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Welcome

Welcome to the VAuePOS Operations Guide. This document will guide you through eech facet of operation for the
VauePOS software system.  This manud is designed to take you step by step through each phase of operation within the
VauePOS system.

Minimum Working Knowledge
This manua assumesthat you have minimum working knowledge of computers and restaurant operaions. | you do not
possess these basic skills, please see your computers manud as well as any accompanying Windows Manud included.

Minimum System Requirements
. Pentium 233 MHz or AMD K62 300 MHz PC (Pentium |1 or better recommended)
32 MB of RAM (64 recommended)
Touch Screen (or mouse)
VauePOS software and purchased license

Network Architecture Visited

Although some VauePOS systems consist of only one PC (workstation) and are “ stand done”, the vast mgority of
VauePOSingdlations involve more than one workstation. When you group two or more PC'stogether, you are building a
“network” of PC's. Through software built into the Windows operating system, you or anyone else can fairly essily, build a
network of PC's. The specid software that is used to build networksis cadled a*“Protocol”. A protocol isbasicaly a
standard (agreed on) way for PC'sto be ableto “tak” to one another. The two most common protocols are NETBEUI
(pronounced NET-BOOIE) and TCP/ IP. While NETBEUI is used with smaler Windows based Networks of computers,
TCP/ IP isthe standard protocol that is becoming more and more the de facto standard, which is evidenced by the fact that
the Internet and World Wide Web are based on the TCP/ I P protocol. For now, just remember that these two protocols
are the way that computers can communicate with each other.

While the network that is setup for your VauePOSresembled in many ways, atypicd network that you might seein an
office building, it designed overdl for faster operations where atremendous amount of network activity is very common.

SQL and Client/Server

In the early days of computers, there were huge mainframe computers housed in huge sterile rooms that housed huge
amounts of dataand hosted very basic gpplications that were run from “dumb” terminds. Basicdly, the huge mainframes
did dl the work and these “dumb” terminas displayed the work that was performed and alowed usesto interact with
gpplications there were being hosted on those huge mainframes.

Then camethe PC. Now, more and more of the gpplication (or “Logic”) side could be stored and run on the loca PC
rather than on amainframe hidden away somewhere. Today, most of the “labor” involved with computing is shared
between a“client” PC and a“ Server” computer. For instance, with VauePOS the VduePOS software is instaled and run
on the local PC workstation. However, most of the data crunching is performed on the Server computer (usualy located in
aback office) and the results are sent to the client workstation after having been processed on the server. Thisisknown as
Client/ Server computer. The best example of Client/ Server computing isthe Internet. A browser isthe client, which
makes requests to aserver computer (for instance to display aweb page) some where on the Internet. When the “Web
Server” receives arequest from aclient browser, it processes the request and sends back the requested data (web page) to
the browser.

VauePOSworks much in the sameway. For instance, when you creste anew customer order ticket on an VauePOS
workstation, the VauePOS software is actudly making arequest to the Datebase Server to creete that dataobject. The
server then processes the request (create the new customer order ticket data entry) and sends back the number of the new
order ticket to the VauePOS software, which then displays the results on the screen. In essence, VauePOSis agraphica
layer between you and the database.

SQL and Client/Server Benefits

Your VduePOSuses aQL (Sructured Query Language) database. Thisisimportant to note because many POS systems
on the market today use afla file database such as MS Access, FoxPro, Clipper and Paradox to name afew. With afla file
database, workstations manipulate the database file directly, over the network. That meansthat workstations are forced to
pull huge anounts of dataover the network to be processed locdly. A SQL database is client/ server in nature. With a
QL database the POSworkstation requests asmall subset of dataand the SQL D atabase processes the request localy and
only sends back over the network what was requested. Thisresultsin tremendousimprovementsin performance and
reduced network traffic.
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ValuePOS Operations

The VauePOS system has been designed to be very essy to use. However, because VauePOS offers substantia
functiondity and flexibility, the complexity of the program has risen accordingly. Thisisnot to say tha VauePOSis
difficult to learn, quite the contrary. VauePOSis one of the essiest to use POS system on the market. The point is, that
you should follow this manud closdly to take full benefit of the VauePOS system.

The ID Screen (Logging In)

Bayside Dining

— 86 ltems —
Current Time: _ _
08/03/2004 11:03:52 I 3 Chinese Plum Ribs Ful

2 Chinese Plum Ribs Hal

Argentine Scallops Ge
Bean Andouille Soup B

Work Date Differs from

F
Actual Date 4

6
7 '8 9
rOKto ican

Station #1
Station1

Before you can perform any functionsin the VauePOS system, you must first log into the sysem. VaduePOSdefaultsto
the screen shown above when you start the VaAuePOS software on aworkstation. There are 2 methods that you can useto
log into the VAuePOS system.

Using the buttons provided on the keypad, enter your PIN number followed by the OK button.

Using an Employee Swipe Card (ESC), swipe the card using an atached magnetic swipe reader.

After performing either action explained above, VauePOSwill check the number againgt information stored in the
database to vaidate the number provided using either the keypad or an ESC. VaduePOS checksto seeif the employee
number if vaid and upon vaidating the number, VauePOSwill check to see what Positions have been made available for
you to assume for the duration of your work. The Position that you assume determines what permissions (what you are
dlowed to do) you have been granted in the VauePOS system.
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Main Screen

After asuccessful login, you will be taken to the Main Screen. 1n some cases, after clocking in, you will be taken back out
tothe D Screen. Thisisusudly the case with Postionsthat do not require permission to Creste Sdes such as Cooks,

Janitors, etc. Imagine abicyclewhed. The Man Screen would be the potion in the middle of the whedl, the2hub® because
it'sthe starting point for dl actions and activities in the VauePOS system once you have logged in. Each actionsthat you
can perform are like the 2gpokes® of the whedl, branching out from the center of the hub, or in this case, the Main Screen.

- [
Initiate Table Service
Drawer

-
Close Delivery
Drawer
st
Cluick Service
‘Bartender
Cashier
¥ Time Clock
-
Transfer Sales

Close Out
Report

F - -
Manager Menu Add Tips My
Shut Down Finalize CCs EzTouchPOS

Buttons of the Main Screen

Each of the buttons explained next will include a brief description in this section only. They are fully explained in
upcoming sections of this manud.

Manager Menu Button

Thisbutton is only visible and available if the Postion that you assumed has Full Manager Permissions. Otherwise, it will
not even bevisble. Thisbutton provides accessto the Manager Menu where you can perform various tasks related to
Management Functions.

Table Service Button

This button alows access to the Table Sections where you can create, edit and manage Table Service Sdes.

Delivery Service Button

This button alows access to the Délivery Service Screen where you can creste, edit and manage Ddivery Sdes and
customers.

Quick Service Button

This button alows access to the Quick Service Screen where you can cregte, edit and manage Quick Service Sdes.
Bartender Button

This button alows access to the Bartender Screen where you can create, edit and manage Bartender Sdes.

Cashier Station Button

This button alows access to the Cashier Screen. The Cashier Screen is usudly used in those restaurants where customers
pay on their way out a a Cashier Sation.
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Finalize Credit Card Button/Add Tips:
This button dlows access to credit cad payments to findize transactions  This area is dso where you can change or add tips and
reprint credit card recdipts

Initiate Draw er Button: allows you to initiate the cash drawer for opening
Close Drawer Button: closes the cash drawer

Time Clock Button
If you were required to Clock In, this button will dlow you to clock back out. 1f you clock out, you will no longer be able

to use the system until clocking in again. |f you were not required to clock in when you logged into the system for thefirst
time (assumed a Position) VauePOSwill 2Reset® your current Position so that next time you login, you will be required to
select a Postion to assume again.

Jason, please choose a Position

Clock Only _
Manager Enter

Cancel

Shut
Down

Transfer Sales Button
This button will dlow you to transfer your sdes (and any tablesthat you have assigned to yourself) to another person. The
Position that you have assumed must have permission to do this.

1. Click the Transfer Sdesbutton.
2. Fromthe Didog that pops up, choose someoneto transfer your sdes and tablesto.
3. Clock the OK button on the popup didog.

Choose Employee to assign to

Abby Jones B
Alfred Morga I
Amanda Broadhead

Amy Cross

Bambi Fedesco

Candice Armstrong

Chester Olson

Christopher Gagnon
Crystal Rose
Cynthia Cummings
Damian Murray
Danielle Williams

FPasrind & nbillivre

Enter Cancel

Close Out Report Button

This button will print to the loca receipt printer, areport detaling your saes, payments received and how much cash that
you owe the house.

Exit Button

This button will effectively log you out of the syssem. Most screensin VauePOS offer alog out button that will log you
directly out of the sysem. Snce the Main Screen is only 2one screen away® from the ID Screen, clicking this close button
does the same thing.
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My POS Button:
This button brings up a dialog that reflects your favorite language, your favorite screen, and your favorite
confirming actions. You pick your choice and press enter or cancel.

X
My EzTouchPOS

My Favorite Language Is
English
My Favorite Screenls

MAIN |

Having To Confirm Actions

Expert |

Enter Cancel

Help Button:
This button brings up the help filesfor the front office
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Table Service Sales

Table Service involves those restaurants that have indoor/ outdoor seeting and have wait st&ff that serves customers. If you
are aQuick Service establishment with tables, but do not use wait staff, then you should probably not use this festure even
though you may have teblesin your restaurant.

To get to Table Sarvice, click the Table Service button from the Main Screen. A screen simiilar to the following will be
displayed.

Table Section Screen

The Table Section Screen shows up to 10 sections that may be defined for the restaurant dong with the name of the section
or the number (if anamewas not defined). In order to create and manage Table Service sdes, you must choose aTable
Section to work in.

1. Click the button that representsthe Table Section that you would like to work in.

TABLE SCREEN

FOLLOWING IS AN EXAMPLE OF A TABLE SCREEN. THE
SCREENS ON YOUR SYSTEM WILL LOOK DIFFERENT, SETUP
TO RESEMBLE THE POSITIONS OF TABLES IN A
PARTICULAR SECTION OF YOUR RESTAURANT.

TABLE COLOR CODE

Yellow — Tables that are assigned to you but have no customers or open sdes atached.
Red — Tablestha are assigned to you that have at least one open sde atached.

Pink — Tablesthat are not assigned to anyone.

Light Blue— Tablesthat are assigned to someone else.

Unlessthe Postion that you assumed has Full Manager Permissions or has permission to Access All Tables, you will only
be able to use tebles tha you have assigned to yoursdlf.
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Go To Section Button

Instead of closing the Table Screen to return to the Table Sections screen to select adifferent section, you can use the
Section button, which will alow you to sdect a Table Section and display it directly insteed of back-tracking.

Clear Table Button

This button requires Full Manager Permissions or for someone who has tha permisson to swipe their card in order to use
it. Thiswill clear an assigned table and void any sales attached to the table.
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Table Sats:

This button gives you the statistics of the tables that are being served.

Logout Button:
These buttons are available through the system to adlow you to quickly logout of the system without having to backtrack
through severd screensto do it.

Update and Tag Tables Buttons: Tagging Tables

1f you do not have Full Manager Permission to permission to Access dl Tables (tagging tables before using them is
generdly abetter practice than just using tables without tagging them first), you will have to 2tagP tables before being able
to usethem.

1. Clickthe Tag Tables button. Thiswill put the screen into @Tagging Mode®.

2. Click tablestha are not assigned to anyone (they are pink) and they will be highlighted blue.

3. Click the Update button to assgn those tables that you have 2tagged® to yourself. They will turn yellow to
indicate that you have successfully assigned them to yourself.
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Close Button
This button will take you back out to the Table Sections Screen.

TABLE SALESSCREEN

When you ether click on aTable that has been assigned to you or you have permission to access other tables and you have
clicked on someone else's table, the Open Sdes Sdector will be displayed. Here iswhere you choose asdeto use.

Open Sales on a Table

The vast mgority of the screen isreserved for showing Open Sdes atached to the current Tebleyou arein. In the example
above, thereis one Open Sde (# 22) with no comments. (Comments can be atached to a Sde to show important
informetion).

Detaching and Attaching Sales

In VAuePOS you can essly transfer sdles from one table to another (provided you have permission). For instance, you
might have a Table Section setup to resemble abar. |f aparty of customers comein and thereis no teble available for
them, you can seat them a the bar and when therr table is ready, the sde can be detached from the bar and re-attached to
the gppropriae table without forcing the customer to settle their tab a the bar first or having to pay out multiple checks
before leaving.

10
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TO DETACH A SALE FROM A TABLE

1. Click Select Order To Detach button. Thiswill put the screen into Detach Mode.
2. Click the Sde (light blue button) that you would like to Detach. The sdewill be detached and the screen will be
returned to norma mode.

TO ATTACH A DETACHED SALE

1. Click the Show Detached button and the following diaog will gppesar.

2. Sdect the e tha you want to Attach to the current table by highlighting the Order # from the list as shown
above.

3. Click the Attach button and the Sde will be displayed in the Table Sdes Screen to indicate that it has been
successfully attached.

Log Out Button
These buttons are available through the system to dlow you to quickly logout of the system without having to backtrack
through severd screensto do it.

New Order Button
To create anew Table Service Sde, you need to click thisbutton. |f the setting 2Require Number of Guests® has been
turned on, the following didog will be displayed.

1. Enter the number of Gueststha will be seated a the table.
2. Click the OK button and anew Table Service Sde will be displayed.

Nde Seethesation Order Screen fa moreinfametion i eteingpradudstothesdle

11
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DELIVERY SERVICE SALES:

Ddivery Sarvice involves managing delivery sdesto cusomersthrough the Ddivery Sarvice portion of the VauePOSsysem. To get
to the Ddlivery Sarvice Screen from the Main Screen, sdect the Ddlivery Sarvice button and this screen wiill be displayed.

The Délivery Screen shows existing delivery sdes (that have not been cashed out) in the blue area. The bottom portion of
the screen shows the current 2filter® being used to show sdes on the screen aswell asthe current time.

This screen will show dl open delivery sdes. You can sort the list by clicking the column header of the column you want to
sort by. Click Customer Name and it sorts by name; Click Customer Address and it will resort by address.

Up/ Down Arrow: Lets you scroll through the list

Open Sle- opens an existing sale, highlight the exigting sdle in sales grid and
click this button
Set Refresh Interval Button:

The Ddivery Sreen refreshes periodically to update the screen with sdesthat may have been entered a adifferent VduePOSgetion.
This button will bring up adidog prompting you to enter the number of minutes VauePOSshould wait beforeit refreshes

12



VALUEPOS FRONT OFFICE 09/04

Select Drivers:

Before asde can be closed out in the Délivery Screen, VauePOS needs to know whom the driver is.
Click Sdect Driversbutton. Thiswill put the screen into Select Driver mode.
A didog box will appear as shown below. Sdect adriver to assign the sde to and click the Enter button.

The screen will now bein Assign mode; the Assign  Drivers button will say Sdect Ordersto assign.
Sdect each sdethat you would like to assign to one driver. Asyou sdect asae, the sde button will turn yellow.
Click SHect Ordersto Assgn. And these sdles sdlected will indicate driver's name and turn green.

New Customer Button:

13
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This button will display ablank customer screen where information for the customer needsto be entered.

Update Button:
Updates customer information
New Sale: allows you to enter a new sale for this customer

Pick-Up-defines this order as a pick up order.

15
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Get Customer Button:

Click the Get customer Button. A didog will prompt you for the customer's phone number.
The default areacode is determined by the areacode of the store's phone number.

Enter the remaining 7 digts of the cusomer's phone number and dick OK. The Customer screen will be displayed with the
cugomer'sinformation filled in.

Filter Sort Button:

The Filter button dlows you to specify the information that is shown on the Délivery Screen (the sdesthat are displayed).
Sort by Time In: sorts by time driver clocked in

Sort by filter by driver: filtersthe screen to only show the sdes assigned to aparticular driver

Sort by paid only: sorts by those sdestha are pad

Sort by not pad: sortsby sdestha are not paid

Sort by no driver assigned: sorts by sdes not assigned adriver
Sort by Address: sorts by the address of the customer

16
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Driver Dispatching:
The process of driver dispatching involves managing delivery saes by assigning delivery sdesto
drivers and dispatching drivers out to deliver those sdes.

Assigning Driversto Sales:

Thefirst step isassigning adriver to one or more delivery sdesin preparation for dispatch. 1.
Click the Multi-Select button
2  Click one or more delivery sdes on the sdes grid on the Delivery Screen. Each
of these sdeswill turn red to indicate that it has been selected.
3. Now click the Assign Driver button. From the didog that is displayed, select driver you
wish to assign the sdle to and click OK button.

After choosing the driver to assign the sale to, the DRIVER column for each sdethat you choose
will display the driver's name that you assigned the sdleto.

Dispatching Drivers:

Next we need to Dispatch the driver using the Driver Depart button. When you dispatch adriver,
ALL sdesthat you have assigned to thet driver that have not been dispatched will be marked as
dispatched. You can tell which sales have been dispaiched because they are shown in green in the
sdesgrid.
1) Click the Driver Depart button. A didog will be displayed asking
you to specify which driver to depart.
2) Choosethedriver from the displayed list and click OK button. All
sdesthat have not been dispatched are marked in green for the
driver tha you chose.

17
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Driver Return Screen:

When you indicate that a driver has returned from a dispatch, al sdes that were digpatched are automaticaly
closed out to cash (unless they have been previoudy paid out with a single payout) and removed from the

Délivery Dispatch Screen. THIS OPERATION IS PERMANENT. MAKE SURE BEFORE YOU
PERFORM THIS ACTION.

1) Click the Driver Return button. A list didog will be displayed asking you to choose the driver to
return from dispatch.

2) Choosethe driver you would like to return from dispatch and click the OK button. All sdesthat were
assigned to the driver that you choose that had been dispatched are automaticaly paid out to cash and
removed from the screen

Closing Out Delivery Sales:

There are 2 different methods of closing out Delivery Sdles:

Single Payouts: Single Payouts apply to individua delivery sdes. You perform these payouts just
like any other sde.....from within the sdle itsdlf. For instance, a customer is paying over the phone
with a credit card, you would perform the payout while you have the sale open.

Batch Payouts: Batch Payouts cause al salesfor a particular driver to be closed out automeatically to
cash unless a sale has been previoudy closed out using another method.

18
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Understanding Delivery Customers:

There are actualy two different types of sdes associated with delivery customers. There is the
gandard delivery sdles where the order is brought to the customer and is handled through the
Delivery Dispatch system and there is the Pick Up sde where the customer comes to the store to
receive their order and pay for it.

Use UPDATE button whenever you change information on the Custom Screen or after you have
entered the information for a new customer. VauePOS saves any unsaved data when you creste a
sde by clicking either New Sale or Pick Up Buttons.

Use New Sale button to creete anew Delivery Sale for the current customer.

As mentioned above, when you create a sale using the Pick Up button, VauePOS will ill tag
internaly the sale with the current customers ID that you can track sales for your customers, but
instead of managing the sale through the Ddivery Dispatch system, it will be transferred to Quick
Service and you can access the sale from the Sales Locater while in the Quick Service Sales Screen.

19
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Bartender Sales

Bartender Screen

The Bartender Screen is designed to promote fast, essy management of sdesthat are ordered a abar or Smilar setting.
Sdesare shown in agrid just likein Délivery Screen. Unlike other Sdes Modules, the Bartender screen displays sdesin a
smpleligt to ensure that essy accessto bar sdes.

Sale#: shows sde number

Total: showsthetotd of that sde

Comments:  showscommentstha you may have entered for the sde

Elapsed Time: showstimesincesdesarted. Used to enforcelimitsto customersto avoid legd liabilities
Employee: shows the employee who ownsthe sdle and their dete of birth.

New Bar Sale Button:

Thisbutton crestesaNew Bar Sdewithout prompting you to verify that you actudly went to creste anew Bar Se.

Go to Sale:

This button opens an exigting bar sde that is sdected from the list. Choose the sde that you would like by dicking on it in the sdes
grid. 1t will be highlighted. Click the Go to Sde button

Open Cash Drawer

Opens cash drawer if you have permisson to do so...

Close/Exit

These buttons are available through the system to alow you to quick logout of the system without having to backtrack
through severd screensto do it.

20
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To Dine In

This button lets you set up a screen where the customer a the bar will be dining in. Choose the sde to be transferred by

clickingon it in thesdesgrid. Click To Dineln and enter number of guests, enter table number to transfer sdeto and
pressOK.

21
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Up/Down Arrow Buttons
These buttons dlow you to scroll through the list of Bar Sdles when the number of sales exceedsthe default view of thelist.

Drink Recipes:

22
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Cashier Service

Cashier Screen

The Cashier Screen isdesigned for those restaurants where customers pay their checks on the way out a a Cashier Sation.
Sdes do not show up by default on the Cashier Screen until acheck is printed for the sde.

Go to Sale

This button displays the Existing Quick screen which is where Quick Service sdes are stored if they have not been pad for
yet.

Set Refresh

The Cashier Screen refreshesitsdlf a regular intervas. Using this button you can specify the number of minutesthat elgpse
between refreshes.

New Sale

This button will load aNew sde so that Cashier can sdll items2on the flye.

Open Drawer

This button will 2kick® open the cash drawer (assuming oneisinstdled).

23
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QUICK SERVICE SCREEN:

24
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SALES SCREEN

The Order Screen isthe most widely used portion of the VaAuePOS system because it is here that you create, edit and settle
customer sdes. It isthe main areaof activity within the ValuePOS system. The Sdles Screen consists of 6 basic areas

Order Header, Order Ticket, Category Selector, Product Grid, Product
Navigator, Sales Screen Buttons explained next.

Order Header:

The Order Header congsts of the upper portion of the screen and show the following information:

. Sdes# - Show the sdle current sdesnumber. Note: when you first open the sde, it isnot saved to the database
until you either 2Send°® the sde or close the sale screen and answer YESwhen you asked to save the sde. Until
that time, the sale number will show zero.

Time: Time the sde was cregted or opened.

Table#: Table SHeis atached to (for Table Service)

Saus Satus of the Sde. Usudly open.

SHes Type: Type of Sde (DineIn, Counter, Délivery, etc)

Sub Totd: Shows sum of dl itemswithout taxes being cdculated

Tax: shows sum of dl taxes levied aganst the sde

TTL: showstotd of the sdeincluding sdles taxes, auto gratuities, tota amount customer must pay.
Logged: + The person (you) currently logged on.

Guests + Number of Guests (for Table Service)

Sest: + Current Sest Number if this option is being used

Shows: if Happy Hour ison or off

Ticket:  VauePOSadlows you to manage multiple sub tickets within the Master Sde for separation at alater
date

26
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Order Ticket

The Order Ticket isthe rectangular areaon the left portion of the Order Screen. The Order Ticket is designed to resemble
ahand written Order Ticket, yet better because it organizesthe itemstha you added to it in hierarchy that is essy to read

and decipher for othersthat might need to seethat Order. It hastwo different views D etail View and Summary
View.

Detail View: Detail View alows you to see each and every product that was entered onto the
Order Ticket including any side dishes and modifiers. You must be in Detall Mode to manipulate
items on the Order Ticket and Detail View is shown by defaullt.

ST= Seat Number. Thisnumber isautomaticaly set to zero if not using this feature.

CS= Course. Thisfeatureis used with Table Service sdles and dlows you to stagger preparetion of
items on the order ticket in the kitchen to coincide with natura coursing of the customer
experience.

Product= The Product column shows any products ordered for the current sde.

Price= Shows the Price of the each item on the order ticket.

Detal View Provides ahierarchy view of the items entered onto a Sde. White colored items are
considered to be Parent Items while yellow colored items are considered Child Items such as sde
dishes and any gpplicable modifiers attached to products.

Summary View: showsitems entered onto the Sde grouped and summarized by Product and
shows the count of each group aswdll asthe totd price of each product group.

Selecting Items on Order Ticket: To sdlect an item on the Order Ticket, it must be in detal
view. Click on theitem and it will be highlighted. Now you perform whatever action needsto be
taken.

Sales Locator:

The sdeslocaor dlows you to jump to other sdesthat belong to you regardless of what type of sdethat
may be If you have a Table Sarvice sde open, you can jump to a Quick Service sde tha you own
through the Sdes Locaor. You access it by dlicking the Sales Button on the Sdes Screen. When the
Ses Locaor is displayed, you can highlight the sdes that you would like to jump to and dick GO TO
SALE button.

Other buttons on the Sdes Locator are N ew Sale (dlows you to quickly creste anew sde, creastes sde of
the type you are currently in); UP/ DOWN arow button dlows you to scroll the repective direction of
the button you dick. SHOW ALL button shows dl types of sdes RESTRICT VIEW shows sdes of
the type that were displayed before using the Show Al button.; Print Receipt button: prints receipt of
Hected e Close button: closes e

27
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Category Selector

The Category Sdector isthe vertica group of yellow buttons located in the center of the Order Screen. |n VaAuePOS
products are organized under groups caled Categories. When you click a Category, the products that are organized under
that Category as displayed on the Product Grid (see next topic). Use Up/ Down arrows to scroll the Category list. Sub
Caegories. If acategory button is green it meansthat there are additiona Categories to be displayed when clickingit.

Product Grid

The Product Grid isagroup of buttons. The Product Grid can show up to 3 pages of 24 products ( 4 acrossand 7 down
for atota of 72 products per Category. Products are displayed either in T €xt (shows name of Product and isin white) or
by L 0gOS (pictures that you can force VauePos to display. They can be no more than 80 pixels wide and 39 pixels high.
To choose aproduct, smply click the button that represents the product you would like to enter onto the sde.
{PRODUCT GRID CHANGES If you choose aproduct that has side dishes assigned to it, the Product Grid is repainted

to that Category which is Yellow to denote Secondary Product Mode. Once find side sdlections are made, the color will
return to white

Product Navigator

The Product Grid shows only 28 buttons & atime. Depending on how you have your products set up and postioned, that
meansthat you can have amaximum of 28 products showing a atime.

UsngtheLeft and Right Arrows or UP/DOWN Arrow s on the Product Navigator, you can
scroll from page to page (when there is more than one page to show)
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Sales Screen Buttons:

M odi fy modifies aproduct entered on the order Ticket (if it has not been sent to the kitchen) Highlight Product on

Order Ticket. Click the Modify Button and a Modifier Screen will be displayed. If not listed, you can make one on thefly.
Follow instructions on using Modifier Screen to add amodifier on the fly.

Pressing the keyboard button on the modifier screen , you will get this pop up keyboard. You can enter , on thefly, any
modifier items not found in the existing modifier lists.
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Re P lace: you have made amisteke and entered the wrong product onto the order Ticket, you can deleteit or

its parent item and start again. You can adso Replace it without deleting it Since it has not been sent to the kitchen.
Highlight Product you want to Replace. Click Replace button. You will see products repainted in the product grid from
the Origind Category that the origind product was chosen from. Choose correct product to replace the existing one with.

On The Fly:

This button dlows you to enter custom itemsto the Order Ticket 2on the fly°. If, for instance, you want to add something
that isnot aready defined in the system to the Order Ticket, this button will open the On the Fly screen to dlow you to do
just that. Thisfeature to beimplemented soon.

Send:

Sends order to the kitchen for processing
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Course Sep/Firing Commands

In VauePOS you can perform what isknown as COURING. It dlowsyou to send ingructionswith prep notificetionsthét let the
kitchen know that certain itemsthat you are sending should not be prepared yet. At alater time, you will send notification when those
itemstha were held should be prepared.

This button dlows you to enter Firing Commands for use with make-line (remote) kitchen printing.

Firing Commands Didog Order Ticket w/ Firing Commands

You can see above, screenshots of both the Firing Commands Didog as well as an Order
Ticket that has Firing Commands set. The green line on the Order Ticket indicates that
everything from the green line and above should 2fire now or in other words, be
prepared now. Theyelow line indicates that everything up until the green line should be
readied, but now prepared until the Fire Command is given. Below iswhat the make-line
receipt would look like.

Asyou can see from the picture to the left, the appetizers will
be fired right away while the main course items will be
readied, but not actualy prepared (cooked) until the firing
command is given. The separator line marked @Hold CRS 1°
indicatesthis.

When the main course (CRS 1) is needs to be prepared, the
waitperson issues the fire Command and the receipt shown
below is printed to the make-line printer.

32



VALUEPOS FRONT OFFICE 09/04

In order to use Firing Commands, you must first, 2setup® Order Ticket with the commands. Everything that should be
fired right away should be entered first so that those items are the topmost items on the Order Ticket.

1. OntheOrder Ticket, highlight the last item that will be part of thefiringgaup. In the example above, both the
aChips and Sds2 and @Loaded French Fries® need to be fired right avay so the last item of the group (Loaded
French Fries) would be the itemsthat you highlight.

2. Click the Course Sep button and sdect Fire Now. A yellow line will be painted underneeth the last item for
that group.

3. Repest the same steps as above for each course. For instance, in the example again, everything else was part of
the Course 1 so the lagt item of that group (Grilled Pork Chops) was highlighted and the H old CRS 1 button
was clicked to include everything above it up until the first Firing Group.

4. When you are ready to fire acourse, mply click the Course Sep button without highlighting anything on the
Order Ticket and the commandsto fire will be available. Click the onethat gpplies to your course number.
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Repeat Button

This button doeswhat it's name implies, it repestsitemson the Order Ticket. For instance, instead of enter 10 Draft Beers,
one &fter the other, you would enter 1 Draft Beer then highlight it, select the Repeat button, select 9 from the didog that
prompts you for the number to repeat and click OK from the prompt and the Draft Beer would be repested 9 more times.

Receipt Print Button

This button dlows you to print the customer receipt & any time for presentation to the cusomer.

Delete Button

Thisbutton is self-explanatory. 1t deletesitems from the Order Ticket. Please notethat if the item has dreedy been sent
(saved) then you mugt either have Full Manager Permissonsto delete it or someone with those permissions must swipe his
or her Employee Swipe Card (ESC) when prompted in order to do so.
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Main Button:
Categories on the Category Sdlector can be 2nested® undernesth another one. For instance, you might have a Category

called 2Beer® that when pressed, will show additiona Categories cdled 2Draft°, 2lmport®, etc. Pressng the Main button
will take you back to the2Main® (defauilt) level of Categories.

Tickets Button:

You can ether select manage tickets or show dl. Manage tickets lets you sort tickets and separate them so that parties can
by for the whole ticket or for certain items or for separate parties. The show dl shows dl the tickets.
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Separating Checks:

VauePOS dlows you to manage multiple checks in a number of different ways. With Sub Tickets
you can manage multiple sdes within one mester sde. You can dso create everything on one check and
then & the end, separateitemsfrom that check into severd different checks.

When you separae acheck, you are taking items from one check and marking them to be split to another
new check. Let's see how thisis done by the following example.

D
2

3
4

5

6)

8

9

To accessthe check splitter screen, open anew or exigting teble service sde.

Below the Order Ticket, dick the Tickets button and sdect Manage Tickets button from the
didog that is displayed.

Using the check splitter, you can split the main sdeinto 7 checks & atime.

The Add Ticket button cregtes anew (temporary) split check on the screen.

The delete Ticket button deletes a Split check on the screen. (You mugt delete a split check
from the end[last on€] you cannot ddeteit in the middle of two other checks)

When you have dl the split checks that you want to separate, dick the Separate Tickets button
to physicdly separae the checks into ssparate checks  You will be prompted to confirm this
separation action and if you say YES then the checks are physicaly separated, new records are
cregted in the datebase.

To move individud items from oneticket to another isby dlicking the item that you would like
to move on one ticket( it will become highlighted) and then dicking the check that you would
liketo trandfer theitem to.

The Swnitch Modes button dlows you to toggle between Move by Item and Move by Seat
modes. Move by seat will move dl items associated and beonging to the seat number as the
item you are trandferring to the destination check.

Flitting the Check: Click Add ticket and anew sub ticket will be added to the soreen.
Use ether Move by Item or Move by Seet mode, trandfer items from one check to another by
highlighting items form one ticket and dlicking the ticket you went to transfer itemsto. Click
Separate Checks button and dick YESwhen asked to confirm the separation process.

Making Things easier with Sub Tickets:
Vdue POShas afegturethat dlowsyou to use Sub Tickets throughout the entire ordering process.

D

2)
S

4

5

Following the steps outline above for salitting a check , dick add ticket and use Move by Item
or Move by Sedt, then dose the Check Slitter screen.

From the sdles screen dlick the Send button to savethe sdle.

Click the Tickets button and you will see that there are two tickets avaleble on the Ticket
Manager didog. Thefirs oneisthe Main ticket, the second isthe first Sub Ticket.

When you want to add more productsto the Order Ticket, you firg sdlect which ticket to view
and any itemsyou add will be marked with the current ticket.

At any time you can go to manage tickets and separate the tickets permanently.

36



VALUEPOS FRONT OFFICE 09/04

Logout
These buttons are available through the system to alow you to quick logout of the system without having to backtrack
through severd screensto do it.

Quick Cash

Quick Cash isdesigned to be afast method to cash out sdes. The Quick Cash method will prompt you to confirm that you
want to close the sdle out and that isit. It will not dlow you to specify the amount tendered by the customer, nor will it
show change due. It isassumed that you can make change eesily. This button is used most often in Bar or other fast paced
environments where Tax Inclusive in used so that totds for customer checks dways

tota to a?round® number such as $2.50, $54.00, $13.00, etc.
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Functions:

This screen contains buttons we have found that users access most frequently. Those additiond functions are contained
within the Functions button in order to save red estate on the main sales screen.

Extended Order Functions are available by clicking the Functions button in the Order Screen Function group located
aong the bottom portion of the Order Screen. When you click the Functions button, the aove menu will 2dide® in from
the bottom.

Add Comment Button

Sometimesit may convenient to add acomment to asde such as2Husbands Birthday®, 2Blue Shirt® or thelagt 4 digits of a
credit card if you're running atab for acustomer. Click the Add Comment button will display the

Following screen. (These comments are displayed on prep receipts)
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Change Ticket View Button

The Order Ticket can be viewed in two ways. First thereisthe default, which iscaled Detail View. With Detal View, you
can see adetaled view of theitems on the Order Ticket. The other view that you can useis Summary View. |n Summary
View, you don't see the detail of individud items, sides dishes, modifiers, etc. Each 2Parent® item on the Order Ticket is
summarized and grouped by the item and atotd is given for each group. An example of an Order Ticket in Summary View
is shown below.

Clicking the Change Ticket View button will 2toggle® the view from one mode to the other.

Detal View SImmary View
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Manager Edit Functions

This menu is accessed from the Extended Order Functions menu using the button Manager Edit Order Functions.
Please note that you must have Full Manager Permissionsin order to access the Manager Order Functions menu or be
using Manager Swipe Card

Void Sale Button

This button will dlow you to void aSde. When you void asde, the sdeis deleted from the database completely dong with
any payment records and items that were added to the Order Ticket. All voids are registered in the void/ comp log for audit
trail and security purposes.

1. ClicktheVoid Order button.

2. VduePOSwill prompt you to confirm that you want to void the sde. Click the Yes button.

3. Another popup didog will be displayed prompting you to sdlect areason for the void. Select areason from the
list and click the OK button on that didog. The sde will be deleted.
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Clear Payment Button

If you should make amistake on the payout of asde, you can clear any payments made to the sde from here. Please note
that when using the integrated credit card processing module, some credit card processors do not alow the voiding of asde
in away that VauePOSis compatible with. |n these cases, you must Void the sde and re-enter it. |If the clear payment
function is compatible, VauePOSwill contact the gppropriate server and perform avoid transaction so that the account is
credited back the anount of the payment.

All Actions that effect sdles such as voiding, comping, discounts etc are recorded in the Voids Comps datebage teble to provide a
tight audit trall. A report isprovided in the EzZManager softwarethat detalsthese entriesinduding the reason, who performed it, who
they performed it for, theamount performed for, etc.

Change Item Price
This button adlows you to change the price of an individud item quickly.

1. Highlight theitem in the Order Ticket that you would like to change the pricefor. (make surethat you arein
Detal Mode, Summary Mode will not alow you to edit item in the Order Ticket).

2. Pressthe Change Item Price button.

3. Enter thenew pricein the popup didog that gopears.

4.  Click the OK button.

Add Guests

If you arein aTable Service sde and you have the guest counting option turned on (see EzManager Back Office Manua

for more information), you can add to the number of guests a atable. For instance, if you seat two customersat atable
and two more join them, you can add them to the guest count and seats will be added for them on screen. (This number
adds to the number of guests dready present and does not replace the number of guests)

1. Click the Add Guests button.
2. From the popup didog that gppears, sdlect the number of gueststhat you would like to add.
3. Click the OK button on the popup didog.
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Auto Gratuity

Auto Gratuity isafunction that dlows your wait staff (in Table Service) to add agratuity to the ticket based on apercentage
amount that you setup in the EzZManager Back Office Software. Auto Gratuity is based on the totd ticket amount, but is
not taxed. The amount of the Auto Gratuity is displayed on the Order Screen next to the Total in the Header portion of
the Order Screen when Auto Gratuity isactive. The Auto Gratuity button will 2toggle® Auto Gratuity on and off each time
it is pressed.

Print Expediter

This button will print an Expediter receipt to the printer designated as the Expediter printer. Expediter Receipts show the
entirelist of products and items on an Order Ticket to help an expediter (staff member) better manage courses out to a
customer table.

Custom Discounts Button:

The Discounts button will display the Discounts menu as shown to theright. The Discounts button alows accessto
pre-defined discounts that can be gpplied to the sde. Discounts can be gpplied either to aline item on the Order
Ticket, the entire Ticket or will dlow you to choose depending on how management has setup the Discounts.

Some Discounts will 2Findize® the sde, meaning that when you apply the discount, you will no longer be able to add
any more itemsto the sde.

To goply adiscount:

1. If the Discount should be gpplied to asingle lineitem on the Order Ticket, then firgt highlight thet item
on the Order Ticket.

2. Pressthe Discounts button on the Extender Order Functions menu.

3. Choose the Discount that you would like to apply.

4. If asked to choose, indicate if you want to apply the discount to the line item or the entire ticket.

Examp le #1 -Deducting aDollar Amount:

Ensurethat the $ sign is displayed.

Ensure that the + (minus) sign is displayed.

Enter the anount that you would like to deduct as adecima amount (1E 2.99, 1.50, etc).
Pressthe OK button.

Eal SN o

Ensure that the % sgn is displayed.

Ensurethat the + (plus) sign is displayed.

Enter the percentage that you would like to add (I E .20 for 20%, .15 for 15%)
Pressthe OK button.

EaN NN o
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Transfer Sale:

45



VALUEPOS FRONT OFFICE 09/04

Order Destination:

The Order Degtination button doean't actudly change the detination that asaesitemswill print, it Smply adds anoteto
receipts (kitchen and customer receipts) that indicates whichever choice you indicate. It's used primarily for specid
handling of sdes such as adding aplaceto put 2TO GO°.
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Force Credit Button

When using the integrated credit card processing module, you may come across situations where the response from the
processor comes back something like2Hold / Cdl°. This means, that for whatever reason, the processor has declined a
credit card for automated approva. Many times you can call your processor and get avoice authorization and a approva
number over the phone. This button alows you to apply a payment using the goprova number supplied by the processor.

Swi pe VIP Card- gives points or miles for spending money in establishment or gives discount.
Perform this action before settling a sale.

Redeem VIP Card: redeem points or miles (currently not functional)

Refresh Ticket: refreshes tickets in system

Resend Kitchen: resends the ticket to the kitchen with updates or if misplaced and
is marked “Kitchen Resend”

Combine Other Sale: combine ticket with another sale-transfers item from chosen sale to current
sale and deletes first sale. Entry inserted in void/comps log for
auditing.
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Close- eis this screen

Scan Bar Code: scans the bar code of a any item you have entered in the system.

48



VALUEPOS FRONT OFFICE 09/04

Look Up Product:

Hold Sale;
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Regular Settle Screen:

This Settle Screen was recently introduced in VauePOSto help make payment options for users and their customers more
flexible. While the Settle Screen dlows multiple paymentsto be gpplied to asingle sde, there are some restrictions.

While you can have multiple credit card payments, you can have only one cash payment per sde. |f you need to
have separate payments like that, you should just separate the sale into the number of saesthat you require.
Previous Payments for this Sale
This section shows payments that have been entered for the sde thusfar. Anytime you enter apayment that isnot equd to
or gregter than the Balance, an entry ismade in this portion of the Payment Screen. If you enter apayment that is equd to
or greater than the Balance than the sde will be closed out after that payment is made.
This Tender
This shows the amount of the current tender. When you open the Payment Screen is amount automaticaly defaultsto the
amount of the Balance.
Balance
Shows the current baance owed for the sde, less any payments dready made (shown in the section 2Previous Payment for
this SHeP).

Pre-Numbered Buttons:

These buttons dlow you to quickly enter an amount as the current payment. Denominations of $5.00, $10.00, $20.00,
$50.00 and $100.00 are supplied.

Enter Amount:
This button will display anumeric number pad which you can use to en a specific anount asthe current payment.

Cash Payment:
After you have entered an amount for apayment, clicking this button will enter a cash payment for the amount that you
specified. |If the amount is more than the balanced owed, the sale will be closed out and a change due diadog will gppesar.
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Other Payments:
Vauepos dlows you to use cusom payment types. This button shows adidog of those payments you can choose from.

On Account:

VauePOS offers House Account functiondity. This button alows you to make a payment using aHouse Account. Click
the On Account button. A didog will be displayed prompting you to enter the Account Number (customer's phone
number) . Enter the phone number and click OK. The software will query the database to see if the customers account ha
enough credit to cover the de, and will closeit out like acredit card sde.

Redeem VIP:

This button dlows you to make a payment using the customers VIP/ Gift Card. Click the VIP Redeem button and swipe
customers VI P/ Gift card when promted.

Calc Split Button

The Solit button alows you to quickly determine payment amounts. As you can see from the screenshot below, you can
indicate apayment for 1/ 2,1/ 3,1/ 4,1/ 5,1/ 6, 1/ 7 or 1/ 8 of either the baance due or the sdetotd. Thereisaso abutton
to open the integrated caculator. Click the fraction you would like to use. Click OK. The amount you indicated is entered
a the current payment amount.

Arrow Keys :
Thesekeysdlow you to scroll through the payment screen.

X Key :
The X Key actsasa Déeletebutton. It dlowsyou to sdect apayment from the @Previous Payments for this SdeP section
and deleteit. If you are using integrated credit card processing (and your processor supportsit) and the payment you are
deleting isacredit card payment, the payment will be voided with the processor.
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Clear $ Button
If you enter an amount to be tendered and make amistake, this button will clear that field alowing you to start over again.

Exact Amount
This button will enter into the This Tender field the exact amount that isin the Balance field. This button may changeto
a?Round® button in future additions that will 2Round® the payment about to the nearest dollar anount for you.

Round: Thisbutton will enter apayment rounded to the nearest dollar over the current balance amount.

Exit Button

This button will dlow you to exit out of the Payment Screen. When the Payment Screen is activated, you cannot use other
buttons on the Order Screen, dthough they may be visble to you. Existing out of the Payment Screen will dlow you to
work normally as you did before you opened the Payment Screen.

Credit Card Button:

After you have entered an amount for the payment dlicking this button will show you the credit card swipe didog, prompting you to
swipethe cusomer'scredit card. After saiping the card or manuely entering the number VauePOSwiill contact the credit card server
for your merchant account and process the transaction for the amount you spedified. If the amount you indicated is equd to the
amount owing on the balance of the sdle, the sdle will be dosed and acredit card signature receipt will be printed.

How you enter acredit card will depend on if you are using the optiond integrated credit card processing module or not. |If
you are not using the integrated credit card processing module, you will have individua buttons representing each credit
card type that can beindicated (Visa, Master Card, American Express, Diner's, Discover etc). If you are using the
integrated credit card processing, you will not have the individua credit card buttons because VauePOS determines the
type of card when it is swiped.

QUICK SETTLE SCREEN:

52



VALUEPOS FRONT OFFICE 09/04

FINALIZE CREDIT CARD/ADD TIPS SCREEN

VauePOStrerts certan types of paymentsin thesameway. These paymentsare
Credit Card Payments House Acoount Payments and VIF/ Gift Card Payments.

With these types of payments, apre-authorization is mede for the amount of the payment plusalittle bit more

Add/Change Tip Button:

Thisbutton dlowsyou to add atip onto apayment that hasbeen pre-authorized. Highlight the payment in the payment ligt. Click the
Add/ Change button. When prompted, enter thetip anount and dick the OK button.
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Remove All Button:
Thisbutton removesdl tipsadded to thelist of paymentsin the Payment list.

Update Data Button:

This button manualy saves any changes that you have made in the Findize Credit Card Screen. You are dways prompted to save
changesif you dick the Close button and there are any unsaved changes.

Re-Print CC Receipt:
Thisbutton re-prints areceipt for the currently sdected or highlighted payment in the Payment list.

Choose Employee Button:

Thisbutton dlowsyou to filter thelig to show only paymentsfrom aspecific employee. (Manager Permissons requiired)
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Finalize Payments Button:

This button will process the payments listed on the Payment lig. VauePOS tekes the amount of the payment as wel s the tip
amount adds them up and submits the findized amount to the credit card processing software to be presented to the credit card
processor for settlement.

1. Usingthe numeric keys, or the pre-defined payment amounts, enter the amount of the payment.

2. Sdect the Credit Card button. A didog like that shown below will be displayed.

3)  Swipethe customer's credit card using the attached Mag Stripe Reader or sdlect the Manual button to enter the
customer credit card number manualy.

1. Usingthe numeric keys, or the pre-defined payment amounts, enter the amount of the payment.
2. Sdect the Credit Card button that correspondsto the type of credit card that the customer presented for
ayment.
Please note; if you do not have integrated credit card processing, VauePOSdoes not vdidate acredit card. |f you are not
using integrated credit card processing, this must be performed using a separate device such as a Verifone® credit card
termina. When thisisthe case, you are smply telling VauePOS how the payment was made.

The Credit Card button does not allow for atip to be added

Pre-Authorize Button

This button is aso only available with integrated credit card processing. When you Pre-Authorize a credit card, VauePOS
authorizes the customer's credit card for the amount of the sde plus an additiond percentage that is determined in the IN |
Setup screen available through the Manager Screen (see the Manager Screen section later on in this section) called a
Reserve Amount.

Example:
If the sdle amount is $10.00 and the Reserve Amount is set to .25 (25%) then VauePOSwill authorize the customer's credit
card for theinitia $10.00 plus an additiona 25% or $2.50 for atota authorization of $12.50.

Later, when you Post-Authorize the credit card, the actuad amount that was charged is communicated to the credit card
processor and that isthe amount that is actualy charged to the customer's credit card.

The reason for thisfunctiondlity isto leave room on the authorization for the waitperson's gratuity, if given by the
customer. What if the actud tip amount given by the customer is more than the amount specified in the Reserve Amount?
The processor should il accept it. The difference isthat some processors will 2downgrade® the transaction and charge
dightly more for the transaction fee to your merchant account. This functiondlity is designed to help save your money by
providing aextraamount of authorization to cover what mogt tips should be. You can adjust the Reserve Amount to
whatever percentage that you would like to use.

To use thisfunction click the Pre-Authorize button and follow the same steps as you would with the Credit Card button.
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Post-Auth Button

This button works in conjunction with the Pre-Authorize button (explained above) and is aso only available with integrated
credit card processing. One you pre-authorize acredit card payment that payment islisted in the 2 Previous Payments for
this Se? section and shows up as2Pre-Auth® as the payment type.

To Pogt-Authorize a Pre- 1
Authorized Credit Card 2.
Payment
3.
4,

Sdect the Pre-Authorized payment from the 2Previous Payment for this SAle® list (highlight it)
Optiondly enter atip:
a  PresstheCredit Tip button to put the Payment Screen into Credit Tip mode. (The Credit Tip
button's caption will turn to Finished Tip°)
b.  Enter thetip amount.
c.  Pressthe@Finished Tip° button.
Pressthe Post-Auth button.
Choose Yes when prompted to print areceipt.

Tab Pre-Auth Button
A Tab Pre-Auth is used for those instances where a customer would like to run atab on their credit card. You can Pre-
Authorize the customer's credit card for aparticular amount before knowing what the actud price may be.

1
2

To SttleaTab Pre-Auth

3.
1
2

Pressthe Tab Pre-Auth button.
A didog will be displayed prompting your for the amount to pre-authorize. Enter the amount and click the OK
button on the displayed diaog.
Either swipe the customer's card to use the Manual button to enter the credit card information manualy.
SHect the Pre-Auth Payment from the @Previous Payment for this Sde® ligt.
Optiondly enter atip:
a  PresstheCredit Tip button to put the Payment Screen into Credit Tip mode. (The Credit Tip
button's caption will turn to Finished Tip°)
b.  Enter thetip amount.
c.  Pressthe@Finished Tip° button.
Pressthe Tab Post-Auth button.
Sdect Yeswhen prompted to print areceipt. And present that receipt to the customer to sign.

N ote:

With a Tab Pre-Auth, you cannot enter other types of payments
on the same Sale. Thisisthe only payment that will be allowed

for the sale.
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Pre-auth , Post-auth and Credit card tips......

Each server mugt undersand completely what is a pre-auth, a pogt-auth and what is a credit card tip in
EZTOUCH. If they do not understand these concepts, mistakes will be made causng management to
work extra hours, and causng waiters bartenders and others to forfeit ther TIPS.... Don't let this
happen. Read this carefully and understand this.

DEFINITIONS

PRE-AUTH: Wha isapre-auth? Why isthere abutton in eztouch caled Sart pre-auth
WITH TIP? Wdll, both areredly the same. A pre-auth iswhen you are doing atransaction
where you expect the client to give you atip. The computer first callsthe bank to make sure the
credit card holder can pay for the totd of the bill PLUS any eventud tip. Snce the computer does
not know how much the customer is going to give as atip, it estimates and then asks the bank
computer 2D oes this guy have enough money to pay for thismed plus YOUR TIP? The bank
computer will either come back with YESor NO. If no, you will get aDECLINE message. If
yes, you will get an gpprova message plus the word PRE-AUTH in green, telling you that this
person's credit card is GOOD.

CREDIT TIP: After you get the PRE-AUTH, you will give the client the charge dip to sign. If
thereis an additiond tip, the person will writeit on the receipt. It isthen YOUR
RESPONSBILITY to enter the correct tip amount from that receipt into the computer. NOTE:
Management gets areport of al tips entered on what is cdled a2 Suspicioustip report®, therefore,
do your best to get it right so your name does not appear on that report!! So, go to the computer,
and pressthe CREDIT TIP button. Enter the credit tip. Then make sure you entered it right
(look a the RED LINE). Then, pressFINISH TIP button

POST-AUTH: A pog auth (finalize pre-auth button) is the end of the transaction, and is the actud
amount that will be sent to the bank. 1t isthe amount the cusomer will actudly be charged on hig' her
credit card. PRE-AUTH transections that do not have a corresponding POST-AUTH transaction will
not go to the bank. Therefore, the POST-AUTH function iscritical. Therefore, when you have finished
entering your tip, or even if there was no tip, you must sdlect the PRE-AUTH transection on the top left
hand sde of the screen, make it blue with your finger, and then pressthe POST-AUTH button. NOTE:
Make sure you do not do this if you have a credit tip until after you enter your credit tip and press
FINISH TIP button. If you make this mistake, you will not be able to enter your credit tip later. You
badcdly LOOSE thetip.

o to recap, the stepsare: PRE-AUTH (Credit card WITH TIP button) Then, swipe card. If
approved, take receipt and give to customer to sign (maybe you get atip...) If tip, then ENTER
CREDIT TIP button, then enter the actud tip amount perfectly, then FINISH TIP button.
Then, highlight PRE-AUTH transaction in top left window, then press POST-AUTH button.
Transaction isfinished.
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Manager Screen

The Manager Screen is accessible only if you are logged in with a Position that has Full Manager Permissions. The Manager
Screen dlows you to manage the POS station and employees as well as view up to the minute reports.
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Change Price Level Button

The Change Price Level button alows you change the current price level being used on aper station basis. Thisisuseful if
you have aspecid event occurring in one part of your restaurant (banquet, live-band, etc) where you would like to charge a
different price than the rest of your restaurant temporarily.

You can aso turn Amusement Tax on and off (usudly used for the same reasons as explained above) and turn happy hour
off and on.

Inter System Messaging Button:

This button gives you access to the Message Screen. |t dlows you to broadcast messages to asingle employee or to
everyone tha logsinto the system. A keyboard will gopear when you press this button

Smply type in the message that you would like to broadcast. 1 you would like to broadcast to only one employes, click the
Choose Employee button and select the employee. Click the Enter Button to send the message.
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Manage Employees:

The Manage Employee Screen dlows you to view sdes that an employee has crested and open those sdes even if
they have been dosed out. UseLoad Employee button to load an employee onto the screen for editing. Use
Employee Close Out button to run sdes and status reports for the loaded employee. Use GO TO SALE

button to open asde created by the currently loaded employee. Choose the sde you would like to open from thelist on
theleft side of the Manage Employee screen. Click Go to Sde button
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On Screen Reports Button

The On Screen Reports button alows you to view reportsthat are 2live®, meaning that the information presented in these
reportsisred time as opposed to reportsthat are run from the EzManager software which are2&fter thefact®. They are
good only for the current Work Date. They are stored in temporary database filestill Night
Procedures are run and then they are stored in permanent files.

Choose one of the reports presented below.
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Version Info

Displaysthe current verson of VauePOS software you are running. You may be requested by an VauePOS authorized
technica support person to provide thisinformation if you are requesting technica support.

Update Station Data Button:

Allows you to manudly refresh the station's cached (locdl) data after changes have been made to the system through the
EZManager software program. Thisis actudly done automaticaly whenever someone logsin. The VauePOS checksto
see if data has changed and will do it automaticaly if required.
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Drawer Scoops:

Drawer scoops are those monies hat you take out of the draver (those who have Full Manager Permissions) to pay petty cash
expengssor vendorsin cash. Thefollowing steps are used:

Chooseadranver where the sooop will betaken from.

Next put in areason for the drawer scoop.

Enter Amount:

Presseither the Yesor No button depending upon your ansier.
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A box will gppeer telling you thet asooop wesrecorded for X amount for thedraver you sdected. Thesooop report isloceted in the badkoffice
gdem.

Open Drawer Button

This button will cause the cash drawer to 2kick® open (providing that there is adrawer atached and you have sufficient
permissions).

Initiate Drawer Button

If you are using a cash drawer on the current station, then you will be required to 2| nitiate® the drawer before enter sdes or
settling sdes on the gtation. | nitiating a cash drawer involves assigning the drawer to an employee and indicating the
garting till amount. You can dso use up to two different drawers( asin the case of individud bartenders). You must dso
assign which drawer you will use.

1. Clickthelnitiate Drawer button. A didog of qudified personswill be displayed. You will be asked whether to
initiste Drawer 1 or Drawer 2.

2. Choose the employee you would like to assign the drawer to. An additiona dialog will be displayed, prompting
you for the starting amount. (If you are transferring an existing drawer to another employee, specify the count
of the current drawer)

3. Enter the gtarting amount for the drawer.
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Close Out this Drawer Button

This button will clear the current drawer and print areport to the loca receipt printer detailing the drawer's activities. You
will have to initiate another drawer for the new person using it before you can enter sdes & the station again. In thisway,
sdesand tenders can be tagged with adrawer number ( and thus hold the employee accountable for the fundsin the
drawer) for security reasons.

To Close out the Cash Drawer:

1) Click the Close Out Cash Drawer Button

2) If more than one cash drawer is initidized, VduePOS will ask which draver you
would liketo doseout. Choosethe drawer you wish to dlose out.

3) After the Cash Drawer report has printed, VduePOSwill sk if you would like to
permanently dosethe drawer, sy YES

NOTE: If you would like to jugt run acash drawer report, follow the above gepsand on
gep number 3, say no to actudly dosing the cash drawer.
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Set Logout Time Button

VauePOShas severd built-in security features. One of them isthat after a pre-determined amount of time, if an employee
islogged into the system, the station will close back to the ID Screen and log out the currently logged in person. This
button alows you to specify the number of minutes VauePOS should wait before doing this.

Test Credit Card On/Off

This button lets VAuePOS tegt the credit card functiondity of the sygem if you have purchased the
optiond credit card processing module. 1t will dlow a2tet® credit card number to be used to determine
whether dl the switches have been st properly and the entire credit card functiondity isworking.
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Credit Card Refund:
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Local Station Settings:

The Locd Sation Setting didog alows you to change locd settings for VauePOS stations. Do not use unless directed by
an authorized technica support person

Database Path: The database path is the path of the database file relative to the server on which the database server
softwareis running. It isacommon mistake of users to enter the path to the database usng aUNC path. VauePOS stationstalk
to the database server software running on the database server that feed information back to the POS ations or write
information to the database file on behaf of the POS dations.

If the database file is located at C:\EzTouchData\EZTouchPOS.gdb, then that is what you would type in this field even if the
database file and the database server software is running on a different computer. Basically, you are dlowing the locd POS
station to tell the database server software where to find the database file on the database server' shard drive.

Database Server IP: Thisisthe IP address of the server computer that serves up the database to other computers on the
network. 'You can put the computer name of the server here, but it is best to put the IP address of the server computer such as
192.168.1.100.

Validation Server IP: Thisisthe IP address of the computer (usualy the same one running the Database Server) that is running
the EZLicense Manager software which manages user licensing on the network. If you do not indicate the correct IP, VauePOS
will start in Demo Mode and priceswill beincorrect.

Station Number: This is the number of the current workstation. Each POS workstation should have a unique Station number
because activity that is performed on each workstation (such as sdes, voids) is tagged with the station that the activity took place
on.

68



VALUEPOS FRONT OFFICE 09/04

Update Path: The Update Path is a shared folder on the server (or local computer if a stand aone station) where the
EZLicense Manager software places updates to the software that it finds when you perform a Web Check. When VauePOS
loads, it checks this folder for an updated version of the software and if found, automaticaly loads it for you to the local
workstation.

CC Overcharge%: All credit card transactionsin VValuePOS are run as Pre-Authorizations to account for a credit card tip
being added later on. The CC Overcharge percent alows you to specify the amount over the origina sale amount that will be
charges so that there will be room for a credit card tip later on. For instance, if you set your CC Overcharge % to .25 and your
sdesamount is $10.00, then VauePOS will preauthorize the amount for $12.50 When you findize the sale, the actual amount
(Sdle Totd + Tip) will be settled with the processor.

Time Out: Thisistheamount of timein seconds that will dapse before a Time Out occurs with credit card processing. For
instance, if you have set the number of seconds to 60, then if credit card processing cannot be reached within 60 seconds,
VauePOSwill give up trying after that amount of time and notify you that it could not reach the processor.

SMTApps Path Name: Thisisthe path to the smtapp.ini file where the credit card processing information is stored to the
local POS gtation. Usudly, thisinformation is set automatically so you will not have to changethis.

SMTApps Executable File: Enter the path to the shared folder on the computer that is running credit card processing
software. VauePOS neads thisinformation in order to process credit cards.

Auth Info Interface: Leave as the default unless you are using internal TCP/IP to communicate with the credit card
processing software

CC Server IP, CC Server Port: Leave asthe default unless you are using interna TCP/IP to communicate with the
credit card processing software.

Gift Server IP, Serer Port, Merch ID, Site ID: Thisinformation is used to vaidate and run Gift Card and VIP
sarvices. Please consult your dedler for information on setting up thisfield.
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Remotes On/Off: tdissoftwareif remotesare being used
Local Printer On/Off: tdissoftwareif locd printersare being used

Printer Set Up:

Thisdidog is used to assgn internd printersto actud printers ether ingdled on the locd machine or on
the Locd Area Network. To use the Printer Setup didog, Smply sdect the inddled printer for eech
internd printer that you would like to use and setup the Printer Typefor each one.

For ingance, if you would like to setup your locd Receipt printer, dick the drop down box for Receipt
Printer and sdect the gopropriate Printer from the drop down box list. Next, sdect the printer type from
the Printer Type drop down box.

Click the Enter button to save your changes.
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Test Prints Off/On Button

Primarily aVauePOS deder or technica support person will use thisfeature, but you can useit aswell. Clicking this
button will toggle test prints off and on. When test prints are on, any remote make line tickets will have alarge caption
letting the kitchen staff know not to actudly prepare the items printed. An example is shown below.

Minimize Software: minimizesthe software

Cursor Visibility Button:

Turnsthe screen cursor on and off.Inl Settings
Allows you to change loca setting for the VauePOS station. Do not use unless directed to by an authorized technica
support person.

EMERGENCY SALE DELETE:

Although the chance of something happening that would require an Emergency Sde Ddlete (ESD)
is extremely rare, this functiondity has been built in to help in those Stuations where it might
become necessary.

Use thisfunction only if you have aproblem with a Sde Record tha prevents you from closing out
your day because VauePOS requires that you settle dl outstanding credit card, VIP, and House
Payments before running Night Procedures.
1) Click the Emergency Sde Button. The Sdes Locator will be
displayed.
2) Choosethe sdethat you would like to delete and click choose
button on the sdelocator.
WARNIN G: The Emergency Sale Delete function completely removes the sale and any
related payments and items associated with the sale. Although an entry is made to the
Void/ Comps log for audit and security purposes, the functionality would cause a
discrepancy in your reports. Useit only as alast resort and try using the standard void
operation first.
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ShutDown Software Button:
Thishutton dlonsyouto st downthePOSsoftwereand et it dtogehe.

LOGOUT: Thisbutton dlowsyou to logout

Close/Go back: Thisbutton dlows you to close the screen you are currently in
and go back to whereyou sarted from.

72



