selecta picturefor usewith this modifier button42 x 42 pixel}.

Show ButtonCaption: | Selectthis option to displayhe caption on a button thatassa picture.

Hide Modifier: This option allows you to hide the modifier when it is no lorigerse.
Pizza Crust: This option allows you to specify if this modifier is a pizza crust.
Pizza Topping: This option allows you to specify if thimodifier isa pizza topping.

Whenseleced,the modifierappearsn the Pizza Builder screewhen
you select Pizza Toppingyou are prompted tassign it to aigzasize
To skip theassigmentof the modifier to a specific sizedick fi @ncelo

Bar Mixer: This ogion specifieghat this modifier i barmixer.

Bar Drink: This optionspecifiesthatthis modifieris a bar drink.

Select Modifier This is a shortcut button to the Modifier Recipe Selector screen whe
Recipe: you select which recipe is assigned tis tinodifier. This automatically

selects the modifier currently being edited when you enter this screg
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Tech Tip: Use these naming conventions to add these modifiers to a specific

1) TheAddmodi fi er group: 6+6,
With Pepper)

0 A dsd,

2) TheExtramodi fi er group: 0 EXx Extral&mon

More Sauce, Heavy Chili)

3) TheNomo di f i e 10 Nga(i.e. uGhickerp No Beef)

4) TheLight modi fi er group: 6Li ght 6,

Sauce, Litle Pepper, Easy Salt)

5) TheExchangemo di fi er group: 6Exchan

6ToB6 O

6) TheHalfmodi f i er gr oup:SHélf===)

=0

(i
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Forced Modifier Editor

Degription: The purpose of this screen isallow mainenance of forced modifier links. Force
modifiers are used to prompbur serves when they order an item that hasices that must be
selectedFor example, it is cismary to select the meat prepavatstyle andthe side dishes with
a steak dinner

Screen Location:Back Office > Setup > M&u Setup > Forced Modifiers

Thisfiltersthe | This is the list of | Thisshowsthe current list of | This eitsthe list of
menu items by menu items modifiersfor this level popup | modifiersthat showon
group \ currentlyavailable [ this level popup,

Forced Modifiers E

All Menu Groups‘ j 1st Level

Menu Item Name -~ |

<—

Also i

~| O Edit

ADnle
Baked Potato 2nd Level

Bloody Mary | J Edit

Budweiser 3rd Level

Buffalo Wings .
Cheese {I) | [0 Edit
Cheese (m) 4th Level

Cheese (s) | O Edit
Cheese (x)
Cheese Cake 5th Level

Chef Salad | -] O Edit
Chicken Salad

6th Level

Chocolate Cake
Coca-Cola | / J =
-l O

Diet Coke Tth Level
French Fries |
Heineken

Maine Lobster

Mashed Potatoes

New York Steak

Onion Rings

Pasta Salad

Pepperoni {1}

Pepperoni {m)

Pepperoni (s)

| Pepperoni (x) ~

Copy Same As
qsmw»\n Menu ltems | El Close

\ 1 1
L |

T

This shovsthe Thisdropdownlist copesan Thisincludes thisin the | This deletes the lis
hidden menu | existing modifierto the modifier | nexti Ad d 6 o p | of modifiers for
items. setup currently being worked or] you perform. this level popup.

—
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Forced Modifiers Editor

Description: This screerallows theediting of the forcedmaodifiers thagpopup for this level.

> Edit

Screen Laation: Back Office > Setup > Menu Setup Forced Modifiers > [Any Menu Item]

Thisfiltersthe menu modifiers
as you type the nanaf the

modifier you wisrlto edit

This is the lis of
menu modifiers

currently a)éailable

This shows the currentist of
modifiers f7r this level popup

| Forced Modifiers Edito

Modifier Items

- Selected Modifiers 1

Mushrooms (x)
Mew York Style
Mo lce

v Oil / Vinegar
Olives (1)
Olives (m)
Olives (s)
Olives (x)
FPepperoni (1)
Pepperoni (m}
Pepperoni (s)
Pepperoni (x)
Plain Croutons

G

001) Ranch
002) 1000 Island
003) ltalian
004) Qil/ Vinegar

Modifier Recipe Selector
N

e

1
‘ Done

This dropdown lisffiltersthe
modifiers by type.

This buttontakes you
to the menu modifier
screerwhereyou can
create a new modifier

This is a shortcut button to the
Modifier Recipe Selector screen whe
you select which recipe tassignto
this modifier.
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Inventory Setup

Inventory Groups

Description: This screerallows youto maintainyour list of inventory groups for groupg your
inventory items int@ logical order. You assign inventory items to the inventory groups so tha
you mayreview your inventory items iabetterand more understandable way

Screen Location: Back Office > Setup 3nventory Setup > Inventory Groups

Inventory Group Name:

Enter a name for this imntory group

Hide Inventory Group:

Select this checkbao hide thenventory grougf it is no longer
in use

Inventory Locations

Description: This screerallows youto maintainyour list of inventorylocations for groupig your
inventory items into logical areas.

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

Inventory Location Name:

Enter a name for this inventory location.

Sort Order:

This field allows you to assign a sort ordermber. his determing
the order in whiclthe inventory dcationsdisplay in a listLeaving
wide gaps in the numbering sequence allows for new items to &
inserted in théuture without the necessity to renumieeerything.

Hide Location:

Select this checkbox tuide thisinventorylocationif it is no longer
in use.

Inventory Vendors

Description: : This screerallows youto maintainyour list of inventory vendorsinventory
vendorsare linked to the inventory itente show the prefeed vendor foeachparticular item.

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

Inventory Vendor Name:

Enter a name for this Inventory Vendor.

Hide Inventory Vendor:

Select this checkbox to hide this/entoryvendorif it is no longer
in use.
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Inventory Items

Description: This screerallows youto maintainyour list of inventory items that the restaurant
uses.The items defined in this dialog windaweusedin the menu recipe definitiomhe
following is an explanation of each of the fielofsthis important screen idetail.

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

Inventory Item Name:

This field specifiesthe name of thenventory item

Item Secondary Languag:

This field specifiesthe secondary language name of the invent
item.

Pack Size Description:

Enter the totapacksizein descriptivewords for this inventory
item.For exampleif youhaveanim ent or y iCoem
Cola, thepacksizema y 24/&2 of. cans dhePack $e
Description is used fatescriptive purposeand is not used in th
calculation of inventory quantities.

Pack Size Barcode:

Enterthe packsize quantity barcoge i t her f r om
or from yourown barcode dat&lacethe cursor in this field and
use the scanner to scan the barcode into the field.

Each Item Barcode:

Enter a barcode for each individual item in gaeksize For
example, each can of Ce€wla in acasealso ha a barcode that
is needed to calculate tlimventory totals.

Total Items Per Pack Size:

If you have speified the Each Item Barcodspecify the total
items pempacksizein this field.You aretelling the computer hoy
many individually packed items there are per gaatksize

description. Forxample,in the case of 24 cante Total Items
Per Pack Si z sincastheceware 84 céimea cds® 4

Recipe UnitgdPack Size:

This field allows you to specify how much each of plaeksize
guantityyields for the menu item recipEor exampleif the pack
sizequantity Ba case of beef weighin@ébs. and your répes
callfor8ouncesent er fA1200 t o s iregipei
units permpacksize (60 poundsx 16 ounces per pound8 ounces
per serving = 120 recipe units per pack gize

Inventory Group:

Thisdropdownlist allows you to select the inventoryt e md g
group.

Inventory Location:

Thisdropdownlist allows you to select the inventoiryt e md s
location.

Inventory Vendor:

This dromlownlist allows you to select the inventoitgmd s
vendor.

Sort Order:

Enter an arbitrary number by which the inventory items shall
sorted in ascending numerical order. Leawide gaps in the
numbering sequence allows for new items to be inserted in th
future without the necessity to renumieserything.
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Inventory Items (Continued)

Pack Size ReOrder
Point

Enter the number of Pack Size units at which point when the inventory
level of that item falls to or below that number, the systemomatically
placesthe item on th&hopping List for reorder.

Pack Size
Replenishment Level:

Enter the number of Pack Size units teorder automatically when the
inventory level reaches or falls below the Pack Siz€Rser Point value.

Inventory
Description:

Enter a description for thinventory item. This may be anything you wis
This field is optional.

Pack Size QtyOn
Hand:

This field is normally populated automatically when you use the inven
featuresof Aldelo® POSand you enter the information from a purchase
order.

Pack Size Cost Per
Qty:

This field is normally populated automatically when you use the inven
features ofAldelo® POSand you enter the information from a purchase
order.

Total Pack Size
Value:

This field displays the monetary value of the inventory itentihand by
multiplying the Pack Size Qty On Hand value (above) by the Pack Siz
Cost Per Qty value (above). This field is calculated automatically and
editable by the user.

Inventory Last
Updated:

This field displays thenost recentlate that the wentory was last updateq

Hide Inventory Item:

Select this checkbao hide this inventory iterif it is no longer in use.

Tech Tip: The most important field to pay attention tdhe recipe unitper
packsizefield. The recipeunits pemacksizeis used to calculate how man
units this inventory iterproduce when beilg used in creating menu itenior
example, if you have a package of cheese and there are 24 slices of chees
package, therare24 recipe units in this piage since yowse the cheese by
the slicelf you buy the packages oheese in cases and there ar@pdékages o
cheese in the casenter 28&ecipe units pepacksize For things like liquid or
ground beef that have more than anethod of measument,choose the least
common denominator when picking haoavcalculate the recipe unitsSor
example, if you receive your ground beef in 10 Ib. cases and you need to €
the recipe units pgracksize think about how you would measure the groun
beef vhen cooking the food. Most restaurants ogeces when weighing grour
beef, saconvert 10 Ibs. td600z. and enter thatumber in the recipe units per
packsizefield. Use sinilar conversions for liquidsfiyou receive liquomn 750
ml bottles but you srveources, how many ounces are in thatle? (25.35)
This is the number yoenter into the Recipe Unigack $ze field.
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Menu Recipe Editor

Description: The purpose of this dialog box is to let you configure your mtm recipe so that
your estimated inventory usagwmybe reviewed according to the sales activities.

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

Thisdropdown list
filtersthe menu items

by group
\

These are the
menu itens
currently available

Thisfield specifesthe
inventory item you wish
to add t/) this recipe

Thisfield specifiesthe
number ofunitsof this
inventory itemto add
to /this recipe

IAII Menu Groups

Inventory ltem Name

:

Menu ltem Name

Apple Pie

Baked Potato
Bloody Mary
Budweiser
Buffalo Wings
Cheese (l)
Cheese (m)
Cheese (s)
Cheese (x)
Cheese Cake
Chef Salad
Chicken Salad
Chocolate Cake
Coca-Cola

Diet Coke

French Fries
Heineken

Maine Lobster
Mashed Potatoes
Mod: 1000 Island
Mod: Bacon Bits
Mod: Butter

Mod: Cheese Croutons
Mod: Chives

Mod: Garlic Croutons
Mod: Italian

Units Used
|

Add Remove

Inventory ltem Name

[Units Used

Butter
Milk (Whole)
Potatoes

4
2
4

Recipe Cost
Min. Retail

Current Retail

/

[ Show All Menu ltems

Global Replace Wms |

This is therecipe for
the currently selected
menu item

Thisis the”
informationabout
the recipe cost of
the menu item.

This button aves thié
recipe for the currently
selected menu item.

This butt'ompdates
the Current Retail to
match the Mitmum
Retail.
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Menu Recipe Editor (cont.)

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

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

This buttonadds the inventory itenandthe units used to the recipe.
\

IAII Menu Groups Inventory ltem Name Units Used \
” Add Remuove

Menu ltem Name |
Apple Pie

Baked Potato

Bloody Mary

Budweiser

Buffalo Wings

Cheese (I}

Cheese (m)

Cheese (s)

Cheese (x)

Cheese Cake

Chef Salad

Chicken Salad

Chocolate Cake

Coca-Cola

Diet Coke

French Fries

Heineken

Maine Lobster

Mod: 1000 Island

Mod: Bacon Bits

Mod: Butter Recipe Cost
Mod: Cheese Croutons
Mod: Chives

Mod: Garlic Croutons Current Retail
Mod: italian

Inventory ltem Name | Units Used
Butter 4
Milk (Whole) 2
Potatoes 4

Save
Min. Retail

Update Price

[ Show All Menu ltems Global Replace Inventory ltems Close
A

This buttontakes you to the Global Replacellnventory Items screen.
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Menu Recipe Editor (cont.)

Description: The purpose of this seen is taeplace yourecipe inventory items that you no
longer use witmew items thaarenowin use.Replacing the item here replaces it everywhere
used inAldelo® POS

Screen Location: Back Office > Setup > Inventory Setup > Menu Recipe Editor Global
Replace Inventory Items

This is the inventory item to sealrtm.

COriginal Invento

Olive il
Onion Rings

Orange_Juice
Pepperoni
Pizza Dough
Pizza Sauce
Pork Chops

New Inventory ltem

New York Steak
Olive Oil

Onion Rings
Orange Juice

Pepperoni
Pizza Dough
Pizza Sauce
Pork Chops

Cancel ‘ ‘

This is theinventory item yowse t0 replace the previous inventory item
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Menu Recipe Editor (Modifiers)

Description: The purpose of thiscreens to let you configure your menu modifier recipe so th
your estimated inventory usagwybe reviewed according to the sales activities. To get to th
screen youmustopen thedropdownthe list in the top left corneaf the screemmnd select
fiModi fierdoRec|ipes

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

This field specifies the This field specifieshe number | This aldsthe inventory item
inventory itemused in this of inventory item unitsised in | andthe units used to the
modifier recipe. this modifier recipe \ modifierrecipe/

IModifier Recipes Inventory ltem Name

Menu ltem Name | Py
Mod: 1000 Island

Mod: Bacon Bits

Mod: Butter

Mod: Cheese Croutons
Mod: Chives

Mod: Garlic Croutons
Mod: Italian

Mod: Ketchup

Mod: Plain Croutons
Mod: Ranch

Mod: Slivered Almonds
Mod: Sour Cream

Inventory Item Name | Units Used
Olive Oil 1
Red Wine Vinegar 1

Recipe Cost

Edit Modifier New Modifier
__yRecipe Name Recipe

lobal Replace Inventory ltems Close
4

This buttonchangs | This takes you to | This button creates a newodifi’errecipe. A nev

the name of the the Global Replac| recipe should be created for every modifier you
modifier recipe. Inventory Items | have. To avoid conflicts with other menu items i
screen. the system, you should create names such as

iMod: Oi |./oOVi negar
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Modifier Recipe Selector

Description: The purpose of th screen is to assign a recipe to a modifier.

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

This field searclesfor the This listdisplaysthe modifiershat| This field searche$or
modifier as you type. arecurrently available. the modifier recipe as
\ / | you type.

Modifier Recipe
Menu Modifier Modifier Recipe Editor

Light Chives
Light Sour Cream
Light Bacon Bits 11000 Island

Light Butter : gz;zrrl Bits

L?g ht CIFwes : Cheese Croutons
Light Slivered Alm - Chives

Light Sour Cream : Garlic Croutons
Light Sour Cream : Italian

Mashd Potato : Ketchup

Mashed Pot SORINInCOal;

: Plain Croutons
Mashed Pot - Ranch

Medium : Slivered Almonds
Medium Rare : Sour Cream

Medium Well

Mushrooms (1)

Mushrooms {m)
Mushrooms (s)
Mushrooms {x)
New York Style

No lce J
Olives {I)

Olives {m})

Olives (s)

Olives (x)

Pepperoni (1)

This window contains all the modifier recipes This edits the recir')e currently selected
currently available. the window below the button.
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Inventory UOM

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

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

UOM Name: | Enterthe Unit d Measure name

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

Hide UOM: | Select thé checkbox tchide this UOMIf it is no longer in use

v » | Tech Tip: The values on this screen are not useany calculations. They are
% createdonly for referencgpurposes
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Note: The pocedures described in Part 3 of this manual assume that the setup has been completed
as required for youpusinessSee Chapter b Software Setupon page35 of this manual for details.

Time Cards

Before starting your day, you may want to check a few things about your employment. You may
also want to clock in, start your staff bank, and perhaps have a pager assigned to you. This section
covers many of the things you do when you first come to work.

Clocking In

The first thing to do before anything else is clock in. If you are a salaried employee, you may be
able to clock in any time you wish. If you are an hourly employee, you might not be allowed to
clock in until your scheduled tim&o disable this behavior and allow employees to clock in
anytime,navigate tdBack Office > Setup > Employee Setup > Employee Files > Payroll Taind
then select th&chedule Not Enforcedoption.

You also have the option slow your employees a grace period before their scheduled clock in
time. This feature is found by navigatingBack Office > StationSettings > Other OptionsTab

> Extra Settings> Time Card Clock In Grace Minutes. Highlightthe lineand clicktheA Ed i t ©
buttonto change the value of the setting. This allows employees to cleeklinbefore their
scheduledstart time This time is added for payroll purposes. If you do not wish to pay employees
for grace minutesjou can round the time to the nearest quarter hour. This feature isTiatied

Card Clock Rounding Minuteand is also found in the Extra Settings section.

To clock in, follow the steps below.

1. Click onCahdofibumeon in the Main POS
code(you should have already created an employee file for efapbur
employes).

2. Click on t he d@licingteikbutiomctockbyou irt andh .

simultaneously displays your clock in #m

a. If you have muiple jobs, the system asks whijctb you are working.
There are two requirements to enable multiple jobs.
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i. The employee must have two separate employee files with the
exact same information except the job title and the pay rate.

ii. Theoption calledEmployee with Multi Job Selectiomust be
checked. This option may be foundtie Back Office undethe
Store Settings > StafilCRM Tab.

Tech Tip: This screemtlosesafter you clockm. Clickt h e fi St defade
clicking t he tdré@aioirctlkis s¢raemuntd yod aredimished w
everything you need to do.

Viewing Your Schedule

While in the Time Card screen, you may wansée what youschedule looks like for a particular
week.To view your sckdule, follow the steps beloWhese steps assume you are already in the
Time Card screen.

1. Clickon t he #AVi ew Shsdisgpldysthealdte pickewhereyau.
mayenter theweek you would like to see.

2. Enter any datethat is within the week you would like to se€his displaysthe
report showing your scheduled time for therk week.

3. Youmayé t her print the report on the recei
screen.

Information on the schedule includes tmepoyee name, job title, the datewas generated, the
employeés scheduled hours including breaks, regular hours, overtime and double time hours, and
the total hours worked.

Earnings Report

While in the Time Card screen, you may also want to see how much you have earned up to this
point for the current pay periodo view your current earnings, follow the steps below. These steps
assume you are already in the Time Card screen.

1. Clickonthei Ear ni ng R eThisdisglagsthéreport withnthe
information forthe currenpay period.

2. You may éher print the report on the receiptggnorc | i ck AOKO t o exi
screen.
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Information on this report includes the emploieeane, salantype,job title, daterange of the
report, list of clock in and out times, total howsrkedfor each day, totabagesearnedtotal tips
reportedtotalwage advances, total hours worked, and net wages earned.

Register a Pager

If your restaurant uses Staff Paging, a pager may be assigned to you. Two types of pagers can be
used; numeric and alphanumeric. If you are a regular employee, either type of pager may be used.
However, if you are a manager, you need an alphanumeric thagesupports text so that you can

receive updates on sales information. The pager assigned to the manager has a special number. This
number is specified in the optidianager Alert Pager Numhérhis option is found inite Back

Office underStore Settings > OtherTab.

There is also security that can be set to allow only authorized employees to assign pagers. This
setting is callecstaff Paging Register Pager Security Leltek found inStore Settings > Services

Tab > Hostes#Paging Setup >General Tab.

To have a pager assigned to you, follow the steps below. These steps assume you are already in the
Time Card screen.

1. Click the fAPager 0 b utading screenTHere gou assighp | ay
pagers as well as send pages to the manager or other employees.

2. Click ARegister Pager. o This displays
number.

3. Enter the number of the pager you wish to use. This sends a test paggy tinae

the pager is operational.

Starting Your Bank

Starting Staff Bank

There are two options ildelo® POSfor managing settlement transactions: Cash Drawer and Staff
Bank. Staff Bank is used when emopées take care of their own money and a cash drawer is not
assigned to them. It is often considered as their own personal cash drawer without the physical
hardware. Money pouches are often used to carry the cash and change. The one limitation
employees etounter when using Staff Bank is that they may not also be a cashier. Only one option
may be used at any time.

To enable staff banking, two required options need to be checked.

1. Check theiEnable Staff Bankinggcheckboxocatal in the Back Office under
Store Settings > Revenudab > CashierTab.
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2. Use Staff Banknust be enabled for every employee using it. This is located in the
Back Office undeSetup > Employee Setup > Employee Files > [Any
Employee] >Payroll Tab.

Once Staff Bank is enabled for an employee, a i
screen. To start staff bank, follow the steps below. These steps assume staff banking has been
enabled, the employee is in the Time Card scraet has already clocked in.

1. Click on AStart St af f wHereyokenteryoursiarts di s pl
amount.

2. The start amount can either be provided by the restaurant or provided by the
employee. Once you enter the amount, the system asks whidqutdke start
amount.

You can also have Staff Bank start automatically when you clock in. This option is Aatle&tart
Staff Bank When Clock land may be found in the Back Office by navigatingtore Setings >
RevenueTab > Cashier Tab. Thisfeature always starts the staff bank with a start amount of $0.00.

| Tech Tip: You canalso use the registry settiggaff Cash Drawer User Serial
%%} Portto allow an employges St af f Bank t o us e Thish
o4 works well for allowing two cash drawers on one system.

Cashier In

The main way to settle transactions in a nestat is to use a cash drawilost restaurants have at

least onecash drawelif not acash drawer for every statioBefore taking payments from

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

exclusive to cash drawers ane auot available to Staff Bankhese aré&ift Certificate, Pay Out,
Refund, and Settl e. Staff Bank can still sett | e
Main POS screen.

To enable Cashiers, at least one cashrtrastbe createdrollow the stepdelow to create a cash
tray. These steps assume you are in the Back Office.

1. Click the ASetum menu This is located in the top leftortionof the screen.

2. Navigate toand click onfiGeneral Settings.

3. Navigate to and click ofiCash Tray®

4. Enteranamefor the cash trayThis namemay be anyhing you wish The name is

only used for referengeurposesnd does not show up whparformingCashier
In or CashierOut.
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5.

Click the fiSaveodo button.

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

1.

Cl i ¢ k tilea bdtt@abshe Main POS screehhis displaysa keypad
Enter your access code.

a. This step can be secured so that only authorized employees can cashier
in. This securityfeatureis calledCashier Sign In/Cashier Sign Carid
may be found in the Back Office undgecurity Settings.

Click on the cash tray you wish to assign to yourself. This displays the Money
Count screen where you enter the start amount afable tray

a. Twelve denominations are availablehéBe denominations may be
changed in the Back Office undstore Settings > Revenudab >
Other Options Tab. The feature is calle@ustom Currency
DenominationsThis feature is used mainly by customers in countries
other than the United States.

Enter thetotal amount oturrencyand coinyou start with. Make sure thi
information is correct or theash traywill show a discrepancy at the end of the
shift.

Cl i c k . ibkeisoftivasgiromps you to indicate ifyou ae finished with your
money count.

When asked if you are finished with
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Money Count Screen

These are the
denomirations
available.

These are the checks

These are the cred

This is a built in number

received.

card charges
received.

pad sahata keyboard is
not required.

gunt For Cashier In

Cash

Qty  Total

$100.00 Do.oo
$50.00 \:|-
szooo |:|-
51000 E-
s [ NN
T
- Eam
D-

Delete

.4

Verified

Move Down

Charges

Delete

EEIER
EoE

Total Cash
$0.00

A

Verified

Total Checks

o A $0.00

Total Chiarge
0

$0.00

Refund \

0.00

$0.00

Total Amo\nt

v

Finish

Cancel

These buttons worthe
same as the tahutton

on the keyboard and

movefrom one fidd to
the next.

This closes the
cashtrayand
assumes the
money in thecash
trayis correct.

This is a quick way
to enter the amount
counted without
enteing each
denomination

This saves checks and
charges you have already
accounted for and do not
want tocount at the end of
the shift.
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Reservations

If your restaurant accepts reservatiofislelo® POScan help yowaccomplish th task Thisis
usually handled by the hostebsit can be handled by any employee with access to the hostess
features.

The hostess featisavorkwhenthe Use Hostess Featureptionis enabledThis is locatedinder
Back Office > Setup > Employee Setup > Employee Files :ayoll Tab. Onceenabled, three
buttonsappeaiin the Table Selection screditostess) fiAssign Table) andfAssign Tako

To access the resa@tionsystem¢ | i ck on t he fiHostesso button i
Follow the steps below to access thservation system.

1. Clickt h Binefino button in the Main POS screen. Thi®mps you for your
access code.

2. Enter your access code.

3. Click on the fAiHostessoO button.

4, The default tab is thed®ervatios Tab.
a. The Reservéions Tab can be disabled (ifisnot used in your restaurant)

by enabling theDisable Reservation Featurption This optionis found
in Store Settings > Service$ab > Dine In Tab > Hostes¢Paging
Setup > Reservatios Tab.

Creating a Reservation
To create a new resation, follow the steps belowhis assume you arén the Hostess screen.

1. While in theReservatiosTa b, ¢ | i ¢ KhisaisplaystNeenew réervation
screen where yoenter the reservation informati.

2. If you already have the customer informatioored in your databasaskfor the
customer phone numbéf.the customer is not in the datase enter the name
manuallyi n t h eNanigP afr if #yd cdstomeri§ ound, Nawed fiPar t
field is populatedautomatically
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3. Click on t heandefatthe nunshér oflolults in theguestparty.
Repeat this for the AChildren, 06 AHi ghch

4, Click onthe type of seating requestddese are the buttons below the custome
type buttons.

5. Click on t haionfTihe dné TabiRde sbeurfhisdisplaysthe
Sdect Reservation Time and Talsereen.

6. Click on the date Ktton at the top of the screen to dispthg date pickescreen.

7. Choose the reservation date.

8. Seled the timefor the reservatiomi one of the two time column$he leftcolumn

is AM and the rightolumnis PM. Adjust the time to each quarter hour with the
buttons below the hour lists.

9. Select the table you gl toreserve If thetable is not availald, it iseitheryellow,
green, otblue. If available,the table is graor flashing.

Changing a Reservation

Once you have created a reservation, you may need to changedbtoraodate a customer
requestAny information inthe reservation can be changaddthe proceduréo do sais exactly the
same ashat forcreatingthereservation.

To change a reseation, follow the steps belowhese steps assume you ar¢he Reservatios
Tab.

1. Click on and highlight the reseriam you wish to edit.

2. Cl i E & i Thisdisplaysthe screen where yauaychange any of the
informationenteredpreviously.

3. Onceyouhavechande t he i nf or ma tThisupdatstieel i ck fADone
reservation.

If a reservatioomust bechanged after it haseen marked aSheckedn, Walked Out, No Show, or
Cancelleddoublec | i ck it and sel ect Tobs$hew thekbaekvationdAthati ve d ¢
have been marked thithe various statusedick on the filter buttons at the bottom of tl&t under
theReservations Tab

Other options in th&®eservatios Tab include:
i Date Rcker to change the ddeing viewed

i A 1 Today oquitkly changerto the current day.
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i A print option to priih the reservation lidgteing viewed.

i Navigation arrows to scrollp and downn the list when no keyboard is present.

Checking In a Reservation

Whencustomes arrivefor their reservatiog) youmustcheck then in. Smply highlight the
reservation and click h e A Cotb@ttanldf the qustomer arrives a bit early antuistwait until
their table is ready, you can assign them a pager to rtbéfi when the table is ready.

Waiting List

To keep track of customevgiting to be seatedsa the waitindist feature This feature is included
in the hostess featuredong with reservations and pagifthe waiting list worksimilary to the
reservatios window.

To disable the waitingdt feature, rable the option calleDisable Waiting List Featurd his
optionis found inthe Back Office unde$tore Settings > Service$ab > Dine In Tab >
HostesgPaging Setup > Waiting ListTab.

Add a Customer to the Waiting List

To create avaiting listentry, follow the steps belowhese steps assume you ar¢he Hostess
screen.

1. From theWaiting List Tab, click ont h e d@bMtemwThis displaysthe new
waiting list entry screen where yanter the customer information.

2. If you already have the stomer informationtsred in your databasaskfor the
customer phone numbéf the customer is not in the @gditaseenter the name in

the PartyNamefield manually If the customer isdund, the Partilamefield
populates automatically

3. Click drulttse bAithetnanmber bf@dulésimtthe pariepeat this
for t he fQlichalsdd eanhedich&Bsduttons

4, Select the type of seatinet customer requesiBhese are the buttons below the
fAdults,0 AiChildreng etc. buttons.

5. Assign a pager ithe paging system is in usk test pages sentto the pager to
ensure thait is operating correctly.

6. Click thefi D o rbetton when finished.
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Check In the Customer

When a table matches the custosgecificatons, the systemecommendthe table This displays

in the Elapsedield of the Waiting List screefhe recommended tabtlisplaysnext to the elapsed
time. Once a table has been identified as ready, the customer can be notified by highlighting the
entryinthewat i ng | i st and clicking APaging. o

Other options in the Waiting Listab include:

i Date Picker to change the day being viewed.

i A ATodayo button to quickly change to
1 A print option to print the waiting list being viewed.

1 Navigaion arrows to scroll up and down in the list when no keyboard is present.

Assigning a Table

The hostess has the optiandssign a table to an employeanually These features aret
available unless the employee hasess to the hostess features. When a hoatsggs a table, the
employee being assigned the tatmlestbe classied as a serveiThis setting is callets a Server
and is located ithe Back OfficeunderSetup > Employee Setup > Employee FilesPayroll Tab.

To assign a table to awer, follow the steps belowhese steps assume you are inSb&ectTable
Numberscreen as the hostess.

1. Clickont h e @A As ©bugom. Thisdidplaysthe screen with a list of
employeesvho have thds a Serveroption checked in their employee file and are
currentlyclocked in.

2. Highlight the employee you wish to assite tableto andclick he MSel ect
button.

3. Click the table number youish to assign to the employee.

4, Enter the number of guests. Thissigisthetable to the employee.
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Order Entry

Dine In orders arerders associated with alile.If you wish to callit something other thabine In,

you maychange this by using the feature calldihs Name This may befound inthe Back Office
underStore Setting > ServiceJab > Dine In Tab. Enter your desired name in the field. Be sure to
save your changes.

To create a new order, follow the steps below.

1. Clickt h Binefind button on the Main P8 screenYou areprompedfor your
access code.

a. To skipbeng prompted for your access cqdmable the option called
Auto Recognize Thist&tions Cashier as the Defaultriployeewithout
Login. This option is located ithe Back Office undeBtation Settings >

Cashier Tab.
2. Enter your access cod@&his displaysthe Table Selection screen.
a. To skip the table selection screen and go directlytimécorder entry

screenusethe option calledkip Table SelectianThis optionis located
in the Back Office undetore Settings > Service$ab > Dine In Tab.

3. Click on the table group you wish see.This displaysall tables for this group.
a. If you only want employees to seallies assigned to thennse the table
assignment fature.This is differentfrom the hostess featueesthese are
permanentableassignments. This screen is locatethe Back Office
underSetup > Table Setup >Dine In Tables

4. Click on the table you wish to work witilhis displaysa keypad asking how
many guestare in the party

a. If thereis alreadyaticketon this tablea screemlisplaysthe open
ticket(s) Click on the ticket you wish to work with.

5. Enter the numbeof gue st s a n d . dhisidispkaystiieEOrdereEntry
screen.
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a. The default number of guests is pulled from Tlatal Seatsield when
creating the tableThis field is locatedn theBack OfficeunderSetup >
Table Setup >Dine In Tables > [Any Table]

b. If you do not wish to enter the number of guestgheckthe option
calledTrack Guest Courfor Dine In Orders This option may be found
in the Back Office undeBtore Settings > Services Tab.

Oncein the Orde Entry screen, yohavemany functions to choose froffihe Order Entry screen is
arranged to provide ¢hfastest operations possibidl commonly used buttons are located orsthi
screen for easy accesseM graips are located on the lsfde and the mmu itemson the rightAs
you click on each enu group, the menu iterabange to what is in the currently selected group.
Action buttons are located below the menu items and are used to peafdonns tasks with the
order.Order settlement information igscated in the lower right corner of the screen ianged to
send the order to the kitchen.
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Order Entry Screen

These are the Menu
Groups.

These are the Menu
Items

These are action
buttonsto change
various properties of

Here youmaychange
the seat you are
currently ordering

thelorder. items for/

Sides

s

h;)

Station:

Customer

Naime Checks

Appetizers Dine In Pager Guests Table

server:

Eleanor

Salads Onion Rings Dine

Guests:

Order #: New Order
Table: Dinel

1 suffalo wings 5.
Desserts
1/23/2015 11:16:55 AM

Stuffed

Potato Skins Jalapefios

Beverages

Sub Total
5.95

Tax ‘

0.44
NE

Amount Due y
$6.39

Disicount Order

Cash Tender

Spi wise - Seti

| Combine |

Void Re-Order Hold
m Details Quantity Discoun!siSurcharge Credit

1/2312015 11:17:30 AM Station 1 Cash Tra Cashier Joan Brodel

Cancel
Done

These are action
buttons that perform
various actions on
the order.

This is the payment
information.

These are the payme
options.Useeither
Cash Tender or Settlg

This is hé onscreen
ticket. Thisshows all
ticket activity.
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Adding Items

Oncein the Order Entrgcreen and you want to adedms to the tickefust click on the menu group
where heitem is locatedthenon the item you wish to orderh€& item is added to éhticket

To add an item to thécket, follow the steps belowWhese steps assume you are in the Order Entry
screen.

1. Click on the Menu Grup where the item is located. Tisows all the menu
items for this group.

2. Click on the Menu Item you wisto add to the ticket.

a. If the menu item has Forced Modifiers or a Modifier Builder péate
assigned to it, thegmp up after the menu item is clicked.

3. Click fnDoneo stothelstdhend t he it em
a. If you do notwishto send the items to the kitchen right away, you can
disable the send feature temporarily. The next time you recall the order
the itemis sent unless you delay itagaih.hi s button i s call
KitchenB ar 0 aumdbn thesOrderdentry screen under théMi s c 0
button.
4. (Optional) If youwishto sette the order right awayse the settlement functions
to do so.
a. T he @ Ca s buttdhassuhethe gustomer is paying with cash and

displays a ereen allowing you torger the amount tendered.

b. T he n dutontisluged for all forms of payment and should be used
when cash is not the form of payment.

5. (Optional) To save this ticket and start another ticket for thitetalse the
AGai no but t cendtheturrens orderud the &itchen and staatnew
order for this tableThis is uséul if the guestshavedecided that they want
separate checkamong themselves.

Voiding Items

Whenentering items, you may make a migand need to cleghe item.This maybedoneby
using t he fANshuttdnds ldcatetintthe @rder Enyr screen below the menu items.
There is security on this function aitdnayonly beusedby authorizedemployeesThereis one
exception to this rulefithe order has noyetbeen sent to the kitchen,yanay void the item
without authorizationThe security for this function is call&kcurity:Void Order or Itemsandit
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may be foundn the Back OfficaunderSecurity SettingsAdjust the security level redred to
access this feature to fit the needs of your business.

To void anitem, follow the steps below. These steps assumégee a menu item ordered and are
in the Order Entry screen.

1. Cl i ck on tttonen the @rdar En&ry sbraen.
2. Highlight the item you vshto void.
a. Whenthe item has been seto the kitchenan asteris*] appearsext

to the item name.

b. You may also reduce the numbktams if thereis more tharoneon the
same | ine. Use the AReduceodo button
C. To void the entirdine, use the AVoid Lineodo but
3. Cl i ckVot hbeutit on.

Re-Ordering Items

After you have sent the items to the kitchen or bar, the customer may want to order more of the
same item. If this iterhashad many changes to it, it phe embarrassingnd time consumini

you have to ask the custonfer his preferences again.

To order the same item with the same modifiers, follow the steps below. These steps assume you are
in the order entry screen and have ordered items.

1. Clickthe ARreder 6 button. This displays a |
previously for this ticket.

2. Select the item that the customer would like toraer.
a. Re-order agnany items as necessary ahdic/k 0 i Thi s i s use

things like beer, whiclisually comes in rounds.

3. When finishDom kdtitckn tchre tihe Or der Ent

Holding Items

If you need to delay sending the food to the kitchen, use the hold function. There are two forms of
hold in the Order Entry seen: ltem tbldsand Order I8lds. If you hold the entire order, aff the
menuitems are on the same timer. If you hold individual items, they can all have different hold
times.
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To hold an item, follow the steps below. These steps assume you are imlénéEtry screen.
1. Click on the item you wish to order.

2. Clickt he fAiHol do button. This displays the
current ticket. ltems that have been sent to the kitchen are markecdhvaisieaisk

1.

3. Highlight the item(s) yowvish to hold. Younayhold items that have been sent to
the kitchen as well as items that have not yet been sent to the kitchen.
a. I f you wish to hold the entire order
4, Click themethod you wish to use. There are three mgtio
a. Hold Until Notified holds the order or items until you remove the hold
status.
5.
a. Hold Time allows you to select how long you wish the hold status to be
active.
i. The Hold Time screen has many options to allow you to adjust
the time to exactly how longoy wish the hold status to be
active.
b. Future Date Hold allows you to hold an order or items that are to be
prepared on a future date.
6. Click the fiDoned button.
7. Click thed D o rbetton o the Order Entry screen to save the hold times to the
order.
a. Thispints a chit in the kitchen with

i. If you do not want a ticket to print to the kitchen, use the feature
calledEnable Delayed Send Order Featdreis is found irthe
Back Office undefStore Settings > PrintTab > Kitchen/Bar
Tab.
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Hold Screen

These are the items

you can hold. \

Use thisbuttonto
hold for a specified
amount of time\

Use thisbuttonto Use thisbuttonto
hold until you remove clear the hold time
the holdstatus ontheselecteq items

N

S

1 Buffalo Wings $5.95

=

Hold Until Notified

“!

Hold Time

Future Date Hold

Use thisbuttonto select all thé items
or click it again to deelect all the items.

Use thiﬁ:)uttonto hold until a future date.
This buttonshowst he fiDat eo |
the Hold Time Screen.
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Hold Time Screen

These are the quick buttons f
thenumber of minutes.

Thesebuttonsallow the user
to adjust the time manually.

This shove the specified hold
release timey

/

OrdexJime

25 Minutes

45 Minutes

23/2015 12:33:42 PM

Hold Until Time

10 Minut¢s 15 Minutes
35 Minutes
5@ Minutes 55 Minutes

Hold Until Notified

Minute

b...A

1/23/2015 12:58:42 PM

4

20 Minutes

40 Minutes

60 Minutes

\

This button cancels the
operation and returns to the

previous screen.

This button accepts the hold
time and applies it to the ordg

or item.

This buttonholdsthe
Order until you remove
the holdmanually
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Releasing the Hold

Once an item or order is on hold, there are tvayswthe status can be removeéte first is if the
hold timeon the item or order expire®nce the timexpires, the item or ordés sent to tle kitchen
with a fire commandThe secondway is if the item or order has the hold status remeornadually

To remove the hold status from thiedermanually follow the steps belowl hese steps assume you
are in tke Order Entry screen with menu items on hold.

1. Cl i ck t heoninbhe OrdedEntoysdreen.

2. Highlight the item(sfrom whichyou wish to remove the hold status

3. Click t .h e ACI ear HoThigset3 théield idold ntit Timeto the
currenttime.

4. Click thefi D o rbetton.
a. Once you cthe ocdkis derdto thekjtoben with a

>>>Fjre<<< command listing all the items that have been released.

Splitting an Order

Customers sometinsavant to split their ticket§ his could happen ainy timeduring the

customeds visit. They may tell you before orderiign whi ch case the AChain
used in Order Entry to create multiple orders. Ifghestamentionthatthey would like to split the

check dter items have already been ordered, you can still $i@ittems into separate chedks

using the fASplitd button in the Order Entry s

To split items onto separatbexks, follow the steps below. These steps assumbapmiitems
ordered on the ticketna are in the Order Entry screen.

1. Click the dngeOriet Entrylsaeert. o n

2. Enter the number afdditional checksocreatdby c | i c ki ng .fThHise A Ac
is the number of checks yawishto create in addition to éhcheck you already
haveopen. For example, if you wish to create two additional chaolishave a
total of threechecks cl i ck the fAAddo button t wice

3. Select the items to remove from thieginal check by clicking on thenMultiple
items may be selected.

4. Click onone oftheblank checks. The items are removed from the original check
and added to the blank check.

a. Ifyoumakeamistake | i ck t he ACancel 06 button
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5. (Optional) Click on the AGuestso button
check.

6. Repeat step3-5 until you have ssigned the item® splitfrom the main check.
Theremaining items arteft on the original check.

7. Click thefi F i habutton.This displaysthe window allowing youo select which
checksto print.

8. Highlight the checks$o printand dl ¢ k A P r i ,oiPrintRkdoefierinte d
Noneo

Combine Orders

Customers sometimes masant to pick up a tab forfaiend or change their mids on having
separate checkg/hen thishappensyse the Combine function in the Ordemtry screen.

To combine checks, follow the steps beldese steps assume you hawdtiple orders created
and are in the Order Entry screen.

1. Clickii C o mke ion the@Order Entry screen.
2. Select the order you wish to combine with the original otld&tis openin the

Order EntryscreenTheorderdisplays, allowing you to review ltefore accepting
it.

3. Click @AAcc e pdombine Withthe ourredt erder. i s
4, If you have another order to combine, repeat steps two and three.
5. Cl i c kvobutioewhén you are finishedoenbining allof the orders

Ordering a Half

A customer may onlyishto order a half ordeof a menu itemThis may be for a child drecause
they do not want the full dish. Todo thidic k t h e f HathefQvderlEntrigdreerbefore
clicking onthe menu item. Hf of the itemis orderedand the price for the itens cutin half as
well.

Item Details
Before ordering an itenthe customemay want to see whatehitem looks likeor a description of
the itemingredients and what comes withto t hi s by cl i cking reywu t he #fL

click on the menu itenThis displays a screen thahows apicture of the menu item and a
description.There are ats options to print the description ataladdtheitemt o t he cust omer
order The 0 Agdlateéstheorddr.t o n
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Ordering Multiple Quantit ies
The customemay wishto orderseverabf a particular itemlnstead of cli€ing on the menu item

button as many timesasneeded, c k on t he fQuant inamper ofiemsto o n

order at once. Thiadds a line to the ticket thatdicates the item along with the numbspecified.

Applying Discounts
Discounts are a big part of a restaurant operation. Specials are going on at various times, customers
may have a coupon, managers may give out discounts to frequent customers, and employees may

have special pricing on food from the restauratitthese scenarios are covered by discounts.
Discounts may be applied either to the entire order or to individealitems on the order. Only

one discount type may be applied to an order, however an additional cash discount may also be

a

applied to anleeady discounted order. Items can only be discounted once and cannot have multiple
discounts applied. You may however, have five items on a check and discount two s vest

as discount the entire order. This applies the order discount to the iregrisms that have not had

an item discount applied to them.

To discount anenuitem, follow the steps below. These steps assume you have ordered items and
are in the Order Entry screen.

1.

Click on the fADiscount so b usplaysascréen

that allows you to choose the type of discount to use. There are three options:

fiDiscount Orden fiDiscount Iten andfiCash Discound.

a. fiDiscount Orded applies the selected discountaibitems an the order

that do not already hawscaunts appliedto them

b. fiDiscount Itend applies the selected discount to the seleateduitem.
You cannot aply more than one discount tasengle menuitem.

C. fiCash Discouritallows you to specify the sicount amount manually.
You mayhave a Cash Discouand an Order Discount on the same
check.

Click on the desired discount type.

directly to the discounts screen.

which item to apply the discount to. If you chods€ a s h Di scount

specify the amount of the discount.

Click/othetfion.
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Applying Surcharges

Surchargesustsometimese applied for various reasons acah be for anything yodeem
necessarySurcharges calpe a percenageor dollaramount andmaybe waived if a check is over a
certain amountSurcharges calpe atomatically applied to specifiarder typeslf taxes apply to
surchargesselect théiApply Tax on Surchargechedbox located inthe Back Office undeBtore
Settings > TaxesTab > [Any Tax Tab].

To add a surcharge to an order, follow the steps béllbese steps assume you aréhimOrder
Entry screen.

1. Clickt he #f Sahuttoh.ar ge

2. Select the surcharge @ldto the checkYou mayonly apply one surcharge to an
order.

3. Clickt h ¥dbétton.

Applying Credits
There are two ways to generate a crediloelo® POS thecreditmay be earnedybparticipating in
the frequent diner prograor the credit may be issued manually

To applya credit, follow to steps below. These steps assaunredit has beetreatedor the
customer angou are in the Order Entry screen.

1. Click on t loeintheQrdercEntty scrednu t
2. Choose the search rhet for the customer. There diee searchmethods.
a. fiPhon®i This method is used to search by the custdeigohone
number.
b. flAccount Codé’i This method is used to search by the accoadg,

whichis defined in the customer account information.

C. AMSR Cardi This method isused to search by an MSR cafthiese can
be issued by the restaurant as a membership card.

d. fiCustomer Nam@i This method is useatsearch by the customer
name. If you search by customer namést of customersames
displaysthat matchalong with theelephone numbers so you can pick the
right one.

e. fiDelivery Addreséi Thi s met hod searches by
address.
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3. Provide thenecessarynformation to search for the customer. Once found, a
screerappeas showing all tle credits currently assigned to this customer.

4, Choose a credit to apply to the order.
a. If the credit is not entirely used balance ikept for later use.
b. Clickothetidon.
5. Click fiDoneo i n t lapplytercrédittothE nitsit yamder e e n

Changing the Order Type

To change the order type, follow the steps below. These steps assume you are in the Order Entry
screen and you are not using the Quick Service feature.

1. Click on the button with the curreotder type name. This button is located above
the menu items and to the right of the menu groups.

2. Choose the new order type.

3. Entertheappropriate information about the order to make the change.

4. Clickothetidon.

5. Click fADoneod i neentthsave he cthanges t&guestcheck.s ¢ r

Adding a Customer Name to an Order

To add a cust guestcherls followatheesteps below.Mieese steps assume you are in
the Order Entry screen and you arg using the Quick Service feature.

1. Click the fiCustomer Named button.
2. Ontheorscr een keyboard, entert hwoefi cbhuustttoonme.r 6 s

3. Click ADoned in the Order Ent rgyestsheck.een t o

Assigning a Pagr to a Customer

To assign a pager to your guest party, follow the steps below. These steps assume you are in the
Order Entry screen and you are not using the Quick Service feature.

1. Click the APagero button.
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2. On the onscreen keypacenter the number of the pager you are assigning to the
guest part yvoan d Gwettheqigertohhe gudst party.

3. Click ADoned in the Order Entry screen
order.

Changing the Number of Guests on the Check

Use the AGuestsd button to change the number of
the menu items in the Order Entry screen.

To change the number of guests allald, follow the steps below. These steps assume you are in the
Order Entry screen and you are not using the Quick Service feature.

1. Click the AGuestso button on the Order
2. Enter the number of guests by using the displayed keypathandiickt h ¥0 A
button.
3. Click ADoned on the Order Entry screen
check.

Changing the Table Number of the Check

Sometimes customers may ask to mova tifferenttable. Thisc an be done wusing th
button on the Order Entry screen. The button is located above the menu items in the Order Entry
screen.

To change the table number of the check, follow the steps below. These steps assume you are in the
Order Entry screen dnyou are not using the Quick Service feature.

1. Click the ATabledo button in the Order E
2. Select the table you wish to move this check to.

3. If prompted, enter the number of guestshiaguest party.

4. Click fiDonedo on t heetl@rchhrgestoBhectheck. scr een

Recall Another Check on the Same Table

If you are working with multiple checks on the same table and need to switch between them
guickly, use the fACheyséteed button on the Order |

To change the check you are working on for this table, follow the steps bidlese steps assume
you are in the Order Entry screen and you are not using the Quick Service feature.
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Click the AChecksodo butt on the€hetkiseect@r der
screen where you can see your checks and choose the one desired.

Hi ghlight the check you wish to change

(Optional)To simply viewthe checksvithoutselecing oneof them clickt h €0 fi
button.

Changing Seat Numters in Order Entry

You mayassign seats to the items ordered by using the seat icond as the seat indicator field
Assigning seats to the ordeelpsthe serveto remember which itemags to whiclguestand also
allows for more advanced features such as grouping the items on the guest cheakrimntoer for
easier viewing. Severfaturesareassociated with the seats function.

1.

2.

6.

7.

Show Seat Assignment Reminder on DéoreDine In Orders
Force Seat Asgnment Reminder On Done

Prompt Seat Number on Startup

Prompt Seat Number on Each Item.

Smart Seat Handling

Show Total Per Seat

Hide Seat #rom Printed Check

To create a seat number for a guerstck, follow the steps beloWhese steps assuryeu are in the
Order Entry screeand you are not using the Quick Service feature.

1.

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

Click on the seat icon with a minus sign next to it to decrease @ah@seber you
are working with.

Click on the seat number to show the visual table layout so you can choose which
seat you want to worén without having tause the plus or minus buttorishe

seat numbefield is the blank buttorirectly between the twseat iconsabove

the onscreen guest check
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Misc Button

On the Order Entrgcreen, thé Mi 0$utton is used toeachoptions that are natommonly used in
Order Entry.These functions include:

i Change Price

i Assign Seats

il ClearOrder

i No Sale

i Change Server

i Gratuity

i Cust. Lookup

i Recall Order

1 Create Labels

1 Retail Screen

il Tax Exempt

1 No KitcherBar

1 Lock Screens

i Re-Print Pizza Labels
| To Secondary Language

Change Price

Only employees witlsufficiently high securitylevelsmaychange the priceofitems. To use the
feature, tick thefiChange Priagbutton. A keypadppeas and prompt you to enter a manager
access coddznter an access code wilsufficiently high securitylevelto displaythe Chage Rice
window. Slect the itento displaythe Ener New Unit Price dialog boXnter the new pricand
click thefiv o button.
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Assign Seats

This feature is only available d@ine In typeorders. Itassigis ordered items to certain gsaClick
on thefiAssign Seatsbutton. The Assign Seats windoappeas and displayshe menu items. Click
the itemyou wishto assign to a seat thisplaythe Seat Assignment windowere youmaychoose
the seat that yowant to assign that item t@nceyou haveselectedhe seat, yoare returnedo the
Assign Seats window kere youmay pick another iterrto assign to a seair youmayclick thefivo
buttonto exit the seat assignment feature eatdrn to the order entry window

Clear Order

This featureallowsthe user talear all of thepreviouslyorderedmenuitems aslong astheitemhas
notyetbeen sento the kitchenClick on thefiClear Orded button A confirmation windowappeas,
allowing you to verify the actian

No Sale

This featureopers the cash drawer for an employee witbudficiently high securityaccess level
The securityaccess level requirddr the use ofhis featuremay be adjusteth the Back Office
underSecurity Settings >Security: AccessNo Sale Require Manager

Change Server
This featureallowsyouto change the servassigned to an order. Clithe iChange Servérbutton

in the Misc window.The Enter Newserver Access Code keypadpeas. Havethe server who is
taking over this orderrgerhis or her access codeglick the iV 6 buttonto complete the change

Gratuity

This featureallows the user tadd a gratuity téhe order.Click on thefiGratuityd buttonto display
the Gratuity screergelectth ePeitent) iAmount, or fiDifferenced g r &/pepas negessary

1. I f you s el ec gratuityRype, thecEtet GratugysPerteht &eypad
appeas. Enter thegratuitypercenageand clickthe iV 6 buttonto apply the
gratuity to the order.

2. Ifyou s el e c tasthédgrauityrtypahe EnteiCash Gratuity Amount
keypadappeas. Enter thegratuityamount and clickhe iV ¢ buttonto apply the
gratuity to the order

3. I f you s el easthe gialuityftypeetheel atal Eeddered keypppeas.
Enter the total amounyou wish to pay for the order, including the gratuégd
thenclick the iV 0 button. This makes the gratuityamount the difference between
thetotal amountpaidand thetotal amount of the ticket.
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Cust. Lookup

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

on thefiCust. Lookup button in the Misc window to bringputhe Customer Lookup Typ&indow.

In thiswindow, thereare fivebuttons fiPhae o fiAccount Code) fiMSR Card) fiCustomer Name
andfiDelivery Address

To usethe Phone searchmethad] i ¢ k t he feRtdr thecastomdrhore huwnberand
thenclick thefiv 0 buttonon the keypad.

To usethe Account Code search methatick the fiAccount Codé button, enter the account coide
the onscreen keyboar@nd dick the iV o button.

To usethe MSR Card seanomethod, click th&MSR Cara button andswipe the magnetic card
through theMSR deviceto displaythe account specified for this cailternatively, you may enter

the card information manually into t\hoe bluwitpoen .

To usethe Customer Name searmettod, clickthe ACustomer Namebutton,enterthe name of

the aistomelinto the onscreen keyboarandthenclick the fiV 6 button. After you haveompleted

this, the systerdisplaysanothemwindow with a list of all thenames that match ttsearch stringgou
entered Choose the custondisraccount to bring up the Review Customer Information screen. If the
c u st oimficgmabos is corect, dick the fiDoned button.

To usetheDelivery Addresseart method, clickheit De | i v e r Yutténcmtertlee stread
addres®f the aistomerand dick the fiv 0 button

Any time you type in a phone number and no custaeeord is foundvith that number, yomust
create the customer file before ymay continue.

Recall Order

This feature is the sae aswhen usinghe fiRecalb button in the Main POS screen. It displake
Recall Order screellowing you to recall an order.

Create Labels

This feature allows you to create labels for menmg¢hat are ordered by igat. Click thefiCreate
Label® button todisplaythe Weighed Menu Item Label Generatdrhis screen allows you to
select the menu item and specify the Unit of Measlioag with the Expiration DatdJse the on
screen keyboardf necessaryto enter tis information Once you have filled in thiéelds, enter the
total weight of the menu itenthis calculatsthe price of the order and dispiyon thescreen.
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Retail Screen

This feature allows you to order items by scanniver barcodesClick thed Ret ai lbutterc r e e n
and scarthe barcode torderthe item If the item has anforcedmodifiers,the systenallows you

to select themiTo void an item, lick the fivoido button and void or redudeitem(s) asusual For

more hformation on voidindtems,refer to thesectione nt i t | e d 0 dropagiliogofthisl t e ms
manual

You mayalso add menu modifiers, order by weight, or order by quantity by atitke appropriate
buttonsWhen you areaady toexit the Retail screem,| i ck t he ATouch Screen
the Order Entry screen.

Tax Exempt

This feature allows you to exempt the current ofdmn taxes Click the fiTax Exempd button to
bring up the confirmationcseen.Click thefiYesd buttonto make the order tax exempt. flemovea
tax exemptionfrom an order click the iTax Exempd buttonagain The systenasksif you wart to
remove the Tax Exemptioglick fiyesd to remove the tax exemption.

No Kitchen/Bar

This feature allows you to speciffyyou want thisordersent to the kitchebér. To use this feature
simply dick on thefiNo KitchenBard b u t tthentlickeeithdrfiYesd or fiNo. ®his feature is
only activeduringthis session athe order. D suppess or force the printing of the order to the
kitchenbar the nextime you recall this order, yomustperform this action again.

Lock Screens

This feature allowsn employeeavith a sufficientlyhigh securityacces levelto lock or disable all
of the features in the Mismindow. Click on thefiLock Screend b u A keypadpops up and
prompsthe useto enterhis access coddEnter the acess code and clickefiVo b ulftheo n
access codenteredwvas sufficienlly high, the screens lo@ndareunusable untithe lock is
removed Follow the same procedures to remove the lock.

Re-Print Pizza Labels

This feature allowshe user to reprint the labels that amemallyattached to the b@s in which
pizzas are packagedlhis feature is typically used onlyr takeout and delivery ordersut may be
used with any type of orde€ | i c k -Phienti RRi zza Label s-printbutton t

To Secondary Languagéro Primary Language

This featurechangs the menu itemexton the screeto the secondary languad@ick the button to
change the text language. Click the button again to reverse the change and agaitheispidyn
the screen in the primargriguage.
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Modifier System

Menu Items in a restaurant can have many optunsh as side dishes and preparation instructions.
These optionsnustbe sent to the kitchen and presented to the cooks asénbers in a meaningful
way. This helps prevent mistake3here are several ways to work with modifiersAidelo® POS
Manual Modifiers, Forced Modifierend the Modifier Builder Templates.

Modifiers

Click the f Madtha bbtiora of heorderentry screen to display the Modifiers screen.
This screen is used for manually changing modifiers tlaassociated with a menu itefrhis is
usually used when a mistake has been made during the initial assignment of maalifigiSonced
Modifiers or the Modiier Builder TemplateT his mayalso be used to add a modifier that is not
currentlyinthe systemds e t h e Bultgn ltoisplit a Quantigpf menuitems into smaller
guantities. For example, if you hatentacos ad you want to modify onlyhreeof them you may
highlight thetentacos and clickhe fiSplit Qtyo buttonto tell the systenthatyou would like to split
three off the main groupVhen finished, the chealow shove seventacos andeneattthat three

taccs.

To use the Modifierareen, follow the steps below. These steps assume yowtdared an item in
the Order Entry screen.

1. Click on t hetoniinkhe @rder Entryrseraenhis displaysthe
Modifier screen where yomay manipulate modifieréor each menu item.

2. Select the menu iteyou wishto work withfrom the top right corar of the
screenUse the arrow keys to navigate through the menu items.

a. The modifiers currently assigned to the menu isgeshown in the space
above the menu itemsindow.

3. Select the modiér type you wish to work witiThese are the buttons below the
menu items window. There aggghtmodifier types.

a. No

b. Light

C. Extra

d. Add

e. Exchange
f. Half
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g. Toppings
h. Bar Mixing

i. Thereis also a'™@i Al | o thatwisptaysi modfiers at
once.

ii. If you do not want to see all of the modifier types, yoay
disable theiHalf,0 fiToppingso fiBar Mixing,0 andfAll o
buttons inthe Back Office undeBtore Settings > Products
Tab > Modifiers Tab.

Select the first letter of the modifieritiv the buttongo the left of the modifiers.
The buttorignores the modifier type andisplaysmodifier names that begimith
the selectedetter.

Select the modifiers to add to this menu item. Modifiers already seldisigdy
in green andnaybe deekcted if desiredas long as the item has not yet been
sent to the kitchen)

a. To change the price of the méidi beforeaddng it to the menu item,
click the @Chan g ebeldedidkihgthemodifer.i c e 0

b. To doubleor triple a modifieruset h e adif?Xx0 befotet o n
clicking the modifier.

c. Use the ANoteo button to add a Not

When you have selected afithe modifiersclick thefi F i akuttoi.

Manual Modifiers

Inthe Modifiers screen, yomayal so create new modi filerEsntany ot he
button to accomplish this

To create a new modifier while in the modifiers screen, follow the steps bEf@se steps assume
items have been ordered thatvenot ye been sent to the kitchen.

1.

2.

Cick the fAManual Entryo button.
Highlight the menu iterfor whichyou wishto create a modifier
Type the name of the modifier in the Modifier Name field.

(Optional) Type the secondary language name of the modifier irethe S
Language field.
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5. (Optional) Fill in the additional cost of this modifier in the Additional Cost field.
6. Click thefi A d loution.
7. Click the iV 0 button.

Forced Modifiers

If you want your employees takie a limited list of modifiers to choose from and provide a path to
follow when selectingtte modifiers, ge the Forced Modifier system Afdelo® POS

To use the Forced Modifier system, yowist firstsetup the forced modifiers the Back Office
underSetup > Menu Setup > Forced Modifiers

To use Forced Moflers, follow the steps belowhese steps assume you have already created
forced modifiers for the menu items yareordering and are in the Order Entry screen

1. Select a menu item that hasdedmodifiers created for ifThis displaysthe first
level popup of forced modifiers.

2. Select a modifier fronthe first level This displaysthe second levedf forced
modifiers.
3. Repeauntil there are no more levelsr when theseventhevel isreached.
a. Youmaydi sabl e the AFinishd button in t

with the feature calleBisable FINISHButton in Forced ModifiersThis
feature ifound inthe Back Office undeBtore Settings > Prodets Tab
> Modifiers Tab.

Modifier Builder Template

For maximum flexibility and ease of use, modifier builder templates are the way to go for most
restaurantsModifier buildertemplatesaccomplish the work of forced modifierms well as create a
flexible way of preseinig the modifiers to the useFemplates also cut down on the amount of work
necessarguring setugpecausea templag¢ can be assigned to more than oveu itemTo use the
Forced Modifier system, yomustfirst setup the forced modifiers ithe Back OfficeunderSetup >
Menu Seup > Modifier Builder Setup.

To use a modifier builder template, follow the step®Wwellhese steps assume you have created a
buildertemplate for the menu items yaveordering and are in the Order Entry screen.

1. Click on the menu item that has a modifiefltber template assigned to fthis
displaysthe modifier builder template screen.
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2. Click the group you wisko work with for this menu itemWork groups aren the
right side of the scree®nly the groups defined for the template assigned to this
menu itemareshown.

3. Select themodifier type you wish to work withThese are thblackbuttons above
the actual modifiersin theupper left corner of the screen

a. To sdecta certain type by defauketit up in the Modifier Builder
Template Setup screevhen you edit each categolyse the Default
Action drop-downlist to choose the default modifier typk default type
is designged by a green button.

4, Select the modifier you want to add to this menu item.

a. To limit users to select only X modifiers, set this up in the builder
template category.

b. To force users to select at least X modifiers, set this up in the builder
template catgory.

C. To change té price of a modifier,lci ck t he fAChange Mod
buttonbefore selecing the modifier.

d. To remove an already selected modifier, highlight the nerdéind click
thefi X lautton.You mayalso click the modifigs s b agairtt@ n
deselecit.

Pizza Builder System

Pizza restaurants have special requirements wteaiing an order for a pizz8ince pizzas are so
flexible in their designAldelo® POSmust alsdoe flexible in the way they are ordered.thivihe
pizza builder screemyreating a custom pizzas$gmple.Toppings can be divided amohglves,
thirds, or quartersCrusts maye selected as well &sw to charge topping priceglany features
affect the pizza builder screefhese features include

1. Show Pizza Builder Screen
a. This featureshows a menu item as a pizza item in the pizza builder
template.
2. Special Pizza Topping Charges
a. This featureallows you to specify the number of toppinigeluded with

a pizza forfree before the normal pizza fwipg charge gointo efect.
This mayalso be reversedo hat a number of toppings atbarged and
the rest are free.
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3. Proportioned Pizza Topping Charge
a. This featurecharges half-price on a toppinghat is on only half of the
pizza, onehird price on a topping that is on onlgnethird of the pizza,
etc.
4, Half Topping Half Price on EVEN Qty
a. This featurecharge half price for toppings that are used on an evenly

divided pizza. If thirds is useché normal price isharged.

5. Pizza Size Alias Nameil110
a. This featureallows you to change the name of the pizza size to whatever
you choose.
6. Pizza Size Half Topping Priceill0
a. This feature allowyou to set thdalf-toppingprice for each pizza size.

In order to use t Pizza Builder screen, you mussfiseup thePizzaBuilder featuren the Back
Office underSetup > Menu Setup > Pizza Builder Setup

To use the pizza buildeceen, follow the steps beloWwhese steps assume you have created a
pizza with at least one crust and a couple of toppigs are in the Order Entry screen

1. Click on a menu item thatals been setup as a pizza itendigplaythe pizza
builder screen.

2. Selectthe crustypefor this pizza (hese are thblackbuttons at the top of the
pizza builderscreei.

3. Click on the poiibn of the pizzao whichyouwould like to add toppings hese
are the areson the rght side of the screen label&dtire Pizza, Half, Third, and
Quarter. Once you have clicked in the atbe selected ardarns white to
indicate it is the currentlycéive portion.

4. Click on the toppings yowishto add to this pizza.
5. Repeat steps 3 & 4 for eapbrtionof the pizzaif necessary
6. (Optional) Click the ANormal Chargeso b

handled for toppings on pizza with multiple pons.

7. Click thed D odbatton when finished.
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Order Entry for Bar Tab

To use the Bar Tab functions Adelo® POS youmustconfigure the statioasa bar station instead
of a ®rver station sed for table servicd hese settings are found in the Back Office urgtation
Settings > Other OptionsTab. Severafeaturesaredesigned to make this switch:

1. Enable Bar Tab Servicdsr This Station
2. (Optional)Skip Table/Bar Tab Seléon for DineIn.
3. (Optional)Bar Drink Items Will Not Charge SalesX (Applies to bar ordsion

this station only)
4, (Optional)Bar Tab Caption

Select theEnable Bar Tab Servicedor This Station checkbox This showsthe Bar Tab screen
allowing you tocreate orderbased on a custon@rmame instead oftable numberBar Tabs are
kept separately from the table orders and are considered their own ordén typst cases.

PleaseNote: Aldelo® POS does not supparse ofthe Bar Tab feature when usitiee TSYS

edition of Aldeld® EDC with integratiorto thePAX S300 EMV (EuroPay, MasterCard, and Visa)
ready card reader devideor further informatioron ths edition of Aldel® EDC, please see the
Aldelo® EDC User Manual.

Create a New Bar Tab
To create a new order for a bar tab customer, follow the steps below.

1. ClicPndmd fin the Main POS screen.
2. Enter your access code. On the Dine In Type screen, select efthenled or
fiBar Tabd order.
a. If you want this statiomo createbartabordersexclusively,then in the

Back Office undeftation Settings > Other OptionsTab, selectthe
Skip Table/Bar Tab Selection f@ine In option
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3. Clickt h Bar Tald b u Thisdisplaysthe screen where yaansee all your
current bar tabs as well as createw bar tab.

a. If you wish tochange théi B a r cdptobn on the buttoto something
different,then in the Back Office und@&tation Settings > Other
Options Tab, editthe Bar Tab Captioroption

4. Enter a name for this bar té® table numberguest namegr perhaps description
of the guests)

a. You mayalso use théutton with theicon of a flagon itto enter
descriptiveinformation about theustomes whentheir names are
unknown

b. Alternatively, you may click théSearck button (the button with the

icon of a magnifying glass on i) find a bar tab. In the large text box

that displays, enter the first few letters of the bar tab name and then click
theVofi button. Every bar tab containin

displays. Select the desired bar tab by clicking on it.
5. Click thefi F i abuttoi.

The guest checkhows the Bar Tab Caption as well as the customer name instead of the table
number.

Setting Up Bar Tab Efficiency

Bartenders ne#to move quickly whileserving customers and making drinks for other seévers
orders. The POS systempstentally the wealest link in the process if not setup properlgv&ra
options inAldelo® POSmake ordering items and editing orders very fakese settingmaybe
found in the Back Office und&tation Settings > [Other OptionsTab, CashierTab, and Quick
Service TaQ.

These featuregiclude
1. Auto Recognize this tationGs Cashier as the Default Employee withoagin.

a. Use his featire for bartenders working alonéou mayalso use this
feature to speed up operations witlotpeople wdking out of the same
cash drawer, howevegoulose the ability to track which employee
responsible for cash discrepancies.

2. Change Due Screen Time Out Seconds

a. Use this feature teetthe number of seconds thhange duscreen
shaws. Thiseliminatesthe needtoclk on t he fADonedod
giving the customer change.
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Stay inOrder Entry ScreenAfter Order isFinished

a. Use his feature taemainin the order entry screen. This is useful if you
do not run bar tabsften and just need to quickhrocesgransactios
from customers coming up the bar.

Bar Tab Use Quick Service Order Screen

a. This featue changs the look of the Order Entry screen andgrabre
options diretdy on the Order Entry screen. Thereen also has quick
cash buttons for processingsh transactions quickly

Quick Service Screen Auto Log Out Secands

a. Usethis featurgo automatically log out an employedenfinished with
an orderThe system returns to the order entry screen automatically using
the Stay in Order Entry Screen After Order immishedoption. This
allows the next enployee to entehis or heraccess code and immedigte
start the next order.

b. MSR cardsare recommendedith this feature so the employean
swipe acardrather than entea number.

C. This feature cannot be used withtheit o Recogni ze this
Castier as the Default Employee without Logiption.
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Order Entry for Take Out

The restaurant mayffer food fatake mt o 0. Borttheseogders, a customgrhone numbeis
associated with the custonmecordso the ordemaybe tracked in case of a{stow or to track the
customeds order history.

Severakettingsn the Back Officecan affect the way Tak@ut orderdoehaveThesesettings
include

1. Require Phone #or Take Out
a. This featuraequires a phone numbep be entered beforan ordemay
be placedlt may be found in the Back Office undgtore Settings >
Services Tab > Take Out Tab
i. To require the systeto checkthe format of the phone number
use theEnforce Exact Telephone Number Digiésiture This
forcesthe employee to enter a phone number that matches the
Telephone Display FormainderStore Settings> General.
2. Take OutDelivery Show Search Type
a. This feature Bows additionaloptions for looking up customer
information whercreating a new Take Out orddt.may be found in the
Back Office undefStore Settings > Staff CRM Tab Theseadditional
options include
i.Phone Number
ii. Account Number
iii. MSR Card

iv.Customer Name

3. Do Not Prompt Wer toEnter QistomerPhone Number for Take Out ¢inis
Station
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a. This featuradisables the prompt tasearch for a customer. phone
numberis not requiredThe user igaken directly to the order entry
screenThis feature may be found in the Back Office un8tation
Settings > Other Options Tab

4., New Customer Take Out On Hold
a. This featureplaces the order on hold until the hold isanually removed

for customers not in the systefmay be found in the Back Office
underStore Settings > Services Tab > Take Out Tab

Creating a New Take Out Order
To create a new Take Out order, follow the steps below.
1. Clickontheil T a k e buttomdn ¢he Main POS screen. Thisplayseither a
keypad otthe Select Search Type scredapending on whethéne Take
Out/Delivery ShowSearch Typdeatureis enabled.

2. Enter the phone number or choose the sear@dpd enter information for the
customer. Thiglisplaysthe Customer Information screen.

3. Enterthe customer informationmthis screen.
a. If this custome s already in the stem, theénformationis populated
automaticallylf the customehas previous orders, you able to view

those orderpy clickingt he A Or der Hi storybo

4. Click thefi F i abutsoi.
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Order Entry for Drive Thru

If your restaurant has a s thruwindow, use thedrive thru features ofAldelo® POS There are
many unique function®r drive thru establishmerst especiallyregardingiiming and order
hardling. Severakettingsaffectthe waydrive thruorders behave. Thesettingsmay be found in
the Back Office anihclude

1. DisableDrive Thru Timing Feature
a. This settingcompletely disabkethedrive thru functions inAldelo® POS
It may be found in ta Back Office undeBtore Settings > Service$ab
>Drive Thru Tab. Thi s feature is cobDmenly u

Thrud b ut t wesed far another order type.this case, bange the
Alias Nameof the Drive Thru order type.

2. Drive Thru Orders Usérive Thru Stations
a. This settingallows only stations marked afrive thru stations to edior
settledrive thru orderslt may be found in the Back Office undgtore
Settings > Services Tab > Take Out Tallf the station is not drive
thru station, the usds prampted to go to drive thru station to perform
thetransaction

b. To make a station drive thru station use thesettingMark This Sation
as aDrive Thru Station(see below)

3. Mark This Station as a Drive Thru Station
a. This settingdesignats this statiorio be used fodrive thru orders.It may

be found in the Back Office und8tation Settings >Other Options.

Creating a NewDrive Thru Order
To create a newrive thru order, follow the steps below.

1. Click onthefDrive Thrud buttonin the Main POScreen.

2. Enter your access codEhis displaysthe Drive Thrutiming screen.
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a. This screen onlpppearsf a drive thru order has been settled but not
marked as completeneaning that the oett has noyetbeen given to the
customer at thdrive thruwindow. Oncemarked as completéje order
doesnot show up in th®rive Thrutiming screen.

3. ClicktheAd Ne w ©&huttbre This takes you to theOrder Entry screen.

Marking a Drive Thru Order as Complete

Oncesettled the ordershows up in theDrive Thrutiming screen. Mark therder as complete only
after the customer hasceivedt and driven awaySimply highlight the order in th®rive Thru
Timing screen and clidhefi Mar k Caobotiord. e t e
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Order Entry for Delivery

If your restaurant makes deliveries, use the Delivery featur@klefd® POS These features

automate the assignment of orders to employees for delivery and the tracking of those deliveries.
Severakettingsaffect how delivery orders behave. Unless otherwise noted, the features listed below
may be found by navigating ®ack Office > Store Settings > ServiceBab > Delivery Tab.

1. Show Driver Dispatch Screen

a. This screershows a list of drivers whil@anaher list showshe ordes
that are ready for delivery default the employeenustenterhis or her
access code, cligkefi Bparturé button, andhen select the ordehe
wishesto deliver. With the Driver Dispatch scre@mabled all this is
locatedon a singlescreen.

2. Enable Driver Money Drop

a. This featureallows an employee to settle alhsh orders in one
transactio. To use itsettle all credit cards and chedeparatelyefore
performingthe money drop.

3. Enable Popup Streets

a. This feature enabda screen to gmup with a list of streetas a street
name ienteredn the deivery address fieldThis listfurtherfilters the
choices asnore of the street nanm&typed reducing thdength of thdist
to match whats alreadyentered

4, Round Delivery Total To Next Quarter
a. This featureounds the totalof the guest check to the e3¢, allowing
the driver to carryess smalthange.
5. Delivery Charge
a. The customer isharged this amouifor the delivery. The Delivery

Charge isassignedn the following order andses the first value it finds.

i.Customer Record
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10.

ii. Street
iii. Postal Code
iv.Global Setting irStore Settings >Services > Delivery

V. (Optional) Menu Item level delivery charge overrides all of the
above.

Delivery Comp
a. This amountis earnedby the employe for performing the delivery. The
Delivery Comp isassignedn the following order andses the first value
it finds.
i.Customer Record
ii. Street

iii. Postal Code

iv. Global Setting irStore Settings > Service$ab > Delivery
Tab.

V. (Optional) Menu Item level delivery comp overrides all of the
above.

Chained Delivery Charge/Comp Per Trip

a. This feature chargethe delivery charge and compensatioty on the
first order in a chain of ordeffor example, multiple orders delivered to
the same address)

Delivery Charge/Comp Per Menu Item

a. This featurecharges the delivery charge ahcomp based on the value
defined at the menu item level.

Delivery Charge Percent Based

a. This feature chargeghe amount in the delivery charge field as a
percenagerather tharasa dollaramount.

Delivery Comp Percent Based

a. This featurecharge the anount in the delivery comp field as a
percenageratherthanasa dollaramount.
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11.

12.

Apply Tax on Delivery Charge

a. This featureapplies tax to the delivery charge portion of the tickéts
setting may bdéound in the Back Office by navigating 8tore Settirgs
> Taxes Tab.

MapPoint Enabled

a. This settingenablegheadvanced routing and mapping features for
delivery ordersMicrosoft MapPoint 2010 or greater must be installed in
Integrated Mode on each station used for delivery oliflgos wish to
make usef this feature.This setting may be fourid the Back Office
by navigating tdStation Settings >Other Options Tab > Extra
Settings

Creating a Delivery Order
To create a delivery order, follow the steps below.

1.

2.

Click thefi Die V e boutyon i the Main POS screen.

Enter your access codEhis displaysthe keypad forentering thecustomer phone
number or the screen allowing you taoke which search type to u3dis
option depends on theake OutDelivery Show Search Ppefeaturesettingunder
Store Sdtings > StafffCRM Tab.

Enter the phone number or click asearch type and enter the appropriate
information to find the customer. Thisplaysthe Customer Information screen

Enter thec u s t oimfiegmabos. If thecustomer is in the database, fledds
populate automatically

a. If this customer has previous orders, yoay displaythose orders and
automatically create a new order based on threierhistory witha
single buttorclick.

Click thed F i abutsom.
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Assigning a Delivery Order

There are two ways iAldelo® POSto assign a delivery to a driver. The default metheglires
each driver to entdris access codw assign a delivery order to himselhe other method isy
usingthedriver dispatch screen to show all tiiévers and ordergllowing quick assignmenthe
driver dispatch screen iormallyusedwhen astation isdedicated to assigning orders tavers
who are coming and going.

Using the Default Delivery Assignment Procedures

To assign an order to a driver using the defaetthod, follow the steps beloWwhese steps assume
a delivery ordehas been created.

1.

2.

Click onthefi D i vbeittordin the Main POS screen.

Enter your access codEhis displaysthe Driver Tracking screen with the current
employeeénames at the top.

Cl i ¢ k n Dehjsdisplaysthre &river Departure Order Assignmesareen.

Selectthe order(s) you are takingse the arrow buttons to navigate orders
list. You mayalso scan the guest check with a barcode scanner to select the order.

a. Barcodegrint on the guest cheaaly whenusing an Epson TM
T88II/ printer.

Click thefi D e p adbuttenr e

Driver Dispatch Screen Assignment Procedures

To assign an order to a driver using the Driver Dispatobes, follow the steps belowhese steps
assumethata delivery eder hadeen created and that the Show Driver Dispatch Screen option has
been selected in the Back Office un@&ore Settings > Services Tab > Delivery Tab.

1.

2.

Clickriomnmem® i n t heThibdbsplaysthP DriSer Bispatol e n .

screen.

Highlight thename of the drivetaking this delivery.
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a. Only employeesvho are clocked in and designated as drivaesshown
on this screen.

3. Select the orérsyou wish to assign to this driver
4, Clickthe D e p adbuttanrTleis assigrs the order(s) to the driver.
a. If you accidentally assign an agdto the wrong drivelc | i ¢ IShotv h e

Alld b u tdisglayorders assigned to other driveou maythen
assign the order to the correct driver.

5. (Optional) Clickthefi D odbgtton to return to the Main POS scre¥ou may
stay in this screen if this station is dedicated to assigning orders to drivers.

Using Delivery Directions and Route Planning

If your drivers need driving directions, yooay want to use MapPoint integratidrhis replaces the
Microsoft Streets and Trips integratidsut provides backward compatibility with Streets and Trips.
In order to make use of this integratidfdicrosoft MapPoint 2010 or greater mum& installed on

the system thas used 6 view the driving directiondf more than one systeis used for this

purpose, a copy of Microsoft MapPoint must be installedaxh ofthe stations.

MapPoint Integration Setup
To setup Microsft MapPoint Integration, follow the steps below

1. Install Microsoft MapPoint on all systems that will use driving direction and route
planning functions.

2. Enable the feature callédapPoint Enabled. Do this by typing YESo0 thefield
when editing the dpon. This optionmaybe found inthe Back Ofice under
Station Settings > OtherOptions > Extra Settings (the following featuregnay
alsobe foundon the same payle

3. Enter thecurrentfuel cost in your local aredhis feature is catid MapPoint Fuel
Cod.
4, Enterthe aldresfrom where the deliveriedepart This feature is called

MapPoint Home Addres3he formatmust be[Street Address], [City],
[State]zip Cod4. If this information is enteredincorrectly, MapPoint will fail
to start.

5. Enable the feature call€ptimize Way PointsThis calculate the fastest route
when delivering several orders.
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6. Enterthe number of minutesn averaggthat ittakes for the items tde prepared
for delivery in theMapPoint Route Start Minutes Aftéeld. The system uses this
information plus the calculated route tin® estimate the time of deliveryhe
estimated delivery timdisplayson the driving directions.

Using MapPoint Integration

To useMapPoint Integration, follow the steps below. These steps assume you have already setup
MapPoint integration, have created a delivery order, and are in the Driver Dispatch screen.

1. Selectthe driverto whomyou wishto assign the order
2. Selectthe order(s}he driver is takingor delivery.
3. Clickthei S e e 0 Mtbop.Thisdisplays the Route Planning scre¥ou can

print the directions as well as priatnap from this screen.

4. Click APrint Mathése wilonlipdnt che deskiop priatér.|
These willnot print to areceipt printer.

5. Click thei D odbetton.

Viewing Delivery Order Status

Use the Delivery Status scretnkeep an eye on the progress of all delivery orderss@iaen is
accessed from €hMain POS screen andused bymanagers to keep track drfivers.

Using the Delivery Status $reen

To use the Delivery Statusreen, follow the steps beloWwhese steps assume you haveteca
delivery order.

1. Click on the fADelivery Statuso button
2. Enter your access batteoand click the i
3. The following informatiormaybe viewed on this screetihe order numbethe

time the order was createtie deliveryaddressthedriver, the departure timethe
timeit took to prepare the ordeandthetime it has taken up to this point to
deliver the order.

a. You mayalsoview the driving directiondor a deliverywhenusing

MapPoint Integratiotoy selectingtheordeend t hen cl i cki n¢
Mapd button
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4, Once an ordeis deliveredit is removed from this list.
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Chapter 14
Quick Service

Using the Quick Service Screen

Many of the operational buttoase displged in plain view on the Quick Service scre€his
eliminateshe additionalbutton clicks needed taeach these buttons frotine normal screefhe
modifier builder template is also incorporatatto this screenVhen needed, gimply replacsthe
operdional buttons instead of using a popuich reduces the number of clicks required to reach
these features

The Quick Service screen also has an-dogout featurehatautomatically log a useroff once he
hascompleted an ordeX¥ou mayalsodothismanual |y by <clicking the

& Aldelo POS - Pro > [EDC SVC: 127.0.0.1:9500
‘ Receipt ] Order Type

Onion Rings -
Server: Eleanor Station:

Stuffed 1/23/2015 12:42:44 PM
Jalapefnos

Amount Due f ‘ |
$0.00 ! I
Discount
Modifiers Cha.nge S Discount Surcharge Credit Hold
| Price Server |
. Combine | Customer Cust. ~
paisebiahon] et Order Name e -
NoSale | Detail Gratuit No | Tax Exempt
ale etalls ratuity Kitchen/Bar ax exemp!
To
Exit Secondary Barcode Clear Order Go Back
Language
LIeoen iy oo e falon’ ______asn fay’ ____ras;er.oansroce

1/23/12015 12:43:42 PM Station 1 Cash Tray 1 Cashier Joan Brodel
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To use the Quick Service featugs tothe Back Officeandnavigate toStation Settings> Quick

ServiceTab. Choose the types of servi(ine In, Bar Tab, Take Out, Drive Thror Delivery)

where youwishto usethe Quick Servicdeatureby selecting the corresponding checkboxask

the ASaved and ADoned buttons to save the chan;¢
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Recall Operations

There are mangeasonsgo recall an order so thatritaybe editedYou mayneedto recall an order
to add more items, change the @rtlype, add more guests, eAaly time an ordemustbe changed
the recall éinction is used. Following are sevenalys to recall an order

1.
2.

3.

4,
5.

The most common met hods oohtheMaio ROSIscreemamd ctickirg A R
on an ocapied table whein the Table Selection screerhis section onlycovest he A Rec al |

Click thefi Re c a | | od théoMain P@Srscreen
Click on an occupied table when in the Table Selection screen.

Clickt he fi Re c mthé @rdebSelectiom screen when choosing aardm
settle.

Clickthe fAChecks o muhedktorditan®©der Entry. e c t

Cli ck t lOeledi RoeuohdileoMiSC screen in Order Entry.

e
0

buttonon the Main POS scregsince it is the main way to recall an order.

To recall arorder, follow the steps below. These stepsiagsyou have already createdaader.

1.

2.

Click thefi R e c kauttohot the Main POS screen.
Enter your access cod@his displaysthe Recall Order screen.

Selet the Order Type to filter bfrom the buttons at the bottom of the screen
Thisreducesthe number of orders gfilayedat once. i alsodisplaysspecificorder
typeinformation.

(Optional)To see ale mp | o graéees,<litk théi My Or derThi® butt or
toggles thdilter off, displaying orders created by all employees

(Optional)To see orders that hanet yetbeen settle@ds wél as those that have
already beensettled i ck t he fAOpen Order soffbutton
displaying both openrdersand settled orders

(Optional) Scan the barcode on the guest check.
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a. The barcod@nly prints on the guest check if yausethe Epson TMT88
/Il printer.
7. (Optional)C | i ¢ k fAckreaté anhard copy of the ordestead of recalling it.
8. Click the ordetto recall. Thidisplaysthe order in the Recalled Order sen.
a. There are four options on this screBdit Order, Print Order, Rush

Order, and Pager.

9. Clickthefi Ed i t 0b@tordTaisdisplaysthe orderin the Order Entry screen.

Batch Transfer

While in the Recall OrdeSelection screen, you magtch transfer abbf yourassignedrders 6
anotherserver.This is useful when ending a shift and you have apders still assigned to you.

Click the 0Bat,odxttolthe ®tal Ofders Countinfotmatmm Have the new server
enterhis or her access cod&ll orderstransfer to thenew server automatically.
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There are two types of voids Aldelo® POS Order Voids and Item VoidShis chaptecoversonly
Order Voids. For information on performing Item Voigéease refer to theection in Chpter 8 of
this manual entitled fAVoidind@ | tems, 0 which m

Void Operations

To void an orderuse the void featusein Aldelo® POS Only certain employees should have access
to the void featuresWhenall employees can void an order, there is temptation to take advantage of
the system and give free food to friemigamily. There are many ways to void arder in the

system. This section cowgeonlythe Main POScreerfi V odibudton.

To void an order, follow the steps below. These steps assume youorbated amrder and have
inventory depletion turned on.

1. Click the AVoido button on the Main PC

2. Enter you access codé his displaysthe screemn which you select therderto
be voided.

a. This screeris nearlyidentical to the recall scregand is used in the same
manner

3. Select the order to be voided or enter the ordertaunm the Quick Search field.

4. Enterthereason dér voiding thisordea nd t h e nVdc IttoncThis t he A
displaysa screen asking if you want to notify the kitchen or bar about the void
operation.

a. If you use the same reasaepeatedlycreate Quick Void Basons itthe
Back Office undefStore Settings > Order Entry Tab. When Quick
Void Reasons havbeen created, they appear as buttons on the Void
Reason screefselect a Quick Void Reason by clicking on its respective
button.

5. Click AYesdo or fANo.o6 I f you wuse the in
screen asks if this void resultadwaste omot.

6. Click AWasted or ANo Wasteo (if wusing
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a. AWasteodo depl et es trheauitemmasdistdarded v bec al

b. i No Wa s tna depletestte smventory because the item was voided
before anyinventory was used to prefgehe menu item.
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No Sale

The No Saldunctionopers the cash drawefhere is a security setting to control which employees
may perform this actionas well as a featuthat uses a eamto record a picturef the person
performing the No Sale

Pay Out

The fAPay Quhe MairbPOS $cimen isaisatytime a payout is performed. Payoctsne
in several forms.

General Payout

General Payds are used fasituationssuch as paying for itenmurchased & store when an
inventory itemruns out ananustbe replacedmmediately,or whena vendomvants to be paith
cash.

To perform a general payout, follow the steps below.

1. Cl i ¢k t hobuttdnPoathe Main POS screen.
2. Enter your access code.
3. Seect the AGeneral 06 payout type.
4. Enter the Pay Out To, Amount, and Description information.
5. Click the iV 0 button.
Wage Advance

Sometimesn employeenay need moneyor anemergency Use the Wage Advance option in
payoutsto advancamoneyto employeeprior totheir receiving their normal pahecls.

To perform a wage advance, follow the steps below.

1. Click ©Ohtod ilPmathetMain POS scree
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2. Enter your access code.
3. Selecthe AWage Advanceod payout type.
4, Chooe therespective button for themployeeto whom youwish tomake the
wageadvance
5. Ente the Amount and Description tfie wage advance.
6. Clickothetidon.
This wage advance may thendeducted fromhee mp | oy e e 6 s rcleegkby the persama | pay

who prepares the payroll

Manager Cash Out

This feature allows the manager to take money out of the cash register without reducing the
cashied Bability amount.This is used to te cash out of the cash drawer and place it in a safe in
the event that the cash draveantains too much cash

To perform a manager cash out, follow the steps below.

1. Clickt h e fuRbatton @ the Main POS screen.
2. Enter your access code.
3. Select théiManager Cash Oat p atype.Thisdisplaysa keypad allowing you

to enter the amound be removed from theashdrawer. Wwo receiptgrint with
the amount and a space for the manager signature.

4, Have the manager sign both copiBace ame with the cah removedand the
other inside the cash drawer.

a. When counting the ch drawer at the end of the shifgunt the cash out
receipt as part of theashdrawer amount.

Issuing Refunds

When performing a refunfibr any reasonysethe refund function oAldelo® POS

To perform a refund, follow the steps below.
1. Click the ARefundo button on the Main P
2. Enter your access code.
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(Optional) Enter the order numbier which this refund applies

Enter the Refund Amount and tReasonn their respective fieldsSelect the
Refund Methodrom the dropdown list.

a. If you have integrated credit card processing enabled¢gnissue a
credit to the customés credit card.

Click/othaetfion.
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Issuing Gift Cards

Gift cards are a very importargect of running a restauramtiey provide a means of creating
customer loyaltyand a way of introducingew customers to yaurestaurantWhen a customer
purchases a gift cargipu knowtheyplan on returninglt may also indicatéhat the gift cards
intendedas a gift taa friendthatthe customer wishee exposdo your restaurafs food and
atmosphereGift Cards arealways well receivedind are considered a good way to advertise your
restaurant to others.

Many functionscan be performed with gift cardiscluding ssuing, recharging, multiple
simultaneous purchases, and checking balances.

To issue a gift aal, follow thesteps belowThese steps assume yanesigredin as a cashier.

1. Clickt he AGiI ft Ceonthe Main P@Stsereen.b ut t on
2. Enter your access codehis displaysthe Gift Certificate screen.
3. (Optional- required if Account Number is not use&wipe tre gift card through

the MSRdevicewhile the cursor isn the MSR Card field.

4, (Optional- required ifMSR card is not usedEnter the account nureb of thegift
card or certificateThis is the numbeprintedon thegift card or certificate.

5. (Optiona)Ent er the expiration date of the
divide the date.

6. (Optional)Populatethe Issued To and Presenteylfi2lds.

7. Enter the Total Amourface value ofhe gift card.

8. (Optional)Enter a Dscount amoun(Thisis usedto chage the customer less than
the gift cardfacevalue.If you discount theentireamount, the gift card free of
charge.

9. (Optional)Click the iAddo buttonto create another card thiato be paid for in

this same transactior¥.ou maycreate and skhs manyift cards as you wish in
one transactiorRepeat stepsi39 for every card yowishto create in this
transaction.
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10. Select the Payment Tyf®m the dropdown listif you use integrated credit card
processing, a credit candaybe used to payof thetransaction.

11. Enter the amount received.

12. Clickthed F i ahuttoh.The gift certificate receigtrintswith thegift certificate
number on it.

Note: Some of the above functions may not be supported by Mercury Gift or other gift card

integrations Also, the procedure may differ slightly when using integrated gift cards, Aldzfb
Card Server, or gift cards accepted through ARIEDC.

Recharging Gift Cards

Gift cards can be reusedhd are often &=l like a secured credit catéithe customeis balance is
low, you can offer to recharge the gifrddo add more value to. it

To recharge gift card, follow the steps belowhese steps assume a gift chegbeen created and
the giftcard or gift card account number is available.

1. Click the AGIi ft Certificated button on
2. Enter your access code.
3. Click the fRé€hstisplaygasaeermasking ibyou would like to
search for the qift card by MSR numblé& numberor by the gift card ecount
number.
a. MSR number is the number on the magnetic swithe MSR card.
b. The I D number is the fAlnternal Nu mb €
C. The account number is the number that the system uses éowrit

tracking if an internal IDnumber is not used.

4, Select AY&dsod or ANoO
a. fiYesd searclesby MSR Card or ID
b. fiNooO searclesby Account Number.
5. Swipethe gift cardor enter the informatiofrom the gift card or certificate.
6. Process the gift card asnew transaatn. The addtional amount chargeis added

to the existing gift card or certificatealance
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Checking Balances

If a customer wishe® check the balance of his or her giftrd béore using it oiis just curiousas
to the remaining balance, youay swipe thegift cardthrough the MSR device while ithe Main
POS screenf Aldelo® POSto displaythe balance
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Cashier Settle Operations

When you are signed in as a cashier, y@ysettle orders to your cash drawer. If you arethet

cashier, a cashier must settle your orders for you. The only exception to this is if you are using Staff
Bank. You must have a cash drawer open on a station before you can settle orders. There are many
aspects to settling an order and there are sewesal in which orders may be settled.

Settling in the Main POS Sreen

The most commonly used method of settling an

button. This button may be used by the cashier tiopea settlement operations on any order in the
system.

To settle an order using the fASettled button

1. Click the ASettled button on the Main
2. Enter your access code. This displays the Select O &ettle screen.
a. This screen is very similar to the recall screen and performs many of the

same functions.

3. Click on the order you wish to settle. This displays the Settle Order screen.
a. This screen has many optidginem which to choose:
i. Cash
ii. Check
ii. Visa
iv. MasterCard
V. American Express
Vi. Discover
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vii. Carte Blanche
viii. Dinerés Club
iX. ATM/Debit Card
X. House Account
Xi. Gift Certificate
Xii. Complimentary
Xiii. Even Amount Split
Xiv. Split
XV. Combine
XVi. Discount
XVil. Gratuity
Xviii. Print

Cash

For cash payment types, c lappedsandipempis@oa tolerdertbeut t o1
amount tendered. On the right side of this window are some typical amounts that may be tendered.

To use one of these, click on the button corresponding to the amount tendered. If you do not see the
exactamounttendede, enter it manually. Once you Mdave en
button to finish the settlement.

Check

If the customer is paying lpersonat hec k, ¢l i ck the AChecko button
Saan feature. Enter the bank routing number. You may either enter it from the hardware keyboard or

you may use the escreen keyboard by clicking the button with the keyboard icon on it. This

displays the keypad where ymayenter the number on the touchiesen. If you make a mistake,

click on the button with thé Xidon on it to erae the number. Next, enter the checking account

number in the Checking Accounulhber field in the same way. Alternatively, you may run the

check througla MICR (Magnetic Ink Claracter Recognitiorjevice if you have one attached to

your system, to populate the laRouting Number and Checking Account Numbeldfs
automatically. Finally, enter the customer 6s Di
isentered,élck the AVerifyod button. The system then |
Enter the amount tendered to complete the transaction.
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Credit Card

When a customer pays by credit card, there are two ways ltketorderwithout integrated

credit card processing and with integrated credit card proce¥gititput integrated credit card
processingthe transaction is processed outsiddloielo® POSon a stanehlonebankhardware
terminal.In Aldelo® POS theuser simply selects the appropriate credit card, igpters the
approved transactice)mount from the bank terminal (excluding any gratuity), and then clicks the
fivd button.

With Aldelo® EDCintegrated credit card processing, the Credit Card Processignsdisplays,

allowing the user to process the credit card directly thratlgalo® POS When using credit card
integration, you select the credit card type in the settle screethemsl wi pe t he cust ome
through the card reader devimeprocesshe order. Whethe Two Step EDC Settlegistryoption

is enabledyou can adjust the credit card gratuity by using the green button next to the payment
amount after the card has been-pret hori zed. Once you have adjus
finalize the payment. If you do not use tatep EDC settle, adjust all gratuities when closing the

cash drawer.

Online Mode

Il ntegrated payment processing is accomplished
swiped,Aldelo® EDC forwards the payent and transaction information to the payment processor.

If the payment processor approves the transaction, an approval code is returned. This approval code
guarantees payment of the transaction up to the approved amount.

Manual Data Entry on the VeriFerWX 805EMV Card Reader Device

When using the VeriFone VX 805 EMV (EuroPay, MasterCard, and Visa) card reader device, it is
possible to enter the credit card information manually if it cannot be read througjtethvei MS® 6 s
(Magnetic Stripe Reader) ortdachipcardreader slot. To do so, select the credit card type in the

Settle Order screenf Aldelo® POS as you normally would dand t he
the Confirm Input Method window that follows, click tAlo0 button to select the ManuBhtry

method Finally, follow the orscreen prompts on the card reader device and enter the requested
information from the customerdés credit card.

Offline Mode

I f the merchantds i nt er ne tthraughAldele®EDC may befplagd | s ,
into offline modeIn offline mode, all credit card transactions are approved, regardless of account
status Offline mode allows the merchant to continue accepting credit card pagwigte the
connection is down and to submit them for approvallatea time when the connection is restored
(See Warning, below).
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WARNING: When using offline mode transactions are not approved until
online processing is restoredThe merchant accepts the risk of having these
transaction declined by the processoat that time. Please note that
transactions processed in offline mode that are declined when online
processing is restored are not stored for rprocessing and may result in a
monetary loss to the merchantTo fully understand the inherent risks of
offline processing and for strategieso help mitigate these risks, please
contact your payment processor.

To placeAldelo® EDC into offline mode, from the main screenfdfielo® POS navigate to

Operations > Receive Payment<C|l i ck t he AED& eCuvrordeert Iby titronk Th
changes color and the button captiRetuntohanges t
Aldelo® POSand continue processing your customer orders as usual. To return to online mode,

from the main screen @fldelo® POS navigde toOperations > Receive Payment<lick the

AEDC Currently in Offline Moded button. The but
to AEDC Currently in Live Mode. 0 As soon as onl
processed whiléldelo® EDC was in offline mode are submitted to your payment processor for
approval.The EDC Offline Recovery window appears, displaying a list of the offline transactions

that were processed and their approval or denial stetassactiondrom this point brward are

processed in live mode and are approved or declined immediately.

ATM/Debit Card

If the customer wishes to pay with an ATM/Debit card, use this option. For the processing of debit

card transactios) Aldeld® EDC may be integrated withldelo® POS In the United States, this

integration is currently only supported by PPI and Mercury Payment Systems. In Canada, this
integration is currently only supported by Mercury Payment Systems. When using®Adx®

with an integrated processor, clicking the AATI
swiping the customerds card through the MSR de\
must enter his or her PIN (Personal Identification Numb&hen using a processor that does not
integrate with AldelSEDC, <c¢cl i cking the AATM/ Debit Cardo bu
amount processed on the bank teWNmi battoBBnter t|

Gift Certificate

Click the AGift Certificated button to display the screen asking how you would like to search for the
Gift Card or Certificate. Choose the search method and enter the information required. The
remaining balance shows on ttezeipt after the customer has paid with a Gift Certificate.

House Account

Use this option to settle orders for customers who have In House Charge Accounts. These may be
setup and maintained in the Back Offioy selecting h i Hduse Charge Accouritbutton
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To settleusingthe ust o mer 6 s , follow theestems batow. T'nese steps assume you have
created a house account for this customer.

1. Click thefiHouse Aco u nbutin.
2. Choose the lookuptypgeo f i nd the customerds accou
3. Depending orthe chosen lookuptype ent er t he customer 6s
4. Review the customer6és information.
5. Select AYesd or ANod when asked if you
account.
6. I f AYesod i s ntrdHe anounttd charde tothe accoant.
a. I f Il ess than the entire amount due

account, select an additional payment method by which to pay the
remaining balance.

7. Clickvotheatfion to complete the transact

Complimentary

This all ows the manager to ACompd the meal an
managers wishing to discount meals. This button can also be set to require a certain secudty level
access it. All complimentary discounts are treated as Cash Discounts and appear in reports as such.

Settling in the Order Entry Screen

When using théSettle button in the Order Entry screen, the order i# $& the kitchen while at
the same time taking the user to the Settle screen. This screen is exactly the same as the Settle scre:
when using the fiSettled button in the Main PO

Settling Using Staff Bank

When an employee uses Staff Bank, their settlement options change a bit. In the Order Entry screen,
the fiCash Tendero and fiSettl ed buttons are re
clicked, the Settle screen displays, allogviou to settle the order to your staff bank. You also have

the option to APay to Staff Banko in the Reca
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To settle using the Order Entry screen method, follow the steps below. These steps assume you have
setup staff banking properlgre in the Order Entry screen, and hapenthe order you wish to
settle

1. Click on the fAStaff Banko button. This
2. Click on the payment method you wish to use.
3. Enter the amount the customer is paying. The Change Deersdisplays unless

the amount entered wassufficientto cover the entire check. In this case, the
Settle Order screeneappears, requiring the user to repeat steps two and three,
above.

a. When using Frequent Diner t butanki ng
on the Change Due screen to add thi
diner account balance. Follow the-streen instructions to do so.

To settle using the Recall Order method, follow the steps below. These steps assume you have
created an orde

1. Click ARecall 0o on the Main POS screen.
2. Enter your access code. This displays the Recall Order screen.

3. Click on the order you wish to recall.

4, Click the fiPay To Staff Banko button.
5. From this point, settle the order as usual.

Settling Using Driver Money Drop

If you use the Driver Money Drop feature, you must settle all orders that are not castbefoiers
selecting the Money Drop feature. Since Credit Cards and Checks are not supported ioney

Drop feature, these must be settled separately. Enable the Money Drop feature in the Back Office by
navigating taStore Settings > Services Tab > Delivery Tahnd selecting the Enable Driver

Money Drop checkbox.

To use the Driver Money Drogéture, follow the steps below. These steps assume you have
delivered orders, are using the Driver Dispatch screen, and have orders to settle.

1. Make sure you have settled any orders paid by check or credit card.

a. This step must be completbedfore using tle money drop feature.
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Click thefi Dr i huttonimthe Main POS screen.
Highlight your nameclickt h e A Mo 0 utyon, Brd enper yowaccess code.

The Driver Money Drop Report displays. Ymayeither print it or clickkhe
i O &button.

Next, the Cashier Login screen displays. The cashier or staff bank employee who
is collecting the driveré6és money drop

In the Money Count screen that follows, the casbigers the money collected
from the driver. Enter the cotinf each denomination of currency and coin
collected from the driver.

When done, click the fAFinisho button.
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Closing the Cash Drawer

When all ordersiresettled, thecash drawemustbe counted and closeditfrom the system.

To closeout a cashier, follow the steps beldlhese steps assume you have closed all orders.

1. Click the fCamthe Main POSustrécankeiuybur acgess cade
and cl Vacwkont he A

2. Select the cash trap signout.

3. (Optional) This displaysthe Adjust Gratuity screen. To adjus gratuity, highlight
thedesiredorderand enter the new gratuity amount by using the numeric keypad
After the amount is entered, yowayprocess tagratuityby cl i cki ng t he

button.Select the next order requiring a gratuity adjustment. Continue in this
manner until all gratuities requiring adjustment have been addressed. When
finished,you may movdo theMoneyCountscreerb 'y c | i cSeitn d et Aeé |

button

4, TheMoneyCountscreemappeas with all of the charges and chedlexeived

5. Verify all checks and charges and check thenoofthe Money Count screen.
Enterall of the cash thds in the drawerThis includes Manager Cash Out
receigs.

6. Click the AFinisho button.If thereis a discrepancy in the drawer, tRegister

Discrepancyscreerappeas and show the discrepancy amount. Enteereason
for the discrepancy and click tifi® 0 button. Thisdeactivatethe cash register
features fothis station.

Tech Tip: All Credit CardGratuitiesshould be removed before completihg

s ? | cashier Sign Out proced§you leave the credit card tips in the drawer, the
. drawer will be oveby the amount of thgratuities
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Quick Sign Out

Use the Quick Sign Out featunhenyou need to gickly switch acash trayor moveto another
station This feature is usefub switch out aash trayand sign it backn at a stationnama nager 6 s
office for safe counting of the mone¥hisis an easy way of relocating a cash tray to another station

for any reason.

1.

Click the fCamtheMain PO3ustrécankeiuybur acgess cade
and cl| V& kb uthteo m.

Select the cash trap signout.

(Optional ) Cli cégrdiulyscree@ t o bypass t
Cl i Cancetlion the Money Count Screen.

Selech Qui ck Sign Out (No.Money Count
After the cash tray has been through a quick sign out, the cadh anajlable for

a quick sign inOnly the employee that did the QuiSkgn Out will be able to sign

the tray back in.

At the new terminal, click the i
your access cYadebuwtntdorc.l i ck the A

h

Per f «

Cashier

Sele t t FOpen &k Traybutton to activate this cash tray for this employee

on this station.

Closing Your Staff Bank

If you used Staff Bank during the day instead of a cash drawemusticlose your staff bamnhen
your shift is finishedTo be able to close your staff bank, yousthave alreag closed all your
orders or transferred them to another server.

To end your stafbank, follow the steps belowhese steps assume you halesed all your orders
and do not have any open orders outstanding.

1.

2.

ClickA Ti me o€ the Mbid POS screen.
Enter your accessVaoldwettammd. cl ick the
Cli ck on 0 ErddisdiSplagsthe StaB BankkLiability Report.

a. You mayeither printit or clickthefi O Kbaittonto go the next screen.
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4, Click the O &button on the Staff Bank Liability Reportreen.The Money
Count screedisplays

5. Enter thecountof each denominatioof currency and coigou areturning in.
Also, verify each check and charge receipt.

6. Click thefi F i akuttoih.This displays the Money Count Confaation screen.

7. Click fMYNe®otwr ei ther complete this treae
amountsagain

8. If a discrepancy exists, enter the reason for the discrepancy in the notes field of
the Register Discrepa¥Wacybuwstctrere.n Mara g éh
may be reqined.

Once you have closeatut your staffoank,check with the shift manager to go over the Staff Bank
Liability Report to make sure your amounts are correct.

Clocking Out

To clok out, follow the steps belowhese steps assumewareclocked in and all your orders are
settled.

1. Clickt he ATi me dahe Main PO3iscreen, enter your access code,
and t henVo Ibuwtkt anh.e #

2. TheEmployee Time Card screeélisplayswith the namend job titleof the
employe.

3. Click the fiClock Oub button.The clock out timedisplays
a. If you still have open orders, yareprompedto transfer them to

another server.

Running a Closing Report

The Closing Repohowsthe sales and other important closinfprmation about your restaurant
for the reprt date.The closing report should be run every day ant be run if the inventory
system is used.

To run a Closing Bport, follow the steps belowhese steps assume you have closed all orders,
closed allcash drawers and staff banks, and everyaseclocked out.

1. Click fOperations on the Main POS screen.
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2. Enter your accesscoden d t henVadc | b wctkt arhe i

3. Clickonthei Reve nuebuttr nt er

4, ClicktheA C| o s i noduttthe por t

5. Select a date on wtth to reportUse the Year, Monthand Day buttons to select
the data you wish to report on atenclick thefi S e 0 baittorn.

6. Cl i ¢ k fYewhen asked if fiod wish to review the access denied logs.
a. If you have not closed all your cash drawers stadf banks, yoare

notified which banks are dtiopen.Thesemust closed befora final
reportmaybe generated

7. The Closing Repodisplays You may print it or just view it and clickhefi O&
button.

a. Several sections of the closing report are tufédy defaut. To view
or hidethesesectionschange the valigeinthe registrysettingg o0 A YE S 0
or @Ndepending on your desired resul
i.Daily Closing Hide Employee Time Cards
ii. Daily Closing Hide Gratuity Recap

iii. Daily Closing Show Tender Details
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Time Cards

Editing Time Cards

When employees make mistakes on their time cards, the timestemadbe adjustd to reflect the
correct timesThis is dore by editing the time card in the Edit Unpaid Time Cards screen.

To edit unpaid timeards, follow the steps beloWhese steps assume an employee has clocked in
and out at least once.

1. Clickontheid T i me bQttanindh& Main POS screeenter your agess code,
and cl i ¥& baThisdisplaysihe Empoyee Time Card screen with
t he e mmaneatdhe s

2. If you are a mnagerglick onthei Ed i t T O buton tGdisplaythe Edit
Unpaid Time Cardscreen.

3. On the left, highlight theame of theemployeewhosetime card needsditing

4, Below the employee namaést, highlight the date you wish to edit. &h
corresponding time card displays.

5. When you &ick inside the Clock In Timéeld, it turns green When the field is
green, the filel is active andnaybe edited.

6. Use the Hour, Minuteand Date buttons to change the time in the field.

7. Click and edit each fielthat must be&hangel.

8. When finished, lick thefi S adbutton.You are prompted to confirime changes.
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Orders

Reverting or Re-Opening an Order

If an orderhas been closemhdmustbe reopened, you can revert the order and chétsgetatus
back to open. Thiallows youto make changes to the ord€his is a maageronly function and
should be protected froose byregularemployees.

To revert a closedrder, follow the steps belowhese steps assume you have created an order and

settled it.

1.

2.

Click i R e canthé Main POS screen.

Enter your accesscodmdd i ¢ k ¥Ydm kW lhtet din.

Clickthed O p e n soduttdneT his changsthe buttorcaption to read Al |
Ordeso andshows all orders that have been settled. By defadttledorders are
notdisplayed

Click the order you wish to reveiThis displaysthe Recalled Ordescreen.

Cl i ck -OpereChék®e b ut systempromiph ywuforamanager 6s
access code.

a. The security fesstbasl ysCtablad RApC
located inthe Back OfficeunderSecurity Settings.

Enter a managexccesgodea nd c | i Y& Io mCotfibmathatiyouwish
to re-open the check.

The check ioweditableand has a fid$danstiadlusPagement

a. Thes t a t Bastial Pagymefsd because the payment has beeplied to
the order but it is no longer closed

You are now able to treat this order like a normal oeset may open it for editindf you need to
change the amount paifit;st remove the current payment from the order. Do this by clicking on the
red paymentbuttonin the Settle Order screen.
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Cash Drawers

Reverting or Re-Opening a Cash Drawer

If you havealreadyclosed a cash drawer and needdgustit, you mayrevert the cash drawer back
to an open status. Yamanonly revert cash drawetbat are less thandays oldlf it is 3 days oldor
older, youcannotrevert it for any reason.

To revert a cashrdwer, follow the steps belo{these steps must be performed by a user with a
manager 6s | evel oacodehThepdsteps asseme you haveyclosedaccask drawer
or staff bank and it is less thandays old.

1. Clickthe O p e r abuttortomtkedMain POS screen.
2. Enter your accesscoden d c | Vic kb u thteo m
3. Clickthei Reve nueébutte nt er
4, Clickt_ hBeO en Ca s h iYeuraproampedtb confirm the revert
operation.
5. Click thefi Y & kmutton.
6. Click on the bank you wistotre-open and confirm the action
a. Make sure you have the correct ban

buttons.Crossreferencethis by using the Bank Liability option in
Revenue Center.

7. Click AYesdo to confirm the operation.

Operations Center

Receive Payments Section

This section is useaf receivingpaymentsThere are thredifferent choices for receiving payments
in this sectionBelow are descriptions of what each of these chaloegnd how to use them.

Pay In HouseCharges
This feature is used to collect paymeohin HouseChage Accounts

To make payments dn housecharge acounts, follow the steps beloWwhese steps assumpeu
havecreated a customer accoutrteatedanin housecharge accountnd paid an order using the
housecharge account.
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1. Inthe Main POSscreedl i ck the AOperationsod button,
and cl| V& kb uthteo m.

2. Click the fiReceive Paymentso button.

3. Cl i c k tinileusefHames button This displaysa search screen where you

choose thesearch methad

4, Choose the seal method toihd the customés accountandenter the required
information. This displaysthe screen where you can make payments.

5. Review the order® be paidYou mayselect them and printémfor the
customer to review as well. These statements prirthe receipprinter.

6. Select the payment typand enter the amoutendered. The change due screen
appeas and shows the change due (if any)h& chargesrecreditedin
chronologicalorder (payments g credited to the oldest order[tst).

7. When finished. Clickhe ' Done 6 button.

Pay Bad Checls
This featureallows you tocollect payments on badheckswritten to your restaurant.

To receive payment for a bad check, follow the steps bdlbese steps assume a bad check
been createih the system

1. I n the Main POS screen, click the #fAOper
and cl| V& kb uthteo m.
2. Click the fiReceive Paymentso button.
3. Click the fiPay Bad Checkso0o button. This
the check to whiclyou wish to apply a payment.
4. Select the checknformation about the chedksplays, alongvith options on how
it is to be paid.
a. Youmaya | s o ¢ P0i cbkutd vidweverfimore informatioabout
the check.
5. Select a payment soutce
6. Select gpaymentmethod
7. Click thefiV 0 button
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8. On the Amount Received screen that follows, enter the payment amount received
and t henVé Ibuwtkt anh.e 0

9. Cl i ck t lbetonforbtberChainge Due screen.

Auto Pay All Open Deliveries

This feature allows you to pay all of the opeslivkry orders to the cashier using Cash as the form
of paymentTo use this featureyou musthave the Blind Cashier Close Out box checkéuds
optionmaybe foundin the Back Office undebtore Settings > Revenudlab > CashierTab. The
systemassumsthat all of the orders were paid in full for the correct amousisg cash.

To automatically pay all open deliverjdsllow the stg@s below.These steps assumeu have
created deliverymlers and haw delivered theniThey also assume you have checked the option
namedBlind Cashier Close Ounh the Back Office undeBtore Settings >RevenueTab > Cashier
Tab.

1. I n the Main POS screen, cYouracgesstcdde A Ope
and c | Va kb uthteo m.

2. Click the fiReceive Paymentso button.

3. ClicktheA Aut o Pay Al | butpnelhisdiBpéaysa cordinmatiens 0
window asking if you want to pay all delivery orders to the cashier.

4, Click fAYeso or i No

Revenue Center Section

This section is used to do various types of reeetnllection and organizatioBelow are

subsections for each of the features in the Revenue Center with descriptions on whedteaeh f

does and how taise it.You mayaccess the Revenue Centgrclickingthe fiOperations buttonon

the Main POSscreen ent eri ng your accves D udlaxthaickthand c | i
fiRevenue Centér but t on.

Closing Report

For informationon how to creat a closing report, please see the sedtiddhapter 2®f this
manuale n t i Ruhninga Clbsing Repord which may be foundn pagel67.

Z Report

The Z Reprt shows the Total Net Salasdate and, for security purposes, this number cannot be
changed for any reason, even if orders are deleted from the database. Some countries require this
report and we include it to comply with international laws. This feature allows you to run a Z Report
based on the currenpto-d at e sal es i nformation or view a p

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



174 Manager Operations

number. All orders must be closed out and all cashiers, including StaffdBaplkyeesmust be
signed out before a Z Report may be run. You may enablestiiist in theBack Officeby
navigating taStation Settings > Other Options Tab > Extra Settings >Special Z Report
Changeth&keyv al ue from ANod to AYes. O

Bank Report

This feature allows you to review or print the Cagliitaff Bank liability reportThis reportists the
cashies Hames, when they signed in, when they signed, and what orders they took

To print out or view a Bank Liabilityaport, follow the steps belowhese steps assume you have
started at leastr® cash drawer or staff bank.

1. I n the Main POS screen, click the #fAOper
and c | Va kb uthteo m.

2. Click the fARevenue Centero button.

3. Clickthed B a n k ORw@tpnoroutareprompedto enter théBank Liability
ReportNumber.
a. The Bank Liability Number maige obtained by using the Register

Reportasexplained later in this section.

4. Enter the Bank LiabilityReportNumbera n d ¢ | Yd&c kb uThisdispiays
the liability report for the cash drawer or staff bank, chieiver was used.

Register Report
This feature gives you a report of the registeiviies for all oftheregisters on the specified date.

To print outor view a Register &ort, follow the steps belowhese steps assume you éavarted
at least one cash drawer or staff bank.

1. ClicktheA Re gi st &buttoRepor t
2. Choose a datand dick the iSelecbd button.This displaysthe reportallowing you
torevewit To print the report, click the APTr

Use the Bank LiabilitfNumberto displaymore detailed information about a cash drawer or staff
bank.

Bank Deposit

This feature lets you couttie bank deposit money and print ow tteposit preparation receipo
use this featur et ocb inth&dandy €ourit Bcee¢hlit digplayzsenteriall
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of the mong to be deposited to the bariter you have comleted the Money Qunt screen,lick
the fiFinishd buttonto printthe Bank Deposit Slip and the Bank Deposit Money Count receipts.

Gift Certificate List

This feature allows you to review a list of alltbg gift certificates issued. To use this feature, click
the iGift Certificate Lisd button to review the information. To export tist to a format theamay

be read in Microsoft Excetlick the AExpor button. A confirmation windovappeas, confirming

that the report was exportedccessfullyUsean Excetcompatiblespreadshegirogramto edit the
report.To print the reportclick the fiPrintd button.

Cust. Credit List
This feature allowgou to view a list of all customer credifEhis reportmaybe exported or printed

Order Pmt List

This featureallows you to review the payment types and tender artsoaf the orderthat the
registers have collecte@his reportmayalso be exported or printed.

Bad Check List

This feature allows you to review a lidtall the bad checksecordedn your restaurantlTo see all
bad checks, wheyou open the windovgelectthe iShow All Checké check box. D edit a bad
check, highlighit and click the Edibutton. To add a new bad checkiok the fiNewo button and
enter the required information toeate the bad check file.

Daily Receipt Summnary

This feature allows you to print out all the guest receiptstfe specified business dahisis a

very lengthyprintout so make sure you have enough paper ur yeceipt printer to do thig.he

guest receiptare prited in acondensed format to save paper and will be on one continuous page.
Use this feature with cautiolf.you have a busy day and click this button, yoayend upusingan
entireroll of receipt paper

Re-Open Cashier
Re-opening a cashier is useful to correct any mistakes discovered after the bank was closed.

Toreopen a cashier, follow the steps below. The
1. Click -Ophen f®&shi ero button.
2. On the Revert Signed Out Caghweindow, cl i ck fAYes. 0
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3. Select the cashier to-mpen from the Select Cashier Out Record screen. To be
sure you choose the correct cash tray, check the Liab. # and match it to the
number on the Cashier Liability Report.

4, On the confirmation screenthasdp | ays, c¢click the AYeso bl

Re-Open Deposit

This feature is used to revert a batdposit.To use this featureselectthe fiRe-OpenDeposid
button. A confirmation windovappeas, askingyou toconfirm thatyouindeed wisho re-opena
depositCl i c k t he nYhe seat pdpupwindmwenter the numbreof the bank deposit
slip you wish tore-open A message adirms that the deposit was-opened successfully

Next Day Transfer

This button is ged to transfer all orders to the next business day. Thetorass reset to one

second after the daily start time. This allows the restaurant to keep orders open but still be able to
close the restaurant for the day. To use this feature, youemaisk the option calle®4 Hour

Operation Modén the Back Office undebtore Settings > OtherTab.

Break Missed Report

This feature displays a report that shows all employees who failed to cloftk their scheduled

break periodsontim@& o di spl ay the report, click the ABre
thedesireddatm t he Sel ect Report Date window. When fi
Break Missed Repodisplays o the sreen.Use the arrow buttons to scriiroughthe report, if

necessary. This repartay be viewean the screeor a copy may be printedf, desired.

Close EDC Batch

Clicking the f[iClose EDC Bat cdeld EDCuctybuopaymerg nds a |
processor to close your current batelease note that this feature can only be used if integrated
payment processing with AId&lEDC isenabled.

Frequent Diners Section

New Freq. Diner
This feature is used &dd anewfrequent diner accoumd the system

To add a new frequent dindojlow the steps below. These steps assthiaeanaccounthas been
createdor the customer

1. Click the fAiNew Fregq. Dinero button.
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2. Enter he customephone numbea nd c¢ | Vac kb u thteo .

3. Fill in the customeimformation.The First Name and Last Name are required
fields.

4, When finished, lick t h ¥0 fib u tot o n

This featurecreate both a customer record andraquent diner account for tleeistomer.

Track Order
This feature is used to track ordeos the frequent diner feature.

To track an order for the frequent diner program, follow the steps below.

1. Click thefiTrack Ordeo button

2. Enter the customérphone numbeandc | i c 0t bhet fion. 0

3. Enter the number of the oNdebuybanwodsh
4, A message window lets the user know that the order has been successfully tracked

or that the order cannot be tracked.

a. If the order cannot be tracketietorder has not met the specified
minimum requirements needed to qualify this ofdetracking inthe
frequent diner feature

Redemption

This featuremanually contrdd the redemption of thifequent diner piots that the customer has
earned.

Follow the steps beloww manually redeem credits for frequent dinetters.These steps assume
ordershave been tracked for use with the frequent diner system.

1. Click the iRedemption button
2. Enter the customérphone numbea nd c | Vablu ttt loen . O
3. Enterthe creditamourt o b e gi ven doders.t hi s cust ome

Note: If you have automatic redemptionfaéquent dineitracking pointsenabled, this procedure
handledautomaticallyby Aldelo® POS
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Freq. Diner Acct. List

This featuredisplays a list of alfrequent diner accountsith the total tracked order couand total
tracked oder amounts for each account.

In House Charge Section

In this sectioryou mayreview and maitain all of yourin housecharge acounts. Acess this
featurefrom the Main POS screday dickingt h ©perfations but t on, enteri
and then

subsectionsn this sectionBelow are descriptions of thesubsections and how to usach ofthem.

o i o &N engtn,t hcedh Hbosk Chargee bfu There are fou

Maintain In House Accounts

This feature allowyou to add or update curreimthouse barge accountd.o use this feature, click
the fiMaintainIn HouseAccount® button. The Maintainin HouseCharge Accourstscreerdisplays.
Here you mayick acustomer from the lidb reviewhis or herinformation. To add a new account,

click the fiNewo button and enter the custorbemformation.Click the fiSave button to saveour
changes. Whefinished click the iDoned button.

Create In House Statemerd
This feature allows you to issue statementgotar custaners for accounts that are due.

ng

To create statenmts for yourin houseaccounts, follow the steps below. These steps assume you
have created at least oimehouse acount for a customemd there are chargesttat account.

1.

2.

Click thei Cr draHbuseStatemersd button.

Select the accounter whichyou wish to generate statemetuig selecting their
respective checkboxellultiple accounts may be selected.

Click thed D odabuetton.The statementappear on screen

There are several options thre previewscreen.

a.

b.

fiPreviou® navigatedo the previoustatement.

fiNextd navigatedo the next statement.

fiClear Currerti removes this statemenfrom thedisplayedist.
fiPrint Currend prints the statement currently being viewed.

A P r i nprintsAll tHe gtaterants in thedisplayedist.
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These statemésarearranged sthattheyfit in a normal businessize (#10)window envelope

In HouseAccount List

This feature allows you to review a list of allyajurin houseaccaounts.Click the filn House
Account List button todisplaythe reportlt maybereviewed onscreenprinted, or &ported

Customer Files

This feature allows you to review all gbur customer filesClick the fiCustomer Filegbutton to
displaythe Maintain Customer Records screenréfgou mayreviewa customegs file by dicking
the phone number in the list on tledtiside of the screenoladd anew customer file to the list,
clickt h Hewd b uand eater theequiredinformation.Click thefiSaved button to savgour
changes.

Inventory Activities Section

This section allows you to review inventory items, purchase onftemnation, and other reporfgo

access this sectidrom the Main POS screenlicktheA Oper at i ons o0 budhet on anc
filnventory Activitie® button There are several buttonsthis section. Blow is a descriptioof

what each ofttese buttondoes.

Phy. Count Sheet

This feature prints a list of all your inventory itenidis list may beised when performing a

physical inventory count. The list shows the inventory item néimeénventoryitem location,the
calculated current quantity on hand, and a blank line where the actual counted quantity is entered.
To use this fe&bumeé, Shleiec kb bHhuéetd®ORhyoCantspl ay
Sheet. Younayview the sheet oscreen, export, or print,ias desired

Phy. Inv. Count
Use this feature to record the physical inventory count actually on hand.

To record your physical inventory, follow the steps below. These steps assume you have inventory
entered in the system.

1. Clickonte A Phy. I nv. Co the Physicdd meritooyrCounto di s
screen.

2. Highlight the inventory itenfior which you wish to eter a new quantity

3. Entertheactualguant ity on hand in the fANew Qt
a. This is the total quantity you now have on héaded upon your physical

count not the quantity you are addit@the count
Copyright © 1997 2017 Adelo, LP All Rights Reserved.



18¢ Manager Operations

b. If desired, enter the reason you are makingdinstment to the
calculated count.

4, When finished, click the fAiRecordo butto
a. Once youclick h e i dbetmrgthedystem exits the screen.

If you scan all your inventory items into a scanning dewiben performing your physical

inventory countexpat that information to a text file on your computer. Yimaythen click the

Al nv. D o w n bnahee &hysichl intehtarynCount scremmdselect theext file containing

the scanned inventory items. CIl i ceksoftvdreeandi Downl o
updatethe actual physical inventogount

Inv. Prep. Forecast

This feature prepares a report that shows how 1
should prepare for the day. This information is bagaxh the past inventory usage history for up to

the prior six weeks for the same day of the week. Please note that proper menu recipes and

inventory depletion must be defineshabled and maintainefbr this feature to workroperly.

Tousethisfeatute cl i ck on t he #l andseled® theergport dEmdisptagthes t 0 b u
report. The report may be exported or printesldesired

Hourly Inventory Usage

This feature displays a report that shows the amoueact inventory item used the preparation

of your menu items broken down by the hour of
I nventory Usagedo button to display the Hourly I
date range by adjusty the Report From and Report To dates at the top of the s@iteenreport

may be exported or printed, as desired.

Inventory Items

The Inventory Item$eature allows you to create and maintain your inventory it@ims.feature

may also be accessed from the Back Office by navigatir®etap > Inventory Setup > Inventory

tems. To use this feature, click the Al nventory I
Inventory items may be reviewed or edited. Newitems maydbé e d by <cl i cking the
Enter therequiredinformation for the new inventory item and clittie fiSave button.For more

information on using this feature, s€bapter 5 Information Data Entry Inventory Setup

Inventory Itemson pageB2 of this manual.

t

Menu Recipe

Here you define the menu recipes for your menu items. You must create menuife@peagish to
use Inventory Depletion. To use this feature, clickfi¥ienu Recipé button todisplay the Menu
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Recipe Editor screeihis feature may also be accessed from the Back Office by navigating to
Setup > Inventory Setup > Menu Recipe EditorFor more information on using this featuseg
Chapter 5 Information Data Entry Inventory ®tupi Menu Recipe Editqron pageB4 of this
manual.

Qty Count Down Setup

This feature allows the setup of a countdown of the quantity remaining for each of the items on your
menu. To use this feature, click theQt y Coowmn t S bDttam.gNeéxt, return to the main order
entryscreeneach of the order type buttons i s now r €
any one of these relabeled buttongpen the order entry screéifo add countdown quantities,

select ach menu item in turn. Upon selection of a menu item, the Current Count Down Qty entry
window appears. Enter the quantity of the menu item currently in stock. Repeat this procedure for
each menu item under each of your menu item categuviesn finishedreturn to Inventory
Activities and desel e cuttort Now, wheQ yoy créate anrotdbeD o wn S
guantity of the menu item that is currently in stock displays in the wjagigrcorner of its button.

Selection of the button addsthemenuleim t o t he guestds order and
in stock by one unit. Wheamenui t e m6 s ¢ o u nitmay ro orgbr besaddeckto @ |
customerds order .

Shopping List

If you are usingautomatic inventory depletiomd an inventory item falls below the RaSize
Reorder Point specifiedhahe Inventoy Items screen, the item is placed on the ShoppingTligs.
list showswhat itemsmustbe orderd to bring the inventory badk acceptable level3he report
may be eported or printed, as desired.

New PO (Purchase Ordey

This feature allows you to create a new purchase ordan etukering items from vendorghe
fields are described below.

i Purchase Order #:This the number assigned to the purchase order. If it is a new
purchase ordeth e f i el d di 4 hd parghase érdériswsaveds n t

i Account NumberEnterthe account number for thvendor This number displays
while reviewing purchase orders.

i VendorName:Enter the name of the vendsupplyingtheitems

1 Purchase Order DatEnter theorderdatefor the items.

i Barcode ScarEnter thel t e ba@adanformation. The easiest way do sais to
place the cursor in the Barcode Scan field #weshscan he UPC barcoden the
item.
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i Inventory Item NameEnter he name of the inventory item. As you type, the
softwareattemps to determinehe inventory item name based upon what is
entered so far (autcompletion).

i Quantity OrderedEnter the quantitprdeed.

1 Price Per QuantityEnter the price @r quantity of the ordered item
When all information is enterédr the item ¢ | i A dkdbdttdn é add the iterto the list.
Repeat the steps above &ach item you wish to order frothis vendor. When fished, tick the

ADoneo. blotpmint the purchasefottdewegBcbiptbhehaea
button.

Review PO
This feature allows you to review existing purchase orders.

To review an existing Purchase Order, follthe steps below. These steps assume you have created
a purchase order.

1. Clickt he @A Reobuttenw PO

2. On the Purchase Order Selection screen, select the purchase order to review by
clicking the name of the purchase order #émeh clickingt h e i Rkatton. e w

a. To delete a purchaseder, select thdesiredpurchase orddrom the list
and clickthefi D e | lattom. 0

3. Once in the Purchaser@@®r screen, the purchase order may be edited.

Receive ltems
This feature allows you to receiireventory itemsrom your vendorslt recordgheitemsreceived

fromthevendor and calcul ates the inventory itemso
To use the fAReceive |Itemso feature, foatedaoow t he
purchase order.

1. Click tivee i Reams 0 hkhe Récave Intetorydtenss pcreany

2. Select the date range by entering dates

Dat e 0 atfthe top ofitke screen

3. Select he purchase ordé¢o receivefrom thedrop-downlist at the top of the
screen.

4, Review the itemsn the purchase orddf.all information is correctglick the
fi Fi abutwom
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a. If any information is incorrect or blankighlight the itemand clickthe

i E @ button.
b. To add antem that is not on thpurchase order, click h e dhuéttdnd
C. To remove an item from purchase order, highlight the item and click

thefi R e mobut®ro

5. Onceyou are satisfied thdle list is complete and correct, clitkh e  fOFi ni s h
button.

Other Tools Section

This sectiorcontainsseveral options natccessible througbtherareasof the softwareand
providesshortcuts taertainfeatures in th®ack Office To access the tools ihis sectiorfrom the

Main POSscreer; | i ck t he fAOperationso butt oW beunttteorn .\
Next,d i ¢ kOthehTeol®i but t on.

Caller ID Log

This featureallowsyouto review the entire Caller ID Logas long as you have your Caller ID
configured and workingroperly). To use this feate,click thefiCaller ID Logd button todisplay
the Caller ID Log screen. Rview the log®nthis screery highlighting a call and ticking the
fiDetail button.

Caller ID Switch

This feature is used to tugmur Caller IDon and off If you have the Caller IBeatureconfigured in
your systemyou donot have to worry about this button.

Calculator

The fACal cul ator o button ppeothd cdlailator fedtire oliMiceosoft wi t
Windows.

To Training Mode

This feature is used to turn the training mode on andlodining mode allows the POS system to
be usedo trainnew emplgees without reaaling the training transactions as actual sdlesuse

this feature, click the ATo Training Modeo bu
click thefi Y e sitbon,a confirmation window appears, confirming that you are now in training

mode.Ts wi t ch back to |Iive mode, click the ATo L
same screen | ocation where the ATo Training M

screen appears, clitkh e outtensAnother confirmation window appes confirming that you
have now reverted to live mode.
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Note: If you notice that your training database is not up to date, navigate to the directory where
Aldelo® POSis installed and delete the Training.mdb file. This forces the software to createranoth
Training database file using the current information in you live databaseot delete any other

files in this directory!

Assign Table

This feature allows a manager to assign tables to servers without going into kh@fBee. The
same security level required to run a closing report allows access to this feature.

Add Cash To Bank

This feature allows you to add moneythe start amount of either a staff bank oashier. To use
thisfeaturec | i ck t he AAdd Cash To Banko button and el
prompted to enter the amount to add to the bank start amount. Enter the amount andh déck fi

button.

Customer Incidents

This featureallowsyouto recordbadtelephonecalls toyour restatant. Gick onthei Cu st o me r
I nci dettortandénter the phone numb&om whichthe call cameTheNew Customer
Incidentscreemappeas, allowing you to enter theumber of the order in the Ordeéffield, whether

any food wasvasteddue to the d and any detailaboutthe badcall. This informationdisplaysin

the Customer Information screen whéletering take out oralivery ordersWhile doing so, e
ACust omer |on flashdsavarringtide wslerthat this customer has caugadblems
previously Click this button to see the details of the incident

Driver Summary

This featuradisplaysa reportofeachd r i ver 6 s net
deliveriesTo use this featur e, cli
printed, or exported to a text filas desired

sal es, delivery <co
ck the fADriver Sum

Emp. Still Working

This feature allows you to review a list of all the employees still workilogKed in). To use this
feature, click the AEmp. Still Workingo bu
report displays the employeesd®6 names and t

tton
he d:

Edit Work Schedule

To use this feature, cl iandkelecthhe enfplBydahdsesteduldk Sc h e ¢
you wishto changeThis feature may also be accessed from the Back Office by navigatBsjup

> Employee Setup > Employee Scheduldsor more information on using this feature, s&®apter

571 Information Data Entry Employee Setup Employee Schedulesn pagesl of this manual
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Open Order Report

This featuredisplays a list of albpen orderandlists the servefor each Click the iOpen Order
Repord b utd disglaythe Open Order RepioscreenHere youmayreview orprint the reportas
desired

Media Open

When using the AldefoMedia Display software in tegrated mode witildelo® POS click the
iMedi a Openod thedisplay of thé custoener sebelptanformatmntheMedia
Display Client monitoion this terminal

Media Clear
When using the Alde®Media Display software imtegrated mode witildelo® POS click the
AiMedia Clearo button, i f necessary, to remove

Media Display Client monitoon this terminal

Media Options

When using the Alde®Media Digplay software in integrated mode withdelo® POS click the

i Mead iOpt i o ncsdisplaptheSdttings window of the media display software. Click the
button again to hide the windowhe Settings window allows the user to adjust the port settings,
refresh the colors, view the picture size, view the log file, open or close the station, &ietdiae
Display Client softwargetc, on this terminal.

Media Close

When using the AldefoMedia Display software in integrated mode witldeld® POS click the
AiMedia Closed button to disable the display o
Display Client monitoon this terminal

Media Exit

When using the AldefoMedia Display software in integrated mode withlelo® POS click the
AMedia Exitd button to exiobthigtérminaMedi a Di spl ay

Menu Item Sales By Category

This feature allows you to choose a category aad vhenu itensales basedpon thatcategory.
You mayalso choose to viewour menu item sales for all categori€his reportshows quantity
and salesniformation foreach individual menu itenT his reporimaybe printed or exported.
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Sales By Menu Item Report

This feature generates a report of sales listed by menuTiteiist is sorted alphabetically in
ascending ordeflhis is a shortcut to the Sales By Menu Item Report in the Back Office.

Sales By Category Report

This featuregenerates repot of saledfor each categoryrhis is a shortcut to the Sales By Category
Report in the Back Office.

Server Gratuity Report

This featuregenerateareport of thegratuitieseach serveearnedor the specified datéselect the
desired date range by adjusting the Report From and Report To date fields at the top of the screen.
This is a shortcut to the Server Gratuity Report in the Back Office.
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General Activities

This sectiordescribs the different manager functions in tBack Officeof Aldelo® POS These
items ardisted onthe menu bar undéctivities. 0

Pay EmployeeqPayroll)

Aldelo® POSincludesa simple form of payroll and can assistlie generatiorof the information
you need to pay your employedtsdoesnot calculate taxes or perform advanced deductibns
simply acts as way to generate a statementtfee hours worked, overtime hours, amalges
earned

To generata payroll, follow the steps belowlhese steps assume you have employees with time
card information.

1. Click the fiPay EnBadkOffice osdisplaghasPay on i n t
Employees screen

a. You mayalsoreachthis screen from th&eneralActivities section under
the Activities menu of the Back Office

2. Select the employedar whom you wistto prepare payroll.

a. Select an employee from the Employees list and thieksingleright-
arrowbutton to add that employee to the payroll list. Clickdbeble
right-arrowbutton to add all employees to the payroll.list

3. Fi Il i n the APdJgetHeomatMV/DB/YYYYY.Dat e

4. If there is any additional pajuean employee, select the empleyen the right
and clickthefi Ad d i dbuttomThd systenprompsthe useffor the amount
duethis employee in addition to theiormalpay.Enter this amount and then
clickKothet fion.

5. Clickthedd P r e dbuttenaReview the report to check ferrors The report may

be exported orprintec| i ck t he fADoneo button when
report.
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6. When you are satisfied thaterything is correct, clickhefi P abutton on the
Pay Employees screen.

If you generate a payroll by mistake, ymay undo the previous payrolDnly one payrolimaybe

rolled backyyou maynot roll back a payrolprior tothe current payroll.

New Local EMail

As a way to communicate witither employeesildelo® POSincludesan internal emai system.
This system does not commaate with the interngbut stores messages internally

To send an-gnail to an employee, follow the steps below.

1. In the Back Office, navigate tctivities > General Activities and click on the
New Local Email menuitem. This displaysthe New Local BEMail Message
screen.

2. If desired, se thedrop-downlist near the top of the screenderthe To

Employee(s) labeb filter the job type of the employees you wish tmail.

3. To email individual employees, choosiae employees you wish tomail by
selecting checkboxes next to their names in the Employees list.

4, Use the drogdown list near the top of the screen under the New Message label to
select the employeedm whom thise-mail is originating

5. Type a message the Messagéeld.

a. Use t he nKey beaterthidniessigd & Hamware tkeyboard
is not available

6. Click. @Send

Review Local EMall

As a manager, yomaywant to keep track of yo mp | o gomraumiéations betweemeh other
to make sure the system is not being abused.

To review emails sent by emplyees, follow the steps beloihese steps assumarailswere
created.

1. In the Back Office, navigate #ctivities > General Activities > Review Local
E-mails to displaythe Local Email Maintenance screen.

2. Select the employee you wishtoreviswy c|l i cki ng on the empl
the list
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3. Click thei R e amailobutton.This displaysthe Local Email Viewer screen.

4, Select the anail messaggou wish to revievby dicking on it inthe Email
Messages sectioithe email displaysin theViewing Selected Enail section

Video Surveillance Control Center

This feature is only available if you have a web cam instaierectlyand havechecked thé&nable
Video Surveillance Captures chbok in the Back OfficaunderStation Settings > General Tab.
To use the Video Surveillance Control Centgrto the Back Officeand navigate té\ctivities >
General Activities > Video Surveillance Control Center.

Camera Settings

The Camer&ettings section of the Video Surveillance Control Center allows the user to adjust the
camera settings for the best picture qualityere are four Camera Settingstons: Compression,
Display, Format, and Source. Use thbattonsto adjust your camera settings for the best picture
quality. Under the Format optioAJdelo recommendusing 320 x 240 for the Resolutisetting

and RGB24 for the Pixel Depth (bits)rad Compressiosetting

Disable Camera

By default, the Video Surveillance Control Center captures pictures when triggered by a variety of
events. Use the checkboxes next to the descriptions of the evdigatie the capturef a picture
for a specificevent.

Maintenance

The features under the Maintenance section allow the deletion of previously captured video
surveillance images. If you wish to purge all images whentibgg been in the system for a
specifiednumber of daysenter a value in thBelete All Surveillance Pictures When Older Than
(Days) text box. This value must be a whole nunaérin the range of 0 99, inclusive.To

remove all existing images, clickte A Del et e Al | Surveillance Pic
Snapshot
Click the ASnapshoto button to capture a pict

current time.

Close
Clickthe ACl osed button to exit .the Video Survei
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Video Surveillance Review Browser

The Video Surveillance Review Browser featmraybe found in the Back Office und@ctivities

> General Activities. Use this feature to review the images captured by the Video Surveillance
Control Center. Select the category of pictures you wish to review by expanding the Look In
dropdown list and then clicking on the desired category. Next, click andhedud image you
wish to review by clicking on it in the picture list at the bottom of the window.

Create Menu Item Labels

The Create Menu Item Labels feature is used to generate barcode stickers for menu items. This
feature sexhes for all menu items that have barcode data attached to them and prints barcode labels
that may be attachdad menuthe items.

To print barcode labels for menu items, follow the steps below. These steps assume you are using an
Aldelo certified labelpi nt er with 10 x 30 | abel s.

1. In the Back Office, navigate tctivities > General Activities > Create Menu
Item Labels to display the Menu Item Label Generator screen.

2. Select either th@All Menu Items with Barcod&radio button or théSelect Menu
Itemswith Barcod® radio button.

a. If you choose théSelect Menu Items with Barcodeadio button, you
may filter the results by Menu Category or by Menu Group.

3. Click the ASearchodo button.
4, Select the itemfor whichyou wish to print labels by selecting the ins 6
corresponding checkboxes. You may al so

buttons to select or deselect multiple menu items simultaneously.

5. Enter the number of copies you wish to print.
6. Click the APrintodo button.
7. When finishedg kdtittckn.t he ADone

Maintain Pay Outs

The Mahtain Pay @ts feature allowthe user to make any necessary adjustments to the
information that was entered when a payout was init@akatedIn the Back Office, navigate to
Activities > General Activities > Maintain Pay Outs to display theMaintain Pay Outscreen.

Please note that once the cashiem whase cash trathe payouivas madénas closed his or her
cash drawevia the Cashier Out process, this information is no longer editabledit thepayout
information, select the dieed payout fran the list on the left side of the screen by clicking on it and
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then edithe fieldson the right anecessaryif you wish to void the payout, select the Pay Out

Voided checkbox. If desired,feeehand note may be entered in the Void Reason texi#btixe

and date stammay also be added to the Voié&sortext boxby dicking the buttorthat displays
theclockiconn Cl i ck the fAiSaveodo button when finished

Maintain Manager Cash Outs

The MaintainManager Cash Oufeature allows the user to make any necessary adjustments to the
information that was entered whemanager cash owas initially created. In the Bad&ffice,

navigate toActivities > General Activities > Maintain Manager Cash Outsto display the
MaintainManager Cash Ouscreen. Please note that once the cashier from whose cash tray the
manager cash owtas made has closed his or her cash drawer @i€#shier Out process, this
information is no longer editable. To edit tmanager cash outformation, select the desired
manager cash out frothe list on the left side of the screen by clicking on it and then edit the fields
on the right a necessaly.you wish to void the manager cash out, select the Cash Out Voided
checkboxlf desired, d&reehand note may be entered in the Void Reason text box. A time and date
stampmay also be added to the Voigd&son text box by clicking the button that displdesdlock
icon. Click the ASaved button when finished t

Global Menu Item Price Change

To do batch updates on your nigtem prices, se the Global Menu Item Pri€hange feature.
This screerallows you to adjust menu item prices very quicklydin severaldifferent ways.

To change prices on menu items using the Global Menu Item Price Change screen, follow the steps
below. These steps assme you have createdenu tems.

1. In the Back Office, navigate tctivities > General Activities > Global Menu
Item Price Changeto displaythe Global Menu Item Price Change screen

2. In the Menu Grougropdown list select themenugroupto which you wish to
makeprice changes (oselectAll Menu Group3.

3. In the Menu Items list box, choo#fge menuitemsyou wish to change by
selecting their respective fBbhkeeckboNene
buttons).

4. Select thalesiredprice change optiotoy clicking its respectiveadio button
a. Markup By Percent
b. Markup By Amount
C. Markdown By Percent
d. Markdown By Amount

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



192 Maintenance Activities

e. Amount
i.Use the Amountield to specify the amount of the new price.

5. Based upon the selection made above, enter the amount of the price change as
either a fixedmonetary amount or a percentage.

6. Click thefi U p d auttan.0
a. The resultglisplay in the Price Change Results section.
7. When finished, click the fADoned button.

Export Menu Item Sales
This featureexpors sales informationkzoutyour menu items to a CSYComma Separated Valg)e

text file. In the Back Office, navigate tctivities > General Activities > Export Menu Item
Salesto access the featuridext, enter the beginning and ending dates of the date range for which
you wish to generate the report into their respective date picker windhesn finished, the report
is automaticallyexportedtoy o u r ¢ o G\Prograsmbaiesldelo\Aldelo For Restauranits
ExportMenu Item Sales Recatirectory.Belowis a sample of the texidé. The fields(from left to
right) are Menu Item ID, € ordered, total sales,(lised only aa place holder)Menu Item Name,
Menu Group NameandMenu Item Price

250, 1.000, 3.95, 1, Onion Rings, Appetizers, 3.95

251, 3.000, 14.85, 1, Nachos, Appetis, 4.95

252, 6.000, 35.70, 1, Potato Skins, Appetizers, 5.95

253, 7.000, 55.65, 1, Shrimp Cocktail, Appetizers, 7.95

254, 9.000, 35.55, 1, Friedlicchini Appetizers, 3.95

255, 23.000, 113.85, 1, Fried Mozzarella, Appetizers, 4.95

256, 6.000, 29.70, Nuesadilla, Appetizers, 4.95

257, 8.000, 55.60, 1, Chicken Tenders, Appetizers, 6.95

258, 7.000, 55.65, 1, Lemon Pep. Shrimp, Appetizers, 7.95

259, 4.000, 31.80, 1, Cajun Shrimp, Appetizers, 7.95

260, 0500, 1.98 1, StuffedJalapefosAppetizers, 3.95
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Customer Activities

Maintain Customer Records

The Maintain Customer Records feature allows the user to make any necessary adjustments to the
information that was entered whewgwstomer recortvas initially created. In the Back Office,

navigate toActivities > Customer Activities > Maintain Customer Recordsto display the

Maintain Customer Recordscreen. To edit the information, select the desitestomer phone
numberfrom the list on the lefside of the screen by clicking on it and then edit the fields on the

right, as necessary. If desirefteehandextmay be entered in tHeustomer Notetext box. A time

and date stamp may also be added taCitomer Notetext box by clicking the buttothat

di splays the clock icon. Click the fiSaveodo but

Create Customer Address Labels

The Create Customer Address Labfdature is used to generate address labels for customer
mailings. This feature searches for all custonieithe systenand printsaddress labels useddtck
on envelopes

To print addrestabels forcustomersfollow the steps belowl hese steps assume yane usingan

Aldelo certified label printewith1 0 3@ | abel s.

1. In the Back Office, navigate tctivities > Customer Activities > Create
Customer Address Labelgo display the Customer Address Label Generator
screen.

2. Select either th@All Customerswith Mailing Address radio button or the

fiSelect Customrs with Mailing Addressradio button.

a. If you choose thé@Select Customers with Mailing Addrés=sdio button,
you may filter the results by Postal Code, Area Code, Anniversary
Month, Highest Spending Customers, or Lowest Spending Customers.
When filtering by highest or lowest spending customers, the list is
generated in ascending or descending order by the amount spent by the
customer. In the adjacent text box, enter the number of customers for
which you wish to print address labels. For example, ifwish to print
address |l abels for your 50 | owest
Filter By Lowest Spending Customers textbox and then click the
AiSearchd button to display the I is

3. Choose the customers you wish to print address labels for by sgldwtin
customersé corresponding checkboxes. Y
iSel ect Noned buttons to select or des

4, Enter the number of copies you wish to print.
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5. Click the APrintodo button.

6. When finished, clik t he fADoned button.

Maintain In HouseCharge Accounts

The Maintain In House Charge Accounts feature allows the user to make any necessary adjustments
to the information that was entered when a customer in hdwasgecaccount was initially created.

In the Back Office, navigate tctivities > Customer Activities > Maintain In House Charge

Accountsto display the Maintain In House Charge Accounts screen. To edit the information, select

the desired customer fromettist on the left side of the screen by clicking on it and then edit the

fields on the right a necessary. If desired, freehand text may be entered in the Credit Account Notes
text box. A time and date stamp may also be added to the Credit Account IXbtesxtby clicking

the button that displays the clock icon. Click

Create In HouseCharge Statements
This feature allows you to issue statementgolar customes for accounts that are dae past due

To create statements for ydurHouseAccountcustomes, follow the steps belowihese steps
assune you have creatdéd house acouns for customes and there are chargesttmseaccouns.

1. In the Back Office, avigate toActivities > Customer Activities > Create In
House Charge Statementto display the In House Charge Account List screen.

2. Choose the customers you wish to pstattement$ or by sel ecting tF
corresponding checkboxes. You may alsoclk t he A Sel ect Al 0 ¢
buttons to select or deselect multiple customers simultaneously.

3. Click thed D odabuettonto displaythe statement&.here are several options on
this screen.

a. ThefiPreviou® buttonnavigatedo the previous statement.
b. The fiNext buttonnavigatego the next statement.

c. ThefClear Curreni buttonremoves this statemenfrom the list of
statements currently being viewed

d. ThefiPrint Currend buttonprints the statement currently being viewed.
e. ThefiPrint Allo buttonprints all the statements the print list.

These statements are arranged sbttiey fit in a normal businessze (#10) window envelope.
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Maintain Frequent Diner Accounts

The Maintain Frequent Diner Accountsfare allows the user to make any necessary adjustments

to the information that was entered when a frequent diner account was initially created. In the Back
Office, navigate td\ctivities > Customer Activities > Maintain Frequent Diner Accounts to

displaythe Maintain Frequent Diner Accounts screen. To edit the information, select the desired
customemamefrom the list on the left side of the screen by clicking on it and then edit the fields on
the right a necessary. ClosakyourthangésSaved butto

Maintain Frequent Diner Tracking

Use the Maintain Frequent Diner Tracking feat
diner tracking points.

Toseec u s t ofraguensdiner trackingointsthat have noyetbeen redeerd, follow the steps
below.

1. In the Back Office, navigate tactivities > Customer Activities > Maintain
Frequent Diner Tracking.

2. On the next window, enter the phone number of the custtanaihom you wish
todisplayhei nf or mat i on aWVviod btuhtethonc!| i ck t he A

3. The Maintain Unredeemed Frequent Diner Tracking Points sdisplays

4, View the information on this page select one of the records adlitk the

fi R e mobut®rio permanently delete ttmelectedecordfrom the list.

Maintain Customer Credits

The Maintain Customer Credits feature allows the useteto the information that was entered

when a customer credit was initially creat&étie only editable information on thisreen is the

Credit Status dropdown list and the Void Reason text loothe Back Office, navigate tactivities

> Customer Activities > Maintain Customer Credits to display the Maintain Customer Credits

saeen. ®lect the desired credit from the list tre tieft side of the screen by clicking onYbu may

then view the credit informatioon the rightside of the screenf the Credit Status dropdown list is

set to Voidedthen afreehandvoid reasommay be entered in théoid Reasornext box. A time and

date stamp may also be added to\tbél Reasoriext box by clicking the button that displays the
clock icon. Click the ASaved button when fini

Maintain Gift Certificates

The Maintain Gift Cerficates feature allows the user to view the information that was entered when
a gift certificate was initially created. The only editable information on this screen is the Status
dropdown list and the Void Reason text box. In the Back Office, navigétetiaties > Customer
Activities > Maintain Gift Certificates to display the Maintain Gift Certificates screen. Select the
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desired gift certificate from the list on the left side of the screen by clicking on the account number.

You may then view the giftertificate information on the right side of the screen. If the Status

dropdown list is set to Voided, then a freehand void reason may be entered in the Void Reason text
box. A time and date stamp may also be added to the Void Reason text box by diekdugtdn

that displays the c¢clock icon. Click the ASavebo

New Bad Check

Whena customer write a bad checkhis feature allows you tecordit in the software. If the
customer presents another check in the future, the system warns the user that the customer
wrote a bad chedfireviously A decision can then be made as to whether to accept the new check.
In the Back Office, navigate tactivities > Customer Activities > New Bad Checkto display the

Bad Check EditoscreenSimply fill in all of the requestethformation for the bad check and click

t he Dlion.e

Follow Up Bad Checls

This screen allows yowtselect dadcheckthat was peviously entered into the system and edit its
information.Onceselectedyou mayedit the information concerning the check in the s&ae

Check Editorscreerthat wasused to ecordthebadcheck In the Back Office, navigate to

Activities > Customer Activities > Follow Up Bad Checksto display theBad Checks Lisscreen.

If necessary, select thiiShow All Checké checkbox to display the curreligt of bad checksSelect

the desired check by clicking on todisplaytheBache | i st
Check Editor screen. Edit the check in thi scil
finished.A new bad checknay also be recorded within this featuresbyl ect i ng t he Ne wc
on the Bad Checks List screen

S
fi

Inventory Activities

New Purchase Order

This feature allows you to create a new purchase order when ordering items from vendors. For
furtherinformation on using this feature, s€bapter 21 Operations €nteri Inventory Activities
Sectioni New PO (Purchase Ordegn pagel81of this manual. This feature may also be accessed
from the Main POS scredyy navigating tdOperations > Inventory Activities > New PO.

Review Purchae Order

This feature allows you to review existing purchase ordemsturtherinformation on using this
feature, se€hapter 21 Operations Centér Inventory Activities Sectioii Review PQon page

182 of this manualThis feature may also be accessed from the Main POS screen by navigating to
Operations > Inventory Activities > ReviewPO.
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Create POfrom Shopping List

If you have a larget®pping list,use this feature to create purchase ordeiskly for your vendors.
In the Back Office, navigate thctivities > Inventory Activit ies> Create POfrom Shopping List
to displaythe Create PGrom Shopping LisscreenTo create purchase orders for all vergbnthe
shopping listsimply dickt h e fi C 0lutioh. &he ReWily created purchase orders may be
viewedin the Back Officeby navigatingo Activities > Inventory Activities > Review Purchase
Order.

Create Inventory Item Labels

The Create Inventory Item Labels feature is used to generate barcode stickers for inventory items.
This feature searches for all inventory items that have barcode data attached to them and prints
barcode labels tattachto theinventoryitems.

To print barcode labels fanventoryitems, follow the steps below. These steps assume you are
using an Al delo certified | abel printer with

1. In the Back Office, navigate tactivities > Inventory Activities > Create
Inventory Item L abelsto display thenventoryltem Label Generator screen.

2. Select either th@All Inventoryltems with Barcoderadio button or théSelect
Inventoryltems with Barcod@radio button.

a. If you choose théSelectinventoryltems with Barcoderadio button,
you may filter the results biywentory Vendoior by InventoryGroup.

3. Click the ASearchodo button.
4, Select thanventoryitemsfor which you wish to print labels by selecting the
inventoryi t ems 6 corresponding checkbo&xes. Y

or fiiSelect Noneodo but tpemenuitems sel ect or
simultaneously.

5. Enter the number of copies you wish to print.
6. Click the APrinto button.
7. When finished, click the fADoned button

Receive Inventory ltems

This feature allows you to receive inventory items from your vendors. For more information on
using this feature, s&ghapter 21 Operations Centdr Inventory Activities Sectioii Receive

Items on pagel82 of this manualThis feature may also be accessed from the Main POS screen by
navigating taOperations > Inventory Activities > Receive Items
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Physical Inventory Count

Use this feature to record the physical inventory actually on hamenéi@ information on using
this feature, se€hapter 21 Operations Centér Inventory Activities Sectioii Phy. Inv. Count
on pagel79of this manual. This feature may also be accessed from the Main POS screen by
navigatirg to Operations > Inventory Activities > Phy. Inv. Count.

Maintenance Activities

Remove All Access Denied Logs

This feature allows you to deleddi of the access denied loghis fedure may beaccessed from
the Back Office by navigating tactivities > Maintenance Activities > Remove All Access
Denied Logs.It deletesall Access Deniedecords, and may shrink the database siféer cleaning
up the Access Denied Logs, compact theabasdor increased efficiency

Remove All Caller ID Logs

This featureallows you todelete all of the Caller ID logg-his featuremay be accessed from the
Back Office by navigating téctivities > Maintenance Activiti es > Remove AlCaller ID Logs.
It deletes all Caller ID record andreduce the database sizifter cleaning up the Caller ID logs,
compact the databaar increasd efficiency.

Remove All Customer Named$rom Orders

This fedure allows you to removihie names froma specificcustan e r odders(perhaps due to the
c ust ome r OThis fearirgmagbe ticcessed from the Back Office by navigatinctovities

> MaintenanceActivities > Remove AllCustomer Namesfrom Orders. Once selected popup

window appeas and promys you to enter the custonteiphone numbelEnter the pone number of

the customewhose name yowish todelete fronthe orders. Upon completioa,confirmation
messagappears, displangt he number of or der swasdeletede t he cust

Remove All Redeemed Gift Certificate MSR Card Information

This feature allows you to remove all of the swipe card informdtioredeemedjift certificates.

This featuramay be accessed from the Back Office by navigatinictivities > Maintenance
Activities > Remove AllRedeemed Gift Certificate MSR Card Information. After making this
seledion, a confirmation screeappeas asking if you wishto remove alMSR card track datiiom
redeemear voidedgift certificatesCl i ¢ k t h e Th&rexd windowohfitms thatall of

the scan code information was delesedcessfullyMSR Card information that is already redeemed
is automatically deleted from the system every time the software is restarted.
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Remove Prior Manager Cash Outs

This feature allows you to removtee entireprior managey sash out informatiorT his featuremay
be acessed from the Back Office by navigatingtivities > Maintenance Activities > Remove
Prior Manage Cash Outs You areprompted to enter a date using thenth, day, and year
buttons.Any Manager Cash Outwior tothis selectediateareremoved fronthe system.

Remove Prior Reservations

This feature allows you to remove all the prior reservatidorination.This featuremay be
accessed from the Back Office by navigatind\ttivities > Maintenance Activities > Remowe
Prior Reservations You areprompted to enter a date using thenth, day, and year buttory
reservationrior tothis selecteddateareremoved from the system.

Delete Master Data

Thisfeature allows you to deletiatatase entriethat have never been usedwerecreated irerror.
It may be accessed from the Back Office by navigatingctovities > Maintenance Activities >
Delete Master Data Select the category, theselect the items to deleti.the item is in usdy the
systema messagdisplaysstating that the record cannot be delet@aimpact the database
immediately after using this feature.

Note: This featurds particularly useful when you finistreating your databaseit beforeusing
Aldelo® POSfor thefirst time, to removeanyunnecessargntries.

You mayonly delete items that have sales assodiad with them. Ithe itemhas ever been us¢al
perform a saleheenattachedo another databasem, or hasany linksto the databasehatsoever,
it mug remain in the database forev&he only other option is tdump all your sales to frebe
items and unlink them ghattheymaybe deleted. Make sure the offjieloes not hava forced
modifier connected to it.

Refresh Cumulative Grand Total

This optionrecalculats the total salefigure when using th&how NonrResetable Grand Total

feature This featuramay be accessed from the Back Office by navigatingctovities >

Maintenance Activities > Refresh Cumulative Grand Total. When the recalculation is completed
successfully, a confirmation message displagsenable th&how NonResettable Grand Total

feature, go to the Back Office, navigate $tore Settings > OtherTab,and pl ace an 0 X¢
Setting Value olumn to the right of the Show Non Resettable Grand Total aption
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Third Party Add Ins

New

This feature allows you to create links to other programs. It does not integrate these progfriams,
allows you to open the programs from witiildelo® POS This featuremay be accessed from the
Back Office by navigating téctivities > Third Party Add Ins > New.

When youselectthis, a file opensin WindowsNotepadthat contains the followinghformation:

Instructions:
1) To create a Menu Separator, enter DASH PIPE DASH
2) To enter Menu Command, enter DESCRIPTION,
then PIPE, then the EXECUTABLE PATH.

===> Enter Menu Commands Starting The Following Line <===
New|CurrentPa th

Calculator|C: \ WINDOWS System32 \ calc.exe
Notepad |C: \ WINDOWS System32 \ notepad.exe

Follow the instructions above if you wish to create additional third party add ins. Place your new
code beginning on the line directly beldle last line of this fileWhen finished, save your changes
in Notepad.

Calculator

This featureopers theWindows Calculatorfrom within Aldelo® POS It may be accessed from the
Back Office by navigating téctivit ies >Third Party Add Ins > Calculator.

Notepad

This featureopenswindowsNotepadfrom within Aldelo® POS This featuremay be accessed from
the Back Office by navigating t#ctivities > Third Party Ad d Ins > Notepad
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Database & Support Files

Below is a list of some of the filassed byAldelo® POSalong withexplanations of what they are
and how they wd.

adResSettings.dat

This file contains the Store Settings for your databasgtime you perform aatabaséackup, this
file is copied along withite databasén addition anytime an error occuis your software, this file
hdpsthe Aldelo Technical Support Team to shortiea time it takes to troubleshoot the isstith
your systemlIf you encountern error, call the Aldelo Technical Suppdépartmenand arrange to
send this file by enail.

adReslISV.dat

This file contains the external software linkuch aghe link to thewindowsCalculator You may
createyour own links to other softwagrogramghatare installecbn your computeby editing this
file. For more information on adding an externakwsafe link, see€Chapter 22 Third Party Add
InsT New, on page200of this manualPlease note that if you enter a link to detiént program,
the programo whichyou are linking must be installed on tloeal computerTheinstructions on
how to edit this file areontainedn the file when you open it.

adResHostess.dat
This file containghe settings for the Hostess functions of the software.

adRes.lang

This file contains thanformation used to display text in the softwdfghe software cannot connect
to this file, Aldelo® POSdisplays buttons witmo text.

Database Engine

Aldelo® POSuses théMicrosoft Jet 4ddatabase engine
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Database Recommended Limits

The recommended database limitAldelo® POSis 2 gigabytes. There iso limit on the number of
clients thatmayconnect to the databadmit performancsuffers greatly if there are a large number
of clientsconnected to a databasstalledon a slowcomputer

Compact Database

Periodically(for example, every two weeks)sethe Compact Database feature in the Back ©ffic
of Aldelo® POS Compacting the databashrinks it and reclaimsits unused spacd his makesthe
database smaller, faster, ambre efficient. To compact the databage to the computer thablds
the databaseCloseall other client stations conrted to this database computer. Navigatéhe
Back Officeand dick onthe iCompact Databaséuttonto start the compaicin process. Once
finished,a message notifies the uslkat the compaitin processvas executeduccessfully.

Jet Compact Utility

If you mustuse the Jet Compact Utyl, you mayrun it fromwithin Aldelo® POS To do so,

navigateto Back Office >Help > Technical Supportand press F12 oyour keyboard. When

prompted, aterthe password)533894%The softwareaslksif all client stations are shut down.

Double check tanake sureOnce all stations are shutdoven] i ck t he AYesodo button
andfollow the displayedsteps tacompletethe opeation. This functiorcreates a backup of the

database before the compact is performetthatin caseanything goes wrongll is not lost.

Backup Database

Backing up the database allows yoicteatebackupcopies of your database in casmir live
databasé&ecomes corrupted or unusabifeu mayonly backup the database at the compater
whichthe databasés locally storedYou cannot backughe database to a floppy drivEhe device
must bea CDor DVD recorder drive, amnagneticdape dive, an external hard drive, USB flash
drive,or thec o mp u haml drivesitselfThe database is too large fofloppydisk To backip the
datdase goto the Back Office andlick on thefiBackup Databasdbutton.Select the folder in
which to store thelatabaséackup. Abackup foldeiis providedfor your use in theéldelo® POS
folder during setupAfter you hae seleted the folder for the backupliak the iBackup button.
After the backup is completa confirmationwindow displays a messagelicatingthat the bakup
was performeduccessfully The databas¢he adResSettingdatfile , and the dResHostessat file
are backed uKeep thesdiles safeand always keep a second location for the bagkispin case
your primary backup is damaged

You mayalso use the Windowsuilt-in backyp software to schedule automatiackup times so that

you cancreate anapshobf your database at certain time intervals, or simptpmate the once-
day backip. This mayalso beaccomplishedhroughAldelo® POSin the Back Officeunderthe
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Station Settings > Generallab. Remember thahe other stations must not bening Aldelo®
POSwhen a backup is performed.
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Export Data

This feature allows you to export data to transfer to another blank dataliadeaosferinto an

exising databasdt may be accessed from the Back Office by navigatirigjleo> Import/Export

Data. Toexportthedatas | i ck t he AExport sBlectthepattbexpgordand r a d i ¢
click the fiExpord button.If you wishto export the entire dabaseclick the fiExport Entire
Databaser adi o button and then click the AExporto

This creates a text file containing all theada you have chosen to expdrhis data is in a proprietary

format and cannot be editefthe exported fileis saved irnthe Export folder contained in the\C:
ProgramData Aldelo \ Aldelo For RestauranisExport\ Datadirectory.

Import Data

This feature allows you to import data that was exported from anattielo® POSdatalase.
Follow the steps below to use the import feature.

1. From the Back Office, navigate Fle > Import/Export Data .
2. Click thed I m loutton.
3. Select the export filehat you wish to imporand clickthe filOperd button.

If you try to import into a datatse that has existing datayinformation that cannot be importés
hidden Follow the steps below to restore this information.

1. From the Back Office, navigate 8etup> Menu Setup > Menu Items

2. On the left side of the screen, click on the desiredunggaup and then choose a
button in the grid that is not currently in use.

3. The Menu I tem Editor screen displays.

4, In the Menu Item Picker window that displays, select the menu item that you wish
to assign to the selected grid foutt

5. Click the fnDoneodo button.
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Import New Resource Database

This feature allows you to import a new language database created in the® Aloedtization
Utility. The name of the languadatabaséile is adRes.impThis file contains all theéext strings
for the softwareallowing you to change tie and customize your softwaiRefer to the Aldel®
LocalizationUtility manual for more information on how to create new language databases.

Export Reports
Aldelo® POSallows you to expdrall of the builtin reports. Once inside the repottick the
fi E xrptodo b wonfirmatiandisplays indicatinghat the report haseen saved to als file in

the programs diory uncer the Export folder. Bk Microsoft Excel to viewr editthe exported
file as desired
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Generating Reports

Aldelo® POScontains a multitude of builh reports available to the restaurant owoemanager
These reportmaybe generateth theBack Officeby clicking on theReportsmenu.Here you find
the reports grouped by category. Simply click on a category and select the desired report.

Sample Reports

The remainder of this chapter displays a description and sample of each report availadeioth
POS.These sample reports are listed in the same order in which they are listed in the Reports menu.
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Sals Summary Repor

Report From 1172012 - Report To 1213172012 -

==% Sales Summary Report ===
From 1/1/2012 To 12/31,/2012

Sales Recap

Amount

Total Sales $8,080.43
Food Subtotal: $6,579.61
Bar Subtotal: $1,500.82
(ORDER. SURCHARGES $0.00
ORDER. DISCOUNTS -$£0.00
CASH DISCOUNTS -$0.00
CREDITS USED -%0.00
Tax 1:
Delivery Compensation:

Gross sales:

NEW GIFT CERT. SALES: $z,612.50
BAD CHECK PAYMENTS RECEIVED: £38.49
In House Account Payments: $373.12
TOTAL REFUNDS:

TOTAL FAID OUTS:

NET RECEIFTS EXPECTED = $11,113.67

Total Cash: 7,287.98
Total Checks:

Total Room Charges:

Total Credit Cards:

Gift Cert Redeemed:

In House Charges:

TOTAL PAYMENTS >

<

Export

Sales Summary Report

This report shows total salés the specified date range ditves an overall view of the restauréns
performance
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Guest Count Repo

Report From  [12116/2012 -ReportTD 1213112012 -

FEE GQUEST COUNET Report #%%
From 12,/16/2012 To 12,/31/2012

Breakfast Dinner GuUests

12,/16/2012 29 29
Seat Turnover . 3z.00% 3z.00%

12,17 /2012 2z 67
Seat Turnover . . 16, 00% 55, 00%

12,/18/2012 25 27
Seat Turnover i i 21.00% 22.00%

12,/19/2012 15 37
Seat Turnover i i 1z.00% 31.00%

12,/20,2012 0 ] 36
Seat Turnover . . . 00% 30.00%

1z2/21/2012 27 5g
Seat Turnover . . . 00% 48, 00%

lz/2z/201z2 a 31 gz
Seat Turnover . . . 00% &5.00%

lz/23,/201z2 u] 24 el
Seat Turnowver . . . 00% 30.00%

12,/24/2012 20 2z
Seat Turnover . . . 00% 18.00%

12,/25/2012 0 0
Seat Turnover . . . 00% . 00%

12,/26/2012 14 14
Seat Turnover i i . 00% . 00%

N

Export

Guest Count Report

This report shows the total number of guests servethéospecified date rangéuests are sorted
by Breakfast, Lunch, Dinneand Total Guests.
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[ Sales By Category Re

Report From  [111/2012 -ReportTD 1213172012 -

#%% TOTAL SALES REPORT BY CATEGORY #*%
From 1/1/2012 To 12,/31,/2012
SALES AMOUNT PERCENTAGE

EBeer 582. 7.026%
Food 6,683. 80.631%
Ligquor 762, 9.199%
soft Drinks 260. 3.144%

GRO55 CATEGORY SALES: . 100. 000%
DELIVERY FEES: 5E.

(ORDER. SURCHARGES:

ORDER. DISCOUNTS: (Less)

CASH DISCOUNTS: (Less)

CREDITS USED: (Less)

variance:

TAX 1:

GRO55 SALES:

~N

Export

Sales By Category Report

This report shows the total salithin the report date rangerayped by the menu categorigis
report is useful for reviewing the sales by different categories in the restaurant, foddas
Beveragesetc.
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[ Sales By Hour Report

Report From  [111/2012 -ReportTD 1213112012 -

8:00:00 AM
3:00:00 AM
10:00:00 AM
11:00:00 AM
12:00:00 PM
1:00:00 PM
2:00:00 PM
3:00:00 PM
4:00:00 PM

NET SALES:
TAX 1:
TOTAL TAXES:

Total sales:

#%% TOTAL SALES REPORT BY HOUR #%%
From 1/1/2012 Tlo 12/31/2012

SALES AMOUNT PERCENTAGE ORDERS COUNT AVG ORDER

435,
622.
471.

1,297.

1,301,

1,222.7

L4495
7.793%
- 909%
. 245%
.289%
.309%

. D465
. 693%
.265%

. D00%

$58,572.54

note: Refunds, i

any, are not reflected

in this report.

[ |

Sales By Hour(Summary) Report

This report shows the total saleghin the report date range, grouped by therhwocks in a

summary formatThis report is useful fodeterminingwhich hours are the busiesto that younay
scheduleyour staffaccordingly
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Sales By Hour Details

Report From  [1/1/2012 -ReportTo 1213112012 -

#%% TOTAL SALES REPORT BY HOUR (DETAIL) ##%
From 1/1/2012 To 12,/31/2012

MENU ITEM NAME SALES AMOUNT PERCENTAGE QUANTITY

»=» From 8:00:00 AM To 8:59:59 AM <<<

Baked Potato 3z. .328%
Budweiser .7 . 366%
Buffalo wings . .792%
Buffalo wings . .792%
Buffalo wings . .792%
Coca-Cola . - 166%
Diet Coke . - 166%
Heineken . .526%
onion Rings . .526%
onion Rings . .526%
onion Rings . .526%
Potato skins 7. . 052%
Potato skins . .526%
Potato skins . .526%
Potato skins . .526%
stuffed Jalapefios . L52E%
stuffed Jalapefios . L52E%
stuffed Jalapefios . L52E%
stuffed Jalapefios . L52E%

HOUR. SUMMARY 106.

>»> From 3:00:00 AM To 2:59:59 AM «<<<

Baked Potato
Erint

Bloody Mary
Sales By Hour(Detail) Report

Budweiser
Budweiser
Budweiser
Buffalo wings
Buffalo wings
Buffalo wings
Buffalo wings
<

This report shows the total sal@ihin the report date range, grouped by thertmacks in a
detailed formatThis repors usefulness isimilar tothe Total Sales By Hour Summary Refpor
except that it shows how many of each menu item were sold by each hour.
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[ Sales By Menu Item Repon

Report From  [1/1/2012 - Report To  [12/31/2012 - SOHBY: Descending []

#%% TOTAL SALES REPORT BY MENU ITEM ##%
From 1/1/2012 To 12/31/2012

SALES AMOUNT PERCENTAGE QUANTITY

.029% 57.
6345 21.
9865 50.
482% 5.
94,

Apple Pie 168,
Baked Potato 57.
Bloody Mary 247.
Bucket of wings 39.
Budweiser 258.
Buffalo wings 391.
Cheese (1) 11.
Cheese (m) 9.
Cheese (5] 105.
Cheese (%) 179.
Cheese Cake 126.
Chef salad 160.
Chicken salad
Chocolate Cake
Coca-Cola

Diet Coke
French Fries
Heineken

Maine Lobster
Mashed Potatoes
Medium wings
Mild wings

New York Steak
onion Rings
Pasta salad
Pepperoni (1)
Pepperoni (m)
Pepperoni (s)
Pepperoni (x)
Pork Chops
Potato skins
Roasted Chicken
scotch

IRMNRPWROORNNO00RNORNRBRWERNE OO WONON

Erint

Sales By Menu Item Report

This report shows the total sal@ihin the report dateange, grouped by menu itenT$is report §

useful to find out théastestand slowestseling items andprovides aroverview of items sold

through the report periodhe report may be sorted by any of the three columns, and may be sorted
in ascending or descending order.
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[ Sales By Order Type Re

Report From  [11/2012 -ReportTD 12/31/2012 -

#%% TOTAL SALES REPORT BY ORDER TYPE ##%
From 1/1/2012 To 12/31/2012

SALES AMOUNT PERCENTAGE ORDERS COUNT AVG ORDER

Dine In . B81.397% 221 29.
Take Out . . 872% 23 23.
Drive Thru . . T43% 7 8.
Delivery 77. . 958 42 20.

NET SALES: 7 . . D00% 233 iG: 27.
TAX 1:
TOTAL TAXES:

Total sales:

Sales B/ Order Type Report

This report shows the total sal@ihin the report di@ range, grouped by order ty(@soknown as
Revenue Centers
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Bl
Report From  [111/2012 -ReportTD 121312012 -

=== TOTAL SALES REPORT BY SERVER #%%
From 1/1/2012 To 12/31/2012

SALES AMOUNT PERCENTAGE ORDERS COUNT AVGE ORDER

Austerlitz, Frederick . 1.050% 5
Brodel, Joan 7.7 2.726% 11
Erooks, Foster 77. 0.967% 4
Gumm, Frances 75. 2.202% 1
McMath, virginia . 20. 895% B0
Powell, Eleanor 71. 63. 496% 155
Ventura, Dave . B.663% 37

NET SALES: 7 . . DDO% 293
TAX 1:
TOTAL TAXES:

Total Sales:

~N

Export

Sales By Server Report

This report shows the total salegthin the reportdate range grouped by servers.
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Sals By Station Repo

Report From  |1/1/2012 nReporlTD 121312012 n

#%% TOTAL SALES REPORT BY STATION ##%
From 1/1/2012 To 12/31/2012

SALES AMOUNT PERCENTAGE ORDERS COUNT AVG ORDER

station 1 755. 133
Station 2z .7 52.984% 160

NET SALES: 7 . 100.000% 293
TAX 1:
TOTAL TAXES:

TOTAL SALES:

Note: Refunds, if any, are not reflected in this report.

> | 3

Export

Sales By Station Report

This report shows the total saleghin the report date range groupey computer ttions.Usethis
report to see the load of computeat&in usagewithin thereport periodto betterallocatePOS
station usageandto determinethe necessityof adding additional POS stations.
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[ Daily Sales Analysis Repor

Report From  [81/2012 -ReportTD 813112012 -

2012-08-07
2012-08-08
2012-08-11
2012-08-12
2012-08-13
Z201z2-08-14
2012-08-15
2012-08-21
2012-08-22
2012-08-25

TOTAL:

##% DAILY SALES ANALYSIS REPCRT
From B/1/2012 To 8/31/2012

NET SALES TOTAL TAXES

TTL SALES

PERCENT

11.30
.35
.25
.14
.37

12.7
138.

377%

- 100%
. B03%
- 690%
. 058%
.583%

$3,387

Note: Refunds, if any, are not reflected in this report.

R R L)

ORDER

MIN ORDER

MAX ORDER

I
2t

Daily Sales Analysis Report

This report shows the total sal@ihin the repeot date range grouped by days.

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



21t Reports

Report From 12012 - Report To  [12/31/2012 -

##% WEEKLY SALES ANALYSIS REPORT ==%

NET SALES TOTAL TAXES TTL SALES PERCENT AVG ORDER

week 02/12-02/18 2012 1,083.7 78.54 1,162.33 . 0445
week 02/26-03/04 2012 258. 79 04 . 498%
week 03/26-04,/01 2012 7 .83 . 045%
week 04,/02-04/08 2012 27. .06 -135%
week 04/09-04/15 2012 . .91 . 260%
week 04/16-04/22 2012 7 -115%
week 04,/30-05,/06 2012 281%
week 05,/28-06/03 2012 B882%
week 06/18-06/24 2012 297%
week 07/30-08/05 2012 67%
week 10/22-10/28 2012
week 10,/29-11,/04 2012

Ly
[ URL N

r
[N

. 643%
.033%

HOOR WmmD e

-
o
=]

TOTAL: . 0005

Note: Refunds, if any, are not reflected in this report.
»>»> Weekly Report Ends Every Sunday
>>> Weekly Number Start with the First week End Date for the Current Year.

I
2t

Weekly Sales Analysis Report

This report shows the total sales groupeaviegis.
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Monthly Sales Analysis

Report From  [111/2012 -ReportTD 12/31/2012 -

##% MONTHLY SALES ANALYSIS REPORT #%%

NET SALES TOTAL TAXES TTL SALES PERCENT MIN ORDER MAX ORDER

January . . . 29.517% . 4. 118.22
February . . . . . 42.
March . . .107 . 4.
April . . .07 7 . 0.
May . 7E. . . 19.
June . . . 7 . 19.
July 7 . . . . 19.
December 750. .7 . 7. .7 0.

i |
Erint

Monthly Sales Analysis Report

This report showthe total sales grouped by mosith
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Quarterly Sales Ana

Report From  [111/2012 -ReportTD 12/31/2012 -

#=% QUARTERLY SALES ANALYSIS REPORT ===

NET SALES TOTAL TAXES TTL SALES PERCENT COUNT AVG ORDER MIN ORDER MAX ORDER

1st qQtr 1,367.74 .22 1,466. 55.587% 7 26. 0.00 271.7
znd Qtr 1,028.07 79.52 1,107. 41.970% 32. 4.24
3rd Qtr 18.94 .31 20. 0. 5 22. 22.25
4th Qtr 41.20 .03 44, 1.676% 8. 4.24

TOTAL: .95 .08 $2,6339. 100. 000% 7 iG: 27.

Note: Refunds, if any, are not reflected in this report.

i |
Erint

Quarterly Sales Analysis Report

This report shows the total salgrauped by quarters.
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Yearly Sales Analysis

Report From  [11/2009 -ReportTD 123112012 u

##% YEARLY SALES ANALYSIS REPORT #=%%

NET SALES TOTAL TAXES TTL SALES PERCENT COUNT AVG ORDER MIN ORDER MAX ORDER

2,455.95 .08 2,639.03 30.785% 7 27.61 0.00
4,218.10 7.59 4,525.69 52.793% 36.16 0.00
561.97 .23 603.20 7.036% 23.39 0.00
750.91 71 B04.62 9.386% 18.73 0.00

7,986.93 -61 £8,572.54 100.000% G .26

Note: Refunds, if any, are not reflected in this report.

Export

Yearly Sales Analysis Report

This report shows the total sales groupeqdss.
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.SdesVshWEMGle,.-’

Report From  [111/2012 -ReportTD 1213112012 -

#%% SALES VS. INVENTORY USAGE BY AUTO DEPLETION ##%
From 1/1/2012 To 12/31/2012

AMOUNT PERCENTAGE

TOTAL FOOD SALES: %7,986.93
TOTAL FOOD COST: (Less) $2,543.60 31.85%

GRO55 PROFITS: $5,443.33 68.15%

Note: This report will only reflect estimated inwventory
usage as a result of automatic inventory depletion.

[ |
Erint

Sales Vs. Inventory Usage By Auto Depletion Report

Thisreport showshe total sales and the total inventory usage by auto depletion for the report date

range.The inventory usage informatiatoesnot show in this repoif the auto depletion featuis
disabled
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Labor Vs, Sales By Brea

Report From  [1/1/2012 -ReportTD 1213112012 -

#%% LABOR VS. SALES BY BREAKFAST, LUNCH, & DINNER REPORT #%%
From 1/1/2012 To 12,/31/2012

SALES AMOUNT PERCENTAGE ORDERS COUNT AVG ORDER LABOR COST LABOR PERCENT

BREAKFAST SALES 1,057. 13.243% 54 13.59 236.72 22.381%
LUNCH SALES 6,023, 75.492% 134 31.08 1,205.78 19.998%
DINNER SALES . 265% 45 13.99 213.45 23.723%

NET SALES: 7 . . D008 233 ‘G: 27.26 $1,655.35 20.733%
TAX 1:
TOTAL TAXES:

TOTAL SALES:

Note: Refunds, if any, are not reflected in this report.
Labor cost is based on the time card attendance value.
It does i nt over ti i

i |
Erint

Labor Vs. Sales By Breakfast, Lunch, & Dinner Report

This reprt shows the total hourlgnd salary labor cost for the report date eaagd the grouped
meal times This repordispays up-to-the-minuteinformation andncludes employeesvho havenot
yetclockedout for the day. This repomayalso be usetb determinehow mucheach of themeal
times groupsgeneratein sales The time rangefor Breakfast, Lunch, and Dinner are itheidin the
Back OfficeunderStore Settings > General.
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[ Sales By Area Report

Report From  [111/2012 -ReportTD 1213112012 -

*#xx Sales By Area Report =%
From 1/1/2012 To 12/31,/2012

Dining Room

Beer

Food

Ligquor

soft Drinks
DELIVERY FEES
SURCHARGE

ORDER. DISCOUNTS
CASH DISCOUNTS
Credits Redeemed
Tax 1

Tax 2

Tax 3

GROSS SALES

*xx payment Information ===

Cash 2,990.68
House Account 385.24
Gift Certificate 1,046.60
Check 396.06
Visa 735.13
Mastercard

American Express

Discover

TOTAL PAYMENTS 6,253.03

==* Gratuity summary ===
sh

75.33
26.01
32.04
Gift certificate 74.06

4 | |
Erint

Sales By Area Report

This report displaysales infemation broken down bthe definedarea (for eample, Dining Room,
Patio, Bar, Drive Thru, Deliveryake Outetc). A total for all defined areas displays at the bottom
of the report.
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22¢

Gift Certificate List Repord

DATE/TIME

2/15/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13,/2012
4/13/2012
4/13/2012
6/21,/2012
6/21,/2012
6/21,/2012
6/21,/2012
6/21,/2012
9/19,/2012
9/19,/2012
7/18/2012
7/18/2012
7/24/2012
8/12,/2012

##* GIFT CERTIFICATE

10:27:38 A

9:27:00

3:54:56 AM

AM

Account Number ISSUED TO PRESENTED BY

Paul Gentry Jim Newman
Paul Drake Mr. Mason

3:56:36 AM 7
10:26:16 A
10:a41:18 A
10:42:06 A
11:56:51 A

130
:51
:52
:53
54
134
134
128
128
t13
135

da e da DD L L L L

PM
PM
PM
PM
PM
AM
AM
PM
PM
PM
PM

Dan Brown Ron Brown

Jim Newman Dave ventura
Ron Brown Dave Ventura

Paul Gentry

1

ventura
ventura
ventura
ventura
ventura
ventura
ventura
ventura
ventura
ventura
ventura
ventura
ventura
George Murphy
George Murphy
Joan Brodel
Joan Brodel
Dave ventura
Dave ventura

Gift Certificate List Report

ll““!!!!!!!“‘ll‘l““‘!!l!!““ll

This report showall outstanding gift certificateslong with thecurrently remaiing account

balance amountt also providesn overview of how m@ny gift certificatehavenot yetbeen
redeemedThis report may be sorted by any column (except for tHar8a column) and may be
displayed in either ascending or descending order.
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Gift Certificate Redel

Report From  [111/2012 -ReportTD 1213112012 -

DATE/TIME

1/12,/2012
1/12,/2012
2/15,/2012
4/12,/2012
4/12,/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/16,/2012
4/16,/2012
4/16,/2012
4/16,/2012
8/13/2012
8/13/2012

GIFT CERTIFICATE REDEMPTIONS
From 1/1/2012 To 12/31/2012

9:33:33 AM
3:35:42 AM

11:15:14 AM

3:55:34 PM
4:04:00 PM

10:23:45 AM

10:30: 40
10:43:48
10:44:31

11:25:05 AM

TOTAL REDEEMED:

Account Number

000111
00011

000110
000110
000113
000110

4
)

i I

[ e R R R
[ e R R R

station

Cash Tray

CASHIER NAME

Eleanor Powell
Eleanor Powell

Joan
Joan

Eleanor Powell

Joan
Joan
Joan
Joan
Joan
Joan
Joan
Joan
Joan
Joan
Joan
Joan
Joan
Joan
Joan

Erodel
BErodel

Erodel
Erodel
Erodel
Erodel
Erodel
Erodel
Erodel
Erodel
Erodel
Erodel
Erodel
Erodel
Brodel
Erodel
BErodel

i |
it

Gift Certificate Redemption Tracking Report

This reportshows the gift certificate redemptionfor the report date rangmcludingthe date and
time, the certificate numbethe account numbetheorder number, where it was redeen(siétion

and cash traypy whom it was redeemedndthe redemption amount
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[ Order Payments Re

Report From  [111/2012 - Report To  [12/31/2012 - SOHBY: Descending [C]

#%% ORDER PAYMENTS REPORT ##%*
From 1/1/2012 To 12/31,/2012

DATE/TIME Cashier # ORDER. #

4
)

CASHIER NAME AMOUNT PAID

2/15,/2012
2/15,/2012
2/15,/2012
2/15,/2012
2/15,/2012
2/15,/2012
2/15,/2012
2/16,/2012
2/16,/2012
2/16,/2012
2/16/2012 9:41:31 AM
2/16/2012 11:08:09 AM
2/16/2012 2:13:11 PM
3/1/2012 2:

3/1/2012

3/1/2012

3/1/2012

3/1/2012

3/1/2012 3:

3/2/2012 4:

2/13,/2012 4:31:05
2/13/2012 4:31:12
2/13/2012 4:31:18
2/13/2012 4:31:24
2/14,/2012

2/14,/2012

2/14,/2012

2/14,/2012

2/14/2012

2/14,/2012

2/14,/2012

2/14,/2012

2/14,/2012

4

Cerlea e = PR

Order Payments Report

-

Joan Brodel (By: Foster
Joan Brodel

Eleanor Powell

Eleanor Powell

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel

Joan Brodel (By: virgin
Eleanor Powell

Eleanor Powell

Eleanor Powell

Eleanor Powell

Eleanor Powell

Eleanor Powell

Joan Erodel 1 virgin
Joan Erodel @ virgin
Joan Erodel @ virgin
Joan Erodel @ virgin
Joan Erodel @ virgin
Joan Erodel @ virgin
Joan Erodel @ virgin

B
W

D AD D D e LR R R R

B e e e ]
W

3 R R B B P Pl i i BB BB B B B TR R R
L L L L Ll Ll Pl Pl T T T R
IRRRRERERRRRRERRRRRRERRRERERER R R RRERERR R

For the selected date rangeistreportdisplaysthe register colleains of order payments with cash,
cradit cards, and¢hecks A summary of the tendered amounts and the gratuities displays at the
bottom of the reporfThis report may be sorted by any column and may be displayed in either
ascending or descending order.

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



22¢ Reports

Report From 11172012 - Report To  [12/31/2012 - Sort By : Descending []

OTHER. PAYMENTS REPORT ##%
From 1/1/2012 To 12,/31/2012

DATE/TIME

a}
4

CASHIER NAME AMOUNT PAID PAYMENT METHOD

BErodel :
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Erodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
erodel (By:
BErodel
BErodel
BErodel
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:
Brodel (By:

2/15 /2012 $80.
2/15,/2012
4/10/2012
4/12/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
4/13/2012
6/21/2012
6/21,/2012
6/21,/2012
6/21,/2012
6/21,/2012
6/21,/2012
&/

cocacccadodacaagaaaaaaaad

8/12,/2012

8/12,/2012

8/12,/2012

9,/19,/2012

9,/19,/2012
4

A a = » T

Other Payments Report

Malatalalatalalol bl ool d ol ol ol ol d ol ol bl ol ol
|
e e L L L L e e e s e e e e e e ]

B DD e e e e e e L L L L L L LR
LT e e L L L R TR TR T R L

1 g 00 U LR 00 00 e LR

This report summarizes all the register collectiforsnonorder payrents with cash, credit cards,
and checksThis report includenew git certificate sales collectianandbad checkeimbursement
collections.
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22¢

]n House Account Pa

Report From  [11112012 -ReporlTo 123112012 - SOHBY:

Descending []

DATE/TIME

2/16/2012 9:24:43 AM
7/22/2012 10:48:22 AM
8,/13,/2012 4:08:05 PM
12,/9/2012 9:54:17 AM
12,/9/2012 9:54:17 AM

12,/12,/2012 10:17:21 AM
12/12,/2012 10:24:51 AM

#=% TN House ACCount Payments %%
From 1/1/2012 To 12/31/2012

CT CASHIER NAME AMOUNT PAID PAYMENT METHOD
Brodel
BErodel
BErodel
BErodel
BErodel
BErodel
Brodel

HEERERR G
|

5T = sStation

AMOUNT TENDER

In HouseAccount Payments Report

This report summarizes ttie HouseAccount Rayments report. t gives aroverview of the
customersvho have paid theiaccountswithin the specified date range.
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[ Pay Out Details Repo

Report From 1;1;2012 - ReportTo [12/31/2012 - SOHBY: Descending [C]

#%% PAY OUT DETAILS REPORT ##%
From 1/1/2012 To 12,/31,/2012

FAID TO DATE,/TIME AMOUNT PAID DESCRIPTION

Modesto Bee Newspaper Co.2/15/2012 9:35:51 AM $47.63 Newspapers for week of 1/21 - ventura
Harold Nicholas 2/15,/2012 9:42:26 AM $100.00 Unexpected auto repairs. ventura
Save Mart 7/18,/2012 4 15:58 PM $12.56 Ran out of tomatoes. ventura
Frederick austerlitz 7/18/2012 7:0 $155.17 Needs to buy a new pair of sho ventura
Modesto Bee Newpaper Co. 5/12/2012 12 51'02 PM  £47.63 Newpapers Tor week of 8/10 - 8 ventura
Harold Nicholas 8/12/2012 1:03: PM $100.00 Unexpected auto repairs. ventura
Chanticleer window Serviclz/13/2012 1:30: 2 PM  $50.00 wash windows 1/13/2010, inwv.#3 ventura
Save Mart 12/13/2012 4:49:43 PM  $5.00 Ran out of onions. ventura

~N

Export

Pay Out Details Report

The report shows the payolits the specified date rangehe repat displaysthe recipient, date,
time, amount, descriptiomndthe employee who made the payout
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i Manager Cash COut Repor

Report From  [11112012 -ReportTD 1213112012 - SOHBY:

Descending []

== Manager Cash Out Report ===
From 1/1/2012 To 12,/31/2012

Cash out # DATE/TIME Cash Out By Cash out

Amount

station

Cashier Name

1/14,/2012 1:04:33 PM Dave ventura
8,/12,/2012 8:13:21 AM Dave ventura
12/8,/2012 2:55:20 PM Dave Ventura

$500.00
$100. 00
$250.00

1
1
1

Joan Brodel
Joan Brodel
Joan Brodel

TOTAL AMOUNT:

$£B850.00

Export

Manager Cash OutDetails Report

This report showthe detailsof any manager cash out transactions
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[ Refund Details Repor
Report From  [11/2012 - Report To  [12131/2012 - Sort By : Descending []

#%% REFUND DETAILS REPORT #*%
From 1/1/2012 To 12/31/2012

DATE/TIME AMOUNT METHOD REASON
7/18/2012 4:20:3 $4.24 CASH Food was cold. 1 2 Dave Ventura
8/12/2012 1:11:3 $26.75 CASH Pizzas were cold when deliwvered. 77 1 1 Dave Ventura

5T = s5tation
CT = Cash Tray

Export

Refund Details Report

This report shows the refungerformed forduring thespecifiedreportdate range.
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23¢

Total Payments Received Su

Report From  [1/1/2012 -ReportTD 1213112012 -

#%% TOTAL PAYMENTS RECEIVED SUMMARY #%%
From 1/1/2012 To 12/31/2012

Payment Type Payments

Mastercard:
American Express:
Discover:

Carte Blanche:
Diner's Club:

ATM / Debit Card:
Room Charges:

Gift Cert Redeemed:
In House Charge:

Total Cash:

Total Checks:
Total Room Charges:
Total Credit Cards:
Gift Cert Redeemed:
I h H

Erint

Total Payments Received Summary Report

This report shows the total pagmts received, by payment type, for #pecifiedreport dag¢ range.

Copyright © 1997 2017 Adelo, LP All Rights Reserved.



234 Reports

Cushumer Info Report

CUSTOMER. NAME PHONE NUMBER TOTAL SPENT TOTAL COUNT AVG ORDER MIN ORDER MAX ORDER

##% CUSTOMER INFO REPORT #%%

Joe Yule (209) 222-3456 $105.
Daniel Dailey ({209) 487-8230 $z13.
Dave Beck (209) 555-1212 $572.
John smith (z09) 555-1234

Paul Gentry ({209) 555-4321

Donald oConnor ({209) 555-6789 0.
James Newman {209)

Jerry Lester {209)

Barbara Boxer {209)

Donald O'Connor {209)

Raymond Bulcao {209) 7

John Doe 824-2038

Ethel Keeler 824-B8230

Darryl Shields 876-4239

Charles Bancroft BB8-7654

Ted Shively 999-8765

MU OWONOOONoOmW =&

16 of 16 Records sShown

Customer FilesReport

This reprt showscustomer names, phone nung)end sales informatiortJse this report teiew
your customer@spending at your restaurant.
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Customer Sales By Date

Report From  [111/2012 - Report To  [12/31/2012 - SOHBY: Descending []

=== Cystomer sales By DAte Range ===
CUSTOMER NAME PHONE NUMEER TOTAL SPENT TOTAL COUNT AVG ORDER MIN ORDER MAX ORDER

Joe Yule (209) 222-3456
Daniel Dailey ({209) 487-8230
Dave Beck ({209) 555-1212
John smith (209) 555-1234
James Newman {209)
Raymond Bulcao {209)
Ethel Keeler {209)
Charles Bancroft (z09) B85-7654
Ted Shively (z09) 999-8765

[ =
R L g U g D

9 of 92 Records Shown

11 |
Erint

Customer Sales By Date Range Report

This regportshows all customesales fothe specified date rangét. may be sorted by any column, in
ascending or descending order.
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Specific Customer Purchase

Report From  [111/2012 -ReportTD 1213112012 -

#%% INDIVIDUAL CUSTOMER PURCHASE SUMMARY #%%
From 1/1/2012 To 12/31/2012

DATE /TIME ORDER # ORDER TYPE ORDER AMOUNT SPECIFIC CUSTOMER NAME

2/16,/2012 9:40:10 AM 48 Delivery $7.25
8/12,/2012 4:40:04 PM 219 Dine In $59.43
8/14,/2012 4:42:52 PM 224 Dine In $48.43
8/14,/2012 4:44:02 PM 225 Dine In $100. 45
8/15,/2012 12:46:00 PM 227 Dine In $52.24 Charles Bancroft

TOTAL SUMMARY: 5 <<« Total Count $267.80 =<<< Total Spent

|
Erint

Specific Customer PurchassReport

After specifying thec u s t o mephoBesuntber,Ithis repahionsthec u s t osalesrhiétary for
the specified date range
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Customer Anniversal

##% CUSTOMER ANNIVERSARY LISTING REPORT ##%
“MONTH=07>

CUSTOMER. NAME PHONE NUMEBER ADDRESS STATE POSTAL CODE

Charles Bancroft ({209) BBE-7654 584 Kansas Ave. Modesto
Ethel Keeler 824-8230 1300 K S5t. Modesto
Daniel Dailey 487-8230 3300 Bonnevier St. Modesto
Ted Shively 999-8765 2666 Fiedler way Modesto
Joe Yule 222-3456 584 Creekside Drive; Apt. Modesto

Customer Anniversary Report

This reportdisplayscustomersvho were added to the tibaseduring the selectechonth This
report is usefuby themarketingdepartmentThe anniversaris setup in the customer recditd by
c | i c k iAnmvergatyMonttid button.
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Customer Credit List

##* CUSTOMER CREDIT LIST ===%

DATE/TIME CREDIT # CUSTOMER PHONE CREDIT REASON . CREDIT

2/13,/2012 4:20:55 PM 1 (209) 555-8230 Birthday Dave Ventura
8,/11,/2012 11:38:45 AM 3 (209) 555-8230 Birthday Dave Ventura
8/14,/2012 10:48:27 AM 4 {209) B876-4239 Credit Issued For Fr Dave ventura

Export

Customer Credit List Report

This reportdisplaysall currently existingcustomer credits.
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Customer Credit

Report From  [111/2012 - ReportTo [12/31/2012 - SOHBY: Descending [C]

#%% CUSTOMER CREDIT REDEMPTIONS ##%
From 1/1/2012 To 12,/31,/2012

DATE/TIME CREDIT # ORDER # EMPLOYEE NAME AMOUNT REDEEMED

3/1/2012 9:27:28 AM virginia McMmath $65.
3/1,/2012 2:24:24 PM virginia McMath

3/1/2012 2:31:46 PM virginia McMath

3/1/2012 2:33:18 PM virginia McMath

8/11,/2012 11:17:40 AM Eleanor Powell

TOTAL REDEEMED:

Export

Credit Redemption Tracking Report

This reportdisplaysthe custmercredit redempbns within the specifiedreport date range.
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Frequent Diner Accoun

##% FREQUENT DINER ACCOUNTS ##%

Frequent Diner NUMEER. TRACKED COUNT TRACKED AMOUNT Mailing Address

Raymond Bulcao 7 77 0 $0.00 2800 Pinnacles Drive
Charles Bancroft B8B-7654 5 $279.55 584 Kansas Ave.
Darryl Shields 876-4239 0 $0.00 1756 Douglas Drive

~N

Export

Frequent Diner Accounts Report

This report shows the existing frequemeti accounts lisiThis reporincludesthe customes
name, phone number, number of orders tracked, tracked amoaitipgraddress, city, state, postal
code and email address.
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241

Frequent Diner Tracki

Report From  [111/2012 -ReportTD 1213112012 -

Charles
Charles
Charles
Charles
Charles

Bancroft
Bancroft
Bancroft
Bancroft
Bancroft

Darryl Shields

TOTAL SUMMARY:

=== FREQUENT DIMER TRACKING #%%
From 1/1/2012 To 12/31/2012

PHONE NUMBER

Tracked Date

(209) 888-7654

(209) =88
(209) =88
(209) =as
(209) =88

(209) 876-4239

54
54
54
54

8/15,/2012
8/15,/2012
8/15,/2012
8/15,/2012
8/15,/2012
8/14,/2012

12:
12:
12:
12:
12:
10:

ORDER #

ORDER TOTAL SPECIFIC CUSTOMER

216
219
224
225
227
179

Charles Bancroft

[

i |
it

Frequent Diner Tracking Report

This reportdisplaysthe frequent diner tking information for the specified date range.
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Frequent Diner Tracki

Report From  [111/2012 - Report To  [12/31/2012 - SOHBY: Descending [[]

#%% FREQUENT DINER TRACKING ##%
From 1/1/2012 To 12/31/2012

PHONE NUMEBER Tracked Date ORDER # ORDER TOTAL SPECIFIC CUSTOMER|

Charles Bancroft 7 8/15,/2012 12:49: 216

Charles Bancroft 8/15,/2012 12:50: 219

Charles Bancroft 8/15,/2012 12:50: 224

Charles Bancroft (209) B88-7654 8,/15,/2012 12: H 225 45

Charles Bancroft ({209) 585-7654 8/15,/2012 12:51: 227 .24 Charles Bancroft

TOTAL SUMMARY: 1 79.55

i |
Erint

Frequent Diner Tracking By Account Report

This reportdisplaysthe frequent diner tracking information for the specified date réorge
specific customer
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Report From  [111/2012 -ReportTD 12/31/2012 -

*#xx Frequent Diner Sales Summary Per Account *=*=*
From 1,/1/2012 To 12,/31,/2012

Charles Bancroft

Unknown Name 4 Total Orders
Charles Bancroft 1 Total Orders

Total 5

Darryl Shields

parryl Shields 1 Total oOrders

Total 1

Raymond Bulcao

==* No 5ales Info ===+

Total

~N

Export

Frequent Diner Sales Summary Per AccounReport

This reportdisplayssales informatiotior eachfrequent dinefor the specified date range.
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In House Charge Accounts

CUSTOMER. NAME PHONE NUMBER EXPIRES STATUS CREDIT LIMIT BALANCE AVAIL CREDIT

##* CUSTOMER IN HOUSE CHARGE ACCOUNTS ===

Raymond Bulcao ( )] 2/9/2017 Active $1,000.00 $0.00 $1,000.00
Dave Beck 12/31/2016 Active $500.00 $9.12 $490.88

1] |
Erint

In HouseCharge Accounts Report

This reportdisplaysthe In HouseChargeAccounslist. It shows he customer charge account
balance and other informatiolfia customed account ilosed,it doesnotappeaiin this report
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24¢

In House Charge Trackil

Report From  [11/2012 -ReportTo 12/3112012 -

Dave
Dave
Dave
Dave
Dave

[CUSTOMER. NAME

Raymond Bulcao
Raymond Bulcao

Beck
Beck
Beck
Beck
Beck

NUMEER.

##% IN HOUSE CHARGE TRACKING REPORT ##%
From 1/1/2012 To 12/31/2012

DATE CHARGED

ORDER #

CHARGE DUE DATE Charged Amoun

DATE PAID

555-1212
555-1212
555-1212
(209) 555-1212
(209) 555-1212

2/15,/2012
2/16/2012
2/16,/2012
7/21,/2012
12/9,/2012
12,/9/2012
12,/12/2012

2/15,/2012
2/16,/2012
2/16,/2012
7/21,/2012
12/9,/2012
12,/9/2012
12,/12/2012

2/16/2012
8/13/2012
7/22/2012
12/9/2012
12/9/2012
12/12/2012

Not Paid

11 |
Erint

In HouseCharge Tracking Report

This report shows thim HouseChargetracking informationlt displays all charged ordewvgthin
the specified date range
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24¢ Reports

[ Outstanding Bad Checks

ISSUER NAME ISSUED DATE AMOUNT CHECK # EANK ROUTING ACCOUNT NUMBER STATUS

John smith 6,/19,/2012 $77.62 14539 56789 12345678390 In House Collecting

Jerry Lester 8/15,/2012 $114.46 144 54321 12345678390 In House Collecting

John Doe 1z/1/2012 $10.00 101 56789 456 collections Collectin

Raymond Bulcao 12/1/2012 $25.00 147 56789 1234567830 In House Collecting
order #: 196 Driver Lic #: AD123456 Accepted By: Joan Brodel

##% QUTSTANDING BAD CHECKS REPORT #%%

TOTAL COUNT: 4
TOTAL AMOUNT: $227.08
AVG CHECK: $56.77

[ |
Erint

Outstanding Bad Checks Report

This reportdisplaysall outdanding bad checks recordedtlire system.
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Reports

Cushumer Incidents Re
Report From  [11/2012 - Report To  [12/31/2012 - Sort By : Descending []

#xx Cystomer Incidents Report ==
From 1,/1/2012 To 12/31,/2012

ORDER. #

INCIDENT DETAILS

Customer used stolen credit card.
Pizza delivered but nobody was home.

LOSS RESULTED CUSTOMER PHONE

DATE/TIME

10,/139,/2012 7:40:27 P298 Yes
12/15/2012 4:49:58 Pz84 Yes

Export

Customer Incidents Report

This reportdisplaysthe customer incidenbg informationrecorded irthe system.
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Reports

Active Employee's Schedules

SoMBY [Employee Name | Descending [C]

EMPLOYEE NAM

Austerlitz, Frederick
Break 1 10:00 AM - 10:
Break 2 12:00 PM - 0O1:
Break 3 02:00 PM - 02:

Austerlitz, Frederick
Break 1 10:00 AM - 10:
Break 2 12:00 PM - 0O1:
Break 3 02:00 PM - 02:

Austerlitz, Frederick
Break 1 10:00 AM - 10:
Break 2 12:00 PM - 0O1:
Break 3 02:00 PM - 02:

Austerlitz, Frederick
Break 1 10:00
Break 2 12:00 PM - 0O1:
Break 3 02:00 PM - 02:

Austerlitz, Frederick
Break 1 10:00 AM
Break 2 12:00 PM
Break 3 02:00 PM

Beard, James
Break 1 10: AW
Break 2 12: PM
Break 3 03: P

Beard, James
Break 1 10: AW
Break 2 12: PM
Break 3 03: P

AM - 10:1

AM
PM
PM

#=* ACTIVE EMPLOYEE'S SCHEDULES *#%

week

WEEKDAY

Default
Compensated

Non Compensated
Compensated

Default
Compensated

Non Compensated
Compensated

Default
Compensated

Non Compensated
Compensated

Default
Compensated

Non Compensated
Compensated

Default
Compensated

Non Compensated
Compensated

Default
Compensated

Non Compensated
Compensated

Default
Compensated

Non Compensated
Compensated

Monday

Tuesday

wednesday

Thursday

Friday

Monday

Tuesday

<

OuUT TIME

I
2t

Employee Schedules Report

This reportdisplaysemployee schedules as defined in the Employee Schedule data entry screen in
the Back OfficaunderSetup > Employee Setup > Employee Schedules
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Reports

24¢

[ Weekly Labor Cost Proje

Report From  [12110/2012 -

weekly Labor Cost Projection
Report Current As oOf 12/11/2012 B:59:58 AM

Job Title: Bus Person

Austerlitz, Frederick Pay Rate: $1z.00 /Hour

TOTAL REGULAR HOURS:
REGULAR PAY:
TOTAL OVER TIME HOUR
OVER TIME PA
TOTAL DOUBELE TIME HOURS:
DOUBLE TIME PAY:

NET PAYAELE BEFORE TAXES:

Nicholas, Harold

TOTAL REGULAR HOURS:
REGULAR PAY:

TOTAL OVER TIME HOURS:
OVER TIME PAY:

TOTAL DOUBELE TIME HOURS:
DOUBLE TIME PAY:

NET PAYAELE BEFORE TAXES:

TOTAL REGULAR PAY:
TOTAL OVER TIME PAY: 0.00
TOTAL DOUELE TIME PAY: .00

Job Title: Bus Person $960.00

i |
Erint

Weekly Labor Cost Projection Report

This reportprovides an estimadecostof laborbased orthe current employee schedules.
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Reports

[ Specific Employee Time Cards

Report From 1212512012 - Report To

12/31/2012 -

*xx Employee Time Cards ===
From 12/25/2012 To 12/31,/2012

Beard, James

CLOCK IN DATE/TIME

CLOCK OUT DATE/TIME

2012-12-25
2012-12-26
2012-12-27
2012-12-28

2012-12-29

8:
8:
8:
8:
8:

alu}
alu}
alu}
alu}
alu}

2012-12-25
2012-12-26
2012-12-27
2012-12-28

2012-12-29

5:00 PM

5:
5:
5:
LH

00
00
00
00

PM
PM
PM
PM

B I e e e e e

TIME CARDS SUMMARY:

HOURS WORKED TIPS REPORTED

.00
.00
.00
.00
.00

$0.
$0.
$0.
$0.
$0.

o0
o0
o0
o0
oo

.00

$0.

o0

Normal Time Card =

Normal Time Card =

Normal Time Card =

Missed

Normal Time Card >

Break Penalty

[ |
Erint

" Employee Time Caids Report

This reportdisplaysas peci f i ¢

Copyright © 1997 2017 Adelo, LP All Rights Reserved.
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Reports 251

Employee Payroll History Report

This reportdisplaysyour employes payroll history details fortte specifiedreport date range.
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