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Clocking In/Out

This is where your staff can clock in and clock out for anyone using
TouchBistro.

How to Clock In/Out:
° Punch in your passcode (unique to each staff member) and

select the green button to clock in
° To clock out, punch in in your passcode and select Clock

In/Out
° Follow the step above to punch out for a break and select

which break type applies

Tips & Tricks:

° Take 3 fingers and swipe down (in the middle of any screen)
to switch users.

Goose & Chey's

Enter passcode

1

4
7
©
Clock infout

View menu

@ TouchBistro  nuuptons ipad - Running 6h -v6.20 (=)

TouchBistro.com
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Taking Orders (Register)

L}

i) & Current Order For Admin's Register ¢

a Q % m Admin: Register >  Checkout

Fast Facts about the Register: A.
Your menu

categories and

Dinner Menu

Caesar

[

Soups  smoked Salmon
|
|

1. This screen is where you place orders for ttormes are on the
uick service ‘
q T—Op |eft Small Plates Entrees Sides
2. It can only hold one order at a time B
This displays
. . . . what items
3. It is split up into 4 seqtlons: have been
a. Menu Categories/Iltems ordered.
b. Orders
C. Quick Pay Buttons
d. Order Summary C. Quanthy 1 D.
Quick Pay buttons Exact| $29 | $30 | $40 [ $2450 This is a
Yy
allow you to quickly ; ; S:":"'a' ”:4'5: summary of
17% Tax A
check out Cred't your total
Total $28.67
paymeres | N e order
4 TouchBistro.com

https:/Mmwww.touchbistro.com/help/articles/server-quide-using-the-cash-register/
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How to Take Orders (Register)

{ Options for itam :Register & > Checkout
. i) @ Current Order For Admin's Register
Quantity...
Modifiers...
Smoked Salmon
Discounts...
Reorder
Delete
Change from Course 1...

Move Item to Another Table

f Q = m

Admin: Register

() ® Current Order For Admin's Register

Dinner Menu

v Caesar $10.00

Salads +Sent at 10:44 AM (Qourse 1)

+Sent at 10:44 AM (Course 1)

Small Plates Entrees

1
Tap on the category and item on the
left that the customer would like to
order. Once selected, tap on the
ordered item for options.

Tap the “send” [® ] button at the
top right to send tickets to the
kitchen/bar and record the sale on
TouchBistro.

oPTIONS
All on One v Kimberton Inn

Split by Seating

ade
Printed November 20, 2018 at 10:45 AM

Split Evenly by #

ADISTMENTS November 20, 2018 at 10:45 AM Order #:3
rable: Admin's Rogister, , 1 guest
Include Gratuity... Party Name: (null) Waiter: Admin
17% Tax #:
Discount/Comp Al Items...
Caesar $1000
Tax Exclusion... Smoked Salmon $14.50
Add Note... Food Total $24.50
PAYMENT OPTIONS Sub Total $24.50
17% Tax 5417

Cash —
Total $28.67
Manual Charge/Credit

Pay on Account ® Printed from iPad using TouchBistro

Edit / Undo Payments

RECEIPT OPTIONS

Exact| $29 | $30 | $40

Cash |Debit|Credit| Tab

Clear| Print |Takeout| pelivery

3
Take the customer’s payment by
using the Quick Pay Buttons or by
tapping “Checkout” to access more

payment options.

Checkout TouchBistro.com
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Taking Orders (Table Service)

Shared Order for Table:

When selected, any items in this area will
automatically split the costs between the amount of
seat numbers

Table & Chair Diagram:

° Add new seats by clicking on the + on the top left

° Click on any seat in the diagram to place an order for
this customer

° Swipe from one seat to another (i.e. seat 1to seat 2)
to automatically combine those two seats on one bill

° Tap on the seat again to bring up options to “split
from group”

Tips & Tricks:

° If you tap and hold on an item with one finger, the
modifier screen will pop up

° If you quick tap an item with two fingers, it will

duplicate the item and any modifications applied

# Home Q Search ¥ View Table: 1 ¥{ Course ' Edit » Send Checkout

Drinks Craft Beer Lunch Dinner
Chicken Wings
(i) & Seat14
1Piece Craft Beer Battered Fish And Chips

Village Blonde

The Harvest Burger
+ Caesar

Raspberry Barrel Mojito (10z]

Order Summary: 4

Food

$51.20
Alcohol $16.75
Sub-Total $67.95
GST, 5% $3.40
Total $83.58

.

TouchBistro.com
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Checkout

Options:
Where you can choose how the bill is seperated i
< Back Checkout - Table: 3 Open Cash Drawer
o Allon One

OPTIONS

o Split by Seating: Based on what has been Allon One >
ordered per seat Split by Seating _
. P . . it Even Bianca's Restaurant
o  Split evenly by: Divides the entire bill up by Sl Evenly by ¥ s,

however many people you choose Include Gratuitys. Printed Novembar 25, 2018 at 8:16 AM

Adj ustments Discount/Comp Al Items... evempen 22 eote e ot B
° Generally only managers are able to apply these, unless Tax Exclusion. .. pety Name: 3 Wlter: Blenca

. . . . z Chianti X
permission is given to servers, bartenders or other staff Add Note.. §uzbc52::‘;‘nw?éhsﬂuwgm 5904

PAYMENT OPTIONS'

° Note: Discount/Comp All Items applies to the entire bill

Food Total

Cash Alcohol Total

Sub Total

Payment Options Pay on Account @ Toul
e  How the customer has paid L Lovany wove oonol 51 153 etsded T

Credit Card

° Non Integrated Payments: Logging a transaction that ot oo g
took place on the non-integrated device o o beyents
o NOTE: wait until you receive an approved T ——
message on payment processor before logging print Bl to *Bar 2" Printer (D)
e Ifintegrated, Credit Card/Payment Terminal will be feprint Credit Gard Stos
highlighted accordingly

Thank You
Please Come Again!

Tip Guide: 15%=$3.56 18%=$4.27 20%=$4.75

Printed from iPad using TouchBistro

Tap on a square for options:

.00
Outstanding:
$23.73

Receipt Options
° Prints all bills at once
° Printing one receipt: Tap two times on the small bill at
7 the bottom right you would like to print > Bill Options > TouchBistro.com
Print
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Orders

Menu_HOrders| | Register TouchBistro Sample Cafe Reservations | Options

\__/ 107
>
101 106
102 105
103 104
| " 2 cash
{ £ "ﬁ " " Register
v -‘" vf

3

Orders (found on the top right of the Orders
floorplan) give access to four useful tabs:

“=0TO

Table: 200 .
D | /T k e ikl Table:202 " Table: 203 Table: 204
elivery/Takeout gims |
$120.84 ‘

$85.81
Bar Tabs Bar Tabs Seated Tables Closed Bills | ’
el AW W <l

Seated Tables s
. \ Table: 205 Table: 206 s Table: 207 Table: 208 Table: 209
C I Osed B I I |S - Seats: 2 Seats: 2 ! Seats: 2 Seats: 4 Seats: 5

AWN

Search through each section with options to T~ S
SOI’t by: + \ it / Delivery Bar Tabs Seated Tables Closed Bills ‘ | Done
All Delivery/Takeout Total Value: $0.00

Bill Number
Date & Time Sort By: Date & Time N o
Order Number L

Table Name
Waiter

®O0o000w

No Deliveries/Takeouts

TouchBistro.com
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Working with Orders

Takeout / Delivery Bar Tabs Seated Tables Closed Bills Done

Delivery/Takeout, Bar Tabs and Seated Tables

All Delivery/Takeout Total Value = $22.58
° Creating a new order: press the + in the top left corner and
fill in the necessary information
o Starting a new seated table can only be done from
the floorplan
e Toopen an existing order, tap on Edit Order or simply slide
the order to the right

Sort By: Date & Time
Q

Takeout

© TouchBistro

TouchBistro Sample Cafe
5 West 20th Street, 3rd Floor
New York, New York
United States, 10011

Tel: +1 855.363.

Mary Wilson 555-87
@ Admin

Edit Order

X . . Printed August 1, 20|35§532;27 PM
e Tap on the Printer Icon to print all items on one customer Auaust 1, 2018 527 P Order #:5068
. fakeout: Mary Wilson § X
receipt o e
e Tap on More to access additional options for the order T
Tel:555-876-3455
Vegetarian Burger $11.99
Tiramisu $7.99
. . . . of $19.¢
Working with the Closed Bill Section . —
o 3200
. . . Total $22.58
° Servers will see only their closed bills for the day .
° Managers will see all closed bills for the day = Feate Coms faak]
L. . . Tip Guide: 10%=$2.00 15%=$3.00 20%=$4.00
e Tap on More to access additional option for the closed bill Printed from Pad using TouchBisto
° Bills that show “Tips Required” need to be closed here
o For more information, refer to your Payment
Processor Support Guide
-3
9 TouchBistro.com

https://www.touchbistro.com/help/articles/server-guide-working-with-orders/
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