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Refunds

Sort By: Date & Time Only show my bar tabs:
Q Kye's R;shunm
350 Return Sale -$55.37 cﬁé%.;
Menu | Orders | Register ®kye Printed November 14. 2018 at 11:01 AM
Ordered just now
Now ber 14, 2018 at 11:01 AM Order #: 79
TO Sta rt yo u r refu n d Pa:l:’:la?l’r\e 350 Rei::m Sale Wailearl' Kye
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-1 x The Decadent -$29.38
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Food Total -$55.37
Po—— P —— floorplan screen) >
Sub Total -$55.37
— Closed Bills R
Order 74, Bill 350 $55.37 Canadg, A HST, 13% Included in Total -$6.37
® Lauren -Table 13 Printed November 14,3018 at 1058 AM
- R a1 w1057 T (T Pisase Gome Again!
Order 74, Bill 349 $35.0 Party Name: 1 Waiter: Lauren
@ Lauren Table 3 —— \
Cash L - “The Decadent $29.38
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© kye-Table 1 : PoneyVoghun Gapola se78 T Bar Tab h v Il the i bei
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Order 70, Bill 347 $48.59

S s top of the screen. Select returned on this bill. You can

cash 1 Total  $55.37

o F— T the negatively priced bill, delete any items that you do
: . = and select Edit Order at the not want to refund. Then tap on

Visa Nov 14, 2018 at 10:
Order 75, Bill 345 grm e

o -Table o
- v el . oo bottom Checkout

Order 77, Bill 344 ¢ Reorder |

@ Louren Table 21

s fore 20 e bl (i) & CurrentBar Tab For 350 Return Sale 4
Order 77, Bill 343 efund Sale

@ Lauren -Table 21 S " B \ N
visa : Nov 14,20 Change Waiter/Waitress Warning Ij‘l Honey Yoghurt & Granola

?f::v: ?;'iiif § View/Edit Payments Refunding a bill will create a new Bar -

cash Nov 14,2018 Tab with negativelnpriced order items

e —— oo ore from the original bill. Do you wish to |_j‘ Brisket 1lb

continue?

-1 The Decadent
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https://www.touchbistro.com/help/articles/non-integrated-refund .
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Refunds (Previous Day)

Cash Refund

Non-Integrated Credit Refund

c Integrated Refund

If you are using an integrated payment
processor you will see something like this.
Select the appropriate type of refund and
follow the steps on the screen.

Cash Refund

Non-Integrated Credit Refund

If you are unintegrated, you will see
these options. Select the appropriate
type of refund and follow the steps on
the screen.

Search Results:

Order 74, Bill 349 : $35.03
November 14, 2018 at 10:56
Order 70, Bill 348 : $55.94
November 14, 2018 at 10:56

Reprint
Email
Reorder
Refund Sale
Change Waiter/Waitress

View/Edit Payments
Order 77, Bill 342: $25.43
November 14, 2018 at 10:55
Order 76, Bill 341: $124.29
November 14, 2018 at 10:55
Order 68, Bill 340 : $114.13
November 13, 2018 at 12:13

Kye's Restaurant
A
AA

Canada, A
Tel: 123
Printed November 14, 2018 at 11:07 AM
REPRINT-

November 14, 2018 at 10:57 AM Order #: 74
Party Name: 1 Waiter: Lauren
REPRINT:

The Decadent $29.38
Smoked Salmon & Egg $15.82
Brisket 11b $3.39
Honey Yoghurt & Granola $6.78
Split ltems

Food Total $55.37

Sub Total $55.37

Total $55.37

*Visa $66.44

Total Tips $11.07

HST, 13% Included in Total $6.37

Thank You
Please Come Again!

Tip Guide: 15%=$8.31 18%=$9.97 20%=$11.07

To refund a bill from a previous business day, on the main screen tap on
Options > Bill/Guest Check History. You can use the Start & End date to
search for a bill from a specific time. If you tap on one of the search results,
then on the picture of the bill, you can refund the sale through here.
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Reports

 Restaurant

Start Date

Possible Reports

Hours Report
List waiters number of shifts and total hours

Detailed Shift Report
A detaied lstof shiftlengths & times

Cash Tip Report

A summary of the cash tips recorded by each waiter.

Credit Card Tips Report

List the tips generated from credit card transactions

Waiter Tip Summary
Display the total amount of tips collected by each waiter.

Deleted Items Report

Displays information on how many items waiters have
deleted from orders.

No Sale Report
Displays information on how many times the cash
drawer was opened without an order,

SunNov18 12 00 AM

DM

Reports Generate Report
Years: End Date

Business Day

Load Template

Today 7 50 PM

Save Template As

1

$ b = O &

Siles  Accounting  Me Payments Labor ! CURRENT REPORT

|
‘ e Hours Report

List waiters number of shifts and total hours

“ Detailed Shift Report
@ A detailed list of shift lengths & times

®
®

o)
®
®

https://www.touchbistro.com/help/articles/reports

Where to find reports?
° From the Floorplan, tap Admin/Options > Reports

Creating Templates
° Choose from possible reports on the left
° Preview them by selecting Generate Report (top right)
° Tap “Save Template As” to create a new report, or “Save
Template” to make changes to an existing report.

Loading Pre-set Templates
° Select “Load Template” to view existing report templates.
Select your start and end date

Generate Report
° Select in the top right corner to view your report

Tips & Tricks
° You must add a name and description to each report
° You can remove a report by tapping the red circle on the
left of the report, then “Delete”
° You can also view reports on cloud.touchbistro.com

TouchBistro.com
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Sta ff L I st https:/AMwww.touchbistro.com/help/articles/staff-list

Login as a manager and tap on Options > Staff List

Dismiss Staff £ staff Megan's Shifts Add Shift < Megan's Shifts Edit Shift

TAP A CELL BELOW TO EDIT THAT SHIFT.
Only show clocked in: Forc/_al%lg%out Staff Type Server
Clock In: Tue, Nov 13, 2018, 10:12 AM 0:38:27

Clock Out: Tue, Nov 13, 2018, 10:50 AM

Clock In: Mon, Nov 12, 2018, 3:14 PM Cash'Tip 000
ACTIVE Clock Out: Mon, Nov 12, 2018, 4:12 PM Staff Options Clock-In Time 10112 AM
@ Admin ADMIN Edit Shift )
Clock In: Mon, Nov 12, 2018, 12:37 PM Clock-Out Time 10:50 AM
o Sh};assan“smmmes MANAGER @ Clock Out: Mon, Nov 12, 2018, 1:04 PM View Shift Report
Megan SERVER . :
@ Mes server  (T) Clock In: Thu, Nov 1, 2018, 2:16 PM Shift Length 98 minutes

Clock Out: Thu, Nov 1, 2018, 2:28 PM 0_%1&;1&;5 [©)

Easy way to force
clock out all staff *Tip* Swipe a shift to
before performing the left to delete it

end of day

hesssss—————

Tap on the @ next to the e bere Shift o select "viow Shift o et ok
staff member to edit their Report” to reprint or view the sales for nfout times, cash tIpS“, ra’Fe of
clock in time or reprint/view thisshift P pay, :fmd more under “Edit
their shift report Shift
https://www.touchbistro.com/help/articles/staff-list .
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Perform End of Day

Why do | perform End of Day (EOD)?

° To separate today’s transactions from tomorrow’s
° Ensure your numbers balance (i.e. Cash in till and
Credit Card deposit)

When should EOD be done?

° Every night!
° The night before going live - (separates practice
transactions from real)

Who can perform EOD?

° Anyone you choose (Permissions are set up in Staff >
Staff Types)
o Turn ON “Can Perform EOD,” “Can Manage
Staff,” “Can Manage Orders” (all required)

Bianca's Restaurant
End of Day
From: Tuesday, Nov 6, 2018, 4:53 PM
To: Wednesday, Nov 7, 2018, 3:01 PM

Sales Totals

Payment and Refund Totals

Cash
Orders: 0
Total Payments
Orders: 0

Cash Refund
Orders: 0
Total Refunds

Orders: 0

Net Total

Total: $0.00
Total: $0.00
Total: $0.00
Total: $0.00

$0.00

Statistical Summary

Total Bills:

Avg. Amount per Bill:
Total Guests:

Avg. Amount per Guest:
Closed Bill Numbers:

Payouts Report

https:/mwww.touchbistro.com/help/articles/perform-end-daypreview-end-day/
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How to Perform End of Day

1

Options > Perform End of Day
NOTE: Usually setup for only
managers to complete unless
otherwise adjusted

Menu |

TABLE 2

Bianca: Switch

rders | Register

Bianca's Restaurant

TouchBistro | Main

= ok

Reservations | Options

Manager Options

MESSAGES

Messages (0 Unread)

GENERAL
Bill / Guest Check History
Cloud Reporting

Current Shift Report
Customer Account List
Loyalty Options (ReUp)
Payment Gateway Options
Previous Shift

Refunded Payments Log
Reports

Sales Statistics & Charts
Snapshot Report

Staff List

Transfer All Tables to Waiter...

Perform End Of Day

Preview End Of Day

2

Ensure all areas have a green
checkmark. For those that do
not - be sure to make the
necessary changes

End of Day Checklist Refresh

Clear kitchen displays
All waiters clocked out

Al tabs closed

All tables empty

All personal registers empty
Al Pre-auths closed

Valid License

Gift Card Activity Report Generate
Generate

Cancel
4
4
4
¥
4
¥
¥
4
X

End of Day Report

3
Print/Email the report to the
necessary parties
NOTE: Email must be setup
on iPad’s email app (not TB)

csv m &
Bianca's Restaurant
End of Day

From: Tuesday, Nov 6, 2018, 4:53 PM
To: Wednesday, Nov 7, 2018, 3:01 PM

Sales Totals

Payment and Refund Totals

Total: $0.00

Orders: 0
Total Payments
Orders: 0

Total: $0.00
Cash Refund
Orders: 0 Total: $0.00
Total Refunds
Orders: 0 Total: $0.00
Net Total $0.00

Statistical Summary

Total Bills:

A
Closed Bill Numbers:

Payouts Report

4

*TAP CLOSE DAY*

This is

the most important step

to ensure sales are separated

2R ERREES

between each day

End of Day Checklist Refresh

Clear kitchen displays
All waiters clocked out

All tabs closed

All tables empty

All personal registers empty
Al Pre-auths closed

Valid License

End of Day Report

Close Day

NOTE: Don't ignore any red X's. Tabs, tables and personal registers can be closed by going into “Orders.”

from the checklist by selecting “View.” Pre-Auths will be found in closed bills.

Waiters can be clocked out

TouchBistro.com
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