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This article describes how to use the Heartland Restaurant’'s NextGen POS solution, running on
NextGen payment terminals. It also describes how to perform various tasks and transactions
with the NextGen POS after it is configured.

The following sections describe the environment and features within the NextGen POS, as well
as how to perform basic tasks and transactions, such as opening new tickets, ordering items,
splitting tickets, and other actions.

Room Screen: Bar Service

When you log into the POS, it displays the Room screen. In this screen, you can select a room
and then access, review, or add tickets in that room. When you first log in, the POS accesses
the first room in the Rooms list by default and displays it and its tickets (if any are currently
open).

Regardless of the type of room you are viewing, the Room screen always includes the following
controls.

Socket Server Order Balancing
OO \@”\1—\
#N1 00:00 w1 2528 Messages Options
. Bar Tab Room Bar Tab Room
+AddTicket kil e Printer Queue

07/25/24 | 1:59 pm Ordered  07/24/24 | 12:31 pm Ordered

Open Tickets

Room Buttons

Bar Tab Room  Dining Room Delivery EatlIn Carryout DoorDash ‘ Tickets
L]

Messages: Accesses the Messages panel, which lists any messages you have received.
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Socket Server: This icon displays the current connection status of the POS with the socket

Server.

Printer Queue: This button displays a panel that describes the printer's current status in detail.

Order Balancing: If the location uses Online Ordering, this button opens the Online Ordering

panel, which includes a switch for enabling the Order Balancing feature.

Jeff
Z00PM | 50%

E®EEG

Online Ocdering

@@ o Batancing

Options: If you tap this button, the POS displays the Options menu, which provides access to
Manager Settings menu, Reports, Server Bank, Tip Out, and No Sale screens.

Jeff
2:00PM | 50%

E@EE@D

Settings

Reports
Server Bank

Tip Out

No Sale

Regardless of the type of room you are viewing, the POS will always display the ticket tiles in
the Room screen as highlighted by a color that indicates its current status:

No ltems

Ordered

Closed

Cancelled

Refunded

Partially Paid

Paid in Full

Offline

Held

Future

When you log in, the Room screen displays the first room in the Rooms list by default, including
all open tickets currently in that room. To access a different room, tap its button in the bottom

panel.
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Room Screen: Table Service

If you access a room that uses table layouts, the POS displays the room’s table layout, with
icons representing its available tables. In this view, tables with open tickets display as
highlighted.

" @®EEG
201PM | 50% @I\ﬂ:/ =

0
(4]
5 ]
6]

@

@
Bar Tab Room

Dining Room - Delivery EatIn Carryout DoorDash

To open a ticket, tap the icon of an unoccupied table. The POS displays the Order screen,
which you can use to add items to the ticket. This screen enables you to navigate and find items
in different menu groups and sections.

Jeff 72\
Home 2:03PM | 50% \ib/l
’ a = a Dining Room: 18 #NZ
Wonton Soup l Egg Drop Soup l BCT & o Select Al

- Egg Drop Soup 1 $1.95
sm
Subtotal: $1.95
Sales Tax $0.14
Total: $2.09
Amount Due: $2.09
Print Split Demo Credit
Long hold item to set stock limit
Chinese ; Rice and Chef's : Lunch Actions Checkout Send
Demo FiRpetizers SR Noodles  Specialties Side-Order. Combos

A Global Payments Company K]
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In the Order screen, you can access the items in a specific menu group by selecting that group
in the Menu Group list, which you can access by tapping the Menu Group button (the left-most
button in the bottom panel). The Menu Group button displays the name of the menu group
currently selected as its label. In this example, the Menu Group button displays as Chinese
Demo because it is currently accessing the “Chinese Demo” menu group.

%7 Menu Group button

Chinese s Rice and Chef's . Lunch
Demo £ppetizers Soup Noodles  Specialties Side Order Combos

To select a different menu group, press the Menu Group button. The POS will display the
Menu Group list.

BYOB I Breakfast Buvgerl BBQ Burger ' Swiss Burger ' Healthy Burge
Cali Burger | Hawaiian Burger | gﬁ:g::vestem I Fat Burger I Gift Card
Bakery Demo
Burger Demo
Chinese Demo
Dell Demo Long hold item to set stock limit
I sserts Drinks Others Sides

If you tap a menu group in this list, the POS will then display buttons in the bottom panel, each
representing a menu section associated with that menu group.

Menu Section Buttons

Long W item to set stock limit

Chinese ¢ Rice and Chef's : Lunch
Demo Appetizers Soup Noodles Specialties Side Order Combos

If you tap a menu section button, the POS displays the menu items associated with that section.

A Global Payments Company 4
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Jeff
10:29 AM | :0%
‘ ==Y =1 a Dining Room: 5 #W3
Wonton Soup I Egg Drop Soup I BCT a Select All
- Plain or Vegetable Fried Rice 1 $4.25
Sm
“oain 000
Egg Drop Soup 1 $2.95
9
...the POS displays the menu items
in that section.
Subtotal: $7.20
Sales Tax: $0.50
Total: $7.70
If you tap a menu section button... Ao 2L
Print Split Demo Credit
Long hold item to set stock limit
Chinese / Rice and Chef's . Lunch Actions Checkout
Demo Appetizers Sy Noodles  Specialties Side Order Combos

Ordering Menu Items in the Ticket Screen

To add an item to a ticket, tap the item. If the item has no modifiers, the POS adds it to the ticket
immediately. If the item does have modifiers, the POS displays its modifier options.

'~ ®®@E
2:04PM | 50%

| Dining Room: 18
| Small Medium \ Large ’ | Comments. |
[&n
Burger Choices
Beef Patty (1) Veg'g)iaetgean Bison Patty I Ostrich Patty I Salmon Patty I Chicken Patty I
o590 0 00 o00 e
Turkey Patty Kobe Beef Patty

Burger Temperature

' Rare Medium Rare ‘ Medium Medium Well Well Done
Cheeses

5 ) Mozzarella Pepper Jack

Amenc?:\c Cheese CheddaO: nCheese Swiss Col:ceese (L) Cheese Cheese
000 000
B Tonning
Seat Course Quantity > fi
RT;:;” - = 1 e Duplicate

_

When you select a modifier, the POS highlights its selected button. As you select modifiers, the
POS adds them to the ticket, displaying them in the Ticket panel on the right-hand side of the

screen.

A Global Payments Company 5
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8ar Tab Room
Small Medium Large Somments

io

Burger Choices Mushroom Swiss Burger
Medivm

Beef Patty Neogk: Bean Bison Patty (1) Ostrich Patty Salmon Patty Chicken Patty g

ooo 3o d o080 see oo P Bisan Patty

Burger Temperature.
Medium Wel
Turkey Patty Kobe Beef Patty
00 00
Burger Temperature
Rare Medium Rare Medium I Medium Well I Well Done I
b, I Lhaddar Oh, I Swiee Ch, (1) I Mozzarella I Pepper Jack I fEnous Due;

In the bottom panel, if you tap Seat, the POS displays a keypad, enabling you to enter a seat
number for the item. If necessary, you can also enter a name for the customer in this seat by
typing a name in the Customer Name box.

Turkey Patty l Kobe Beef Patty l

000 000

Rare I md | Custonier Name (Optio Medium Well
- s g Mozzarella
Americgz\ocheese’ Chec : 3 3 Choejse
—
Quantity »

Remove

i - : 1
e Duplicate

®
&

Also in the bottom panel, if you tap Quantity, the POS displays a keypad, enabling you to enter
a new quantity for the item.

ToT '

Burger Temperature

Medium Rare Madinm l Marliim Wall l Well Done

Please select the item quantity

4 2 ¢ Pepper Jack
; epper Jacl
heddaozacheese Swis 5 % 3 Cheese

oo

&

Seat Quantity >
plicate 2 1

When you add the item to the ticket, the seat number and quantity will display with the item.

A Global Payments Company 6
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After you select all appropriate modifiers, tap Done to return to the Order screen. To remove the
item from the ticket and return the Order screen, tap Remove ltem.

Ticket Panel

In the Order screen, as you add or adjust the items on the ticket, the POS displays the ticket in
a panel on the right-hand side of the screen, allowing you to review the full ticket at any time.

[ning Room: 18 #3
Salect A

Plain or Vegetable Fried Rice 1 54,25
Sm

.00

Egg Drop Soup 1 §2.95

Subtotal: §10.15

Print Split Demao Credit

Actions Checkout

In this panel, the POS displays the ticket in detail, including its subtotal. Items that have been
ordered but not yet sent to the kitchen printers in blue text. Items that have been sent to the
printers display in black text.

Send

In this panel, if you tap Send, the POS will send all newly ordered items to the kitchen printers.
In the Ticket screen, items that have been ordered but not sent to the prep printers display in
blue text. After an item is sent to the printers, it displays in black text.

Print
If you tap Print, the POS will print the ticket on the receipt printer.
Split

If you tap Split, the POS will display the Split Ticket screen, which allows you to split the ticket
in various ways. The options available are Add Tab, By Seat, or Even Split.
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Jeff
% 3:01PM | 50%
Tab 1
Veggle 1 $8.99
2
Coca Cola 1 $3.60
Bottled Water 1 $1.20
Subtotal: $1379
Sales Tax $097
Total: $14.76
Amount Due: $14.76
i -
T ——

Add Tab

In the Split Order screen, if you tap Add Tab, the POS opens and displays a new empty tab in
the ticket. You can add as many tabs as needed.

Jeff
Tab 1 Tab 2
Veggle 1 $8.99
2

Coca Cola 1 $3.60
Bottled Water 1 $1.20

Subtotal: $13.79 Subtotal: 50.00

Sales Tax $0.97 Total; $0.00

Total: $14.76
Amount Due: $14.76  Amount Due: $0.00
daTah Evenspit | [Remove spts
_

After adding a new tab, you can then move items from one tab to another. If you tap an item, the
POS displays a panel with multiple split options: Move to, Evenly, and Advanced. The POS
also displays a list of buttons, each representing a tab (Tab 1, Tab 2, and so on), with the item’s
current tab highlighted.

A Global Payments Company 8
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Jeff
< 3:29PM | 50%
Tab 1 Tab 2 Coca Cola X
Yesole 3 22 [ Move to ] [ Evenly ] [ Advanced ]
Bottled Water 1 $1.20 [Tab 1 (100%) l
Coca Cola 1 $3.60
Tab 2 (0%)
Subtotat: 1379 Subtotal: $0.00
Sales Tax $097 Total: $0.00
Total: $1476
Amount Due: $14.76  Amount Due: $0.00
Add Tab By Seat Even Split Remove Splits

The Move to option enables you to move a whole item to a new tab. If you select Move to and
then tap a tab button, the POS moves the item to the selected tab and displays the updated

Ticket screen.

Jeff
$ 3:32PM | 50%
Tab 1 Tab 2
Veggle 1 $8.99 Coca Cola 1 $3.60
2"
Bottled Water 1 $1.20
Subtotat $10.10 Subtotal: 33,60
Sales Tax: $0.71 Sales Tax: $0.25
Totat: $1090 Total: $3.85
Amount Due: $10.90  Amount Due: $3.85
Add Tab By Seat Even Split | |Remove Splits

Instead of Move to, if you select Evenly and then select one or more tabs in the list, the POS
splits the item (and its price) evenly between the selected tabs.

A Global Payments Company 9
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Jeff
¢ i
Tab 1 Tab 2 Veggie X
== T "
Veggle (S0%) 1 $4.50
12 [Tab 1 (50%) I
Coca Cola 1 $3.60
[ Tab 2 (50%) |
Subtotal: $9.30 Subtotal: 3449
Sales Tax $0.65 Sales Tox: 5031
Total: $9.95 Total: $4.80
Amount Due: $9.95 Amount Due: $4.80
By Seat Even Split Remove Splits
T —
By Seat

In the Split Order screen, if you tap By Seat, the POS creates a dedicated tab for each seat
number on the ticket, and then moves all items to the tabs that correspond with their seat

numbers.
Jeff
304 PM | 50% <
Dining Room: 17 N3
Tab 1 Tab 2
em & Select Al
Bottled Water 1 $1.20 Coca Cola 1 $360
1 - Bottled Water 1 $1.20
l 1 Veggle 1 $8.99 “,2‘9—"_ 1 $8.99
1z
2 cocaCola 1 $3.60
i |
Subtotal: 1379
Sales Tax $097
Total: $1476
Subtotal: 1019 Subtotal: $3.60
Sales Tax $0.71 Sales Tax: $0.25
Arnout Diset $14.76 Totak $1090 Total: $3.85
Print Split Demo Credit Amount Due: $10.90 Amount Due: $3.85
Actions Checkout l Add Tab ’ ‘ By Seat ] Even Split {Remove Splits

After you tap Send, the POS will display the Ticket screen, and the ticket panel now displays
controls for accessing its separate tabs.

A Global Payments Company 10
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o
307PM | 50%
@ @ Dining Room: 17 #N31
Tab1-
2 a Select 48
1 Veggie 1 $8.99
12
1 Bottled Water 1 $1.20

This split method only works if you assign seat numbers to the items in the ticket beforehand.
Even Split
In the Split Order screen, if you tap Even Split, the POS displays a list of split numbers, each

representing the number of splits you want to create within the ticket (2 Ways, 3 Ways, 4 Ways,
and so on).

? o
3:08PM | 50%

Tab1

Veggle 1 $8.99
12"

Bottled Water 1 2 Ways

Coca Cola 1 3w ays

4 Ways
5 Ways
6 Ways

Subtotal: 7 Ways
Sales Tax
Total:

8 Ways

Amount Due:
oA e 9 Ways

LAdd e J [—]By = uEven i

After selecting a split number, the POS adds new tabs equal to the number you selected, then
splits every item in the ticket evenly between all tabs.

A Global Payments Company 11
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Jeff 2N
¢ 3:09PM | 50% @@
Tab 1 Tab 2
Veggle (50%) 1 $4.50 Veggle (50%) 1 $4.49
3 12
Bottled Water (50%) 1 $0.60 Bottled Water (50%) 1 $0.60
Coca Cola (50%) 1 $1.80 Coca Cola (50%) 1 $1.80
Subtotal: $6.90 Subtotal: $6.89
Sales Tax $0.48 Sales Tax: $0.48
Total: $7.38 Total: §7.37
Amount Due: $7.38  Amount Due: $7.37
‘ Add Tab ’ By Seat ’ ‘ Even Split Remove Splits

For instance, you may want to split a ticket between two customers. Using the Split action, if you
select Split Evenly, then select 2 Ways, the POS would split the one existing tab into two tabs,
then split every item on the ticket between the two tabs.

Removing a Split
If, for whatever reason, you need to remove a split (of any kind) from a ticket, you may do so by

accessing the ticket, tapping Action, then tapping Split again. In the Split Ticket screen, tap
Remove Splits. The POS will remove all splits from the ticket and display the Ticket screen.

Sales Tax $0.46 Sales Tax
Total: $6.96 Total:
Amount Due: $6.96 Amount Due:
‘ Add Tab ’ By Seat Even Split Remove Splits \

If you tap Checkout, the POS will access the Payment screen. In this screen, you can select
appropriate payment option to pay the check.

A Global Payments Company 12
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Jeff
: 7:24 AM | 50%
e Bar Tab Room U5
$20.70 omments
& a
pask Pork Egg Roll 1 $1.45
$20.70
EggFoo Young 1 $8.95
: D00
7 8 9 ‘ 3 ‘ Egg Foo Young 1 $8.95
pork 000
4 5 6 ‘ ) ‘
Gift Card
1 2 3
[ e |
0 00
$21 $25 $30
Subtotal $19.35
Sales Tax: $1.35
Totat $20.70
Amount Due: $20.70

If the customer pays with a credit card, tap Card. If the customer pays with a gift card, tap Gift
Card.

Jeff
< 11:134M | 50%
Dining Room: § w3
mments
Gift Card - Plainor Vegetable Fried Rice 1 $4.25
Sm
Card number o 2
- Egg Drop Soup 1 $2.95
Lo
7 8 9
4 5 6
1 2: 3
0 00
| Cancel ‘ [ Inquire ] Subtotal: §7.20
Sales Tax. $0.50
Total: §7.70
Amount Due: $7.70

To pay the ticket with a custom tender, tap Custom.

If the customer pays with cash and gives the exact amount of the ticket, tap Cash. The POS will
automatically pay the ticket with cash for its total amount.

If the customer pays with cash and gives an amount greater than the ticket’s total, enter the
tendered cash amount with the keypad, or tap one of the suggested tender amounts. The POS
will pay the ticket with cash and then display the total change due.

A Global Payments Company 13
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Change
$0.74 USD

Actions

If you tap Actions, the POS will display a submenu with more options.

Sl
Ticket Info L B $425
0%
Customer 1 $2.95
1 $2.95
Discounts
Void Order
Subtotal: $1015
Sales Tax 5071
Service Charges / Fees Total $10.86
Reprint
P $10.86
Change Server iplit Demo Credit

Ticket Info

In the Actions submenu, if you tap Ticket Info, the POS displays the Ticket Info screen, which
features a list of information about the ticket, such as its server, its room and table number, its
hold status, its payment, and so on.

b 1114 AM
Ticket #W3 i it
Room/Owner
Server Jeff Plain or Vegetable Fried Rice 1 $425
Room/Table Dining Room/5 Sm,m oo
Guest Count 1 Egg Drop Soup 1 $2.95
Lo
Ticket Status
Hold Ticket
Promise Time
Ticket Status Ordered Subtotat $7.20
Paid Status Unpaid S-‘tk'sl;‘a; g? z
Created By Jeff
Ordered Jul 24, 2024 at 3:35 PM Amoust Due: $7.70
Closed
kAt Actione Print Split Demo Credit
L R R}
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Customer

If you tap Customer, the POS opens the Customer Info screen. In this screen, you can enter,
review, or revise a customer’s basic contact information, such as name, address, telephone
numbers, and email address.

Jeff
< 11:13AM | 50%
Ticket #W3 - Enter Ticket Details LORON s
2 2587456 T4 i a Select AN
== - Plain or Vegetable Fried Rico 1 $4.25
Guest Narma by
Company David s -
- EggDrop Soup 1 $295
Email Credit Card Name %,
Address
Suite City State Zip Code Subtotal: §7.20
Sales Tax $0.50
Total: $7.70
Delivery Instructions
Amount Due: $7.70
Alternate ID or Card Number
Print Split Demo Credit
5 Rice and Chef's " Lunch Actions Checkout
Appetizers Soup Noodles  Specialties Side Order Combos

Discounts

In the Actions submenu, if you tap Discounts, the POS will display the Discounts &
Promotions screen, which lists all discounts and promotions that can be applied to the ticket.

Jeff
S 12:59 PM | 50%
. Dining Room: § w3
Discounts & Promotions R
This discount will apply to the entire ticket.
a Select AN
a Search Discounts or Promos L Pk (o Friod Rico 1 $4.25
Sm
No Tax $1 Coupon 100 50% Off Employee Discount Plain 000
- Egg Drop Soup 1 $2.95
g
Employee Discount ~ Employee Meal ~ Employee Meal 50% Firefighters Discount ~ Hero Discount
Open Amount % -$1.44
Local Business Military Discount Open Amount § Open Amount % Owners Comp
g?ramedlcs Police Discount  Police/Fire Discount  Senior Discount Service Discount Subtotal: $5.76
iscount Sales Tax 5040
Totat: $6.16
Teamsters
Amount Due: $6.16
Print Split Demo Credit
~ Chinese ; Rice and Chef's : Lunch Actions Checkout Send
‘Demo Appetizers SR Noodles  Specialties Sldeider Combos

A Global Payments Company 15
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If you tap a discount option in the screen, the POS will add that discount to the ticket. If you tap
a discount option with an open amount, the POS will display a keypad, enabling you to enter an
amount for the discount. Tap Apply to add the discount to the ticket.

Discounts & Promotions

-$0.00

Can't add zero adjustment

After you tap Apply, the POS displays the discount as a new item in the ticket display and
adjusts the ticket’s totals appropriately.

TG KOO S s
& e
- Plain or Vegetable Fried Rice 1 $4.25
sm
Pain 000
- Egg Drop Soup 1 $2.95
g
Open Amount % -51.44
Subtotal: $5.76
Sales Tax $0.40
Totat: $6.16
Amount Due: $6.16

If you need to remove the discount from the ticket, tap the discount in the ticket panel, then tap
Remove Discount.

A Global Payments Company 16
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Jeff /_\
< 12:59 PM :n&. @)
Dining Room: § W3
Plain or Vegetable Fried Rice 1 $4.25
sm
e 000
Egg Drop Soup. 1 $2.95
L
Open Amount % $1.44
Subtotal: $§5.76
Sales Tax $0.40
Total: $6.16
Amount Due: $6.16
Print Split Demo Credit
v
Discount
Void Order

In the Actions submenu, if you tap Void Order, the POS will display the Reason for Void panel,
which lists all predefined void reasons that can be applied to the ticket. You can also add a
description of the void reason by entering the details in the Description box.

Reason for Void

Walk Out Misring Void Order

Manager .
Correction Misring 86

Server/Bartender
Error

To void the whole ticket, tap an appropriate void reason, then tap Void. The POS will void the
ticket and display the room’s ticket screen, with the ticket’s table icon now displaying as
available.

Cook Error

Service Charges/Fees

In the Actions submenu, if you tap Service Charges/Fees, the POS will display the Service
Charges/Fees screen, which lists all charges that can be applied to the ticket.

A Global Payments Company 17
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Service Charges / Fees

a Search Service Charges/Fees

Catering Service
Charge

Online Ordering
Service Charge

Blue Fee

Jess Needs Money

Rice and Chef's

Noodles  Specialties ~Side Order

Orange Fee

Lunch
Combos

ff
e
1:00PM | 50%
Dining Room: § W3
2 a
- Plain or Vegetable Fried Rice 1 $4.25
sm
Pain 000
- EggDrop Soup 1 $295
Lo
Subtotal: §7.20
Sales Tax: $0.50
Total: $§7.70
Amount Due: $7.70
Print Split Demo Credit
Actions Checkout

If you tap a charge option in the screen, the POS will add that charge to the ticket. If you tap a
charge option with an open amount, the POS will display a keypad, enabling you to enter an
amount for the charge. Tap Apply to add the charge to the ticket.

Service Charges / Fees
15%
7 4 8 9
4 5 6
1 2 3
0
scription

After you tap Apply, the POS displays the charge as a new item in the ticket display and adjusts

the ticket’s totals appropriately.

A Global Payments Company
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- Plain or Vegetable Fried Rice 1 $4.25
sm
Pain. a0
- Egg Drop Soup 1 $2.95
w
Blue Fre $1.00
Subtotal: $8.20
Sales Tax $0.57
Totat: $8.77
Amount Due: $8.77
pr Snli D Credi

If you need to remove the discount from the ticket, tap the discount in the ticket panel, then tap
Remove Discount.

- @®E
< 12:59 PM | 50% @
Dining Room: § w3
nent
aa
- Plainor Vegetable Fried Rice 1 $4.25
sm
Pain oo
Egg Drop Soup 1 $295
Lo
Open Amount % $1.44
Subtotal: $5.76
Sales Tax $0.40
Totat: $6.16
Amount Due: $6.16
Print Split Demo Credit
Remove Actions Checkout
Discount
—
Reprint

The Reprint action enables you to reprint the ticket. In the Actions submenu, if you tap
Reprint, the POS displays a screen listing buttons, each representing an available printer.

If you tap a printer button, the POS will send the ticket to the selected printer. If you press and
hold a printer’s button, the POS will display the Preview option. If you then tap Preview, the
POS displays a print preview of the ticket.

Change Server

The Change Server action accesses controls that enable you to assign the ticket to a different
server. In the Actions submenu, if you tap Change Server, the POS displays the Change
Server screen, featuring a list of buttons representing all servers that are currently clocked in.

A Global Payments Company 19
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Jeff (currently clocked in)

Server Name

Admin M. Jeff . Jessica.

TO GO Online .

Layal .

- @®E
1:02PM | 50%
Dining Room: § W3
aa
- Plainor Vegotablo Fried Rice 1 $4.25
sm
“peain om0
Egg Drop Soup. 1 $2.95
Lo
Subtotal: §7.20
Sales Tax $0.50
Totat: §2.70
Amount Due: $7.70
Print Split Demo Credit
Actions Checkout

To assign the ticket to a new server, select an appropriate server’s button, then tap Go. If you
do not see a button representing the server you want to select, type the server's name in the
Server Name box. If that server is clocked in, the POS will display the server as an option.

Select the server, then tap Go.

Afterwards, when you access this ticket, the POS will display banner text across the screen
declaring that that ticket is assigned to the new server.

o Jeff (o) .
v om @B
. == = a Dining Room: § w3
Wonton Soup I Egg Drop Soup l BCT & Select Al
Plain or Vegetable Fried Rice 1 $4.25
sm
Plain 000
- Egg Drop Soup 1 $2.95
g
Subtotal: §7.20
Sales Tax $0.50
Total: $§7.70
Amount Due: $7.70
Print Split Demo Credit
Long hold item ta set stock limit
Chinese ; Rice and Chef's : Lunch Actions Checkout Send
Demo Appetzers Soup Noodles  Specialties Side Order Combos

After you pay a ticket, the POS will include Refund as an action option. The Refund action
enables you to refund the full amount of a ticket back to a customer, with various payment

methods.
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Beef or Shrimp Fried Rice 1 $5.55
Ticket Info 0.00

Customer

Subtotal: $9.95
Sales Tax: $0.70

Refund Total: $10.65

-$10.65

Reprint $0.00
Change Server [,J

If you tap Refund, the POS displays a Refund Ticket prompt, describing how the POS will
process the refund (by creating a refund version of the original ticket). Tap OK to continue.

Refund Ticket

A refund version of thes ticket will be created. The onginal ticket and payments will not be affected. All items on
the new ticket will be ded as negative sales

CANCEL 0K

The POS then displays the Reason for Refund panel, allowing you to specify the reason for the
refund. In this panel, select an existing reason option (if any are applicable), or type a more
detailed reason in the Description box, then tap Refund.

Reason for Refund

Walk Out Misring Void Order

Manager
Correction

Did Not Like Changed Mind

Server/Bartender
Error

[ | ==

The POS will then display a screen displaying the total refund amount and a list of payment
options.

Misring 86

Cook Error
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Total Refund Bar Tab Room SUT-REF

-$9.26

-$9.26

7 8 9
4 5 6
1 2 3
0 00
$9 S0 $0

Total Refund: -$9.26

In this screen, you may select an appropriate payment type to use for the refund by tapping the
button of an appropriate payment type, such as Cash, Card, Gift Card (if enabled for the
location), or Custom.

If you tap Custom, the POS will display a panel listing the location’s custom tenders as
payment options. If you tap Cancel, the POS will return to the Payment Options screen.

< LEIOIC

8ar Tab Room

Custom Payment Options

Pork Egg Roll 1 $1.45

:ouse Reference ABCD test 123

House Account = £9 Drop Soup 1 $195

Monetary HA Demo Credit Roast Pork or Chicken Fried Rice 1 $8.95

Sales Tax S0.86
Cancel Totat 321

Amount Due: $13.21

Once you select a payment type, the POS processes the refund with the selected payment type,
then displays a screen verifying its approval.

If the transaction requires a customer’s signature, you can tap Sign to access the signature
panel, allowing the customer to add a signature. If you tap Print, the POS will prompt you to
either preview the ticket or send it to a receipt printer. If the refund’s payment type supports the
option, you can select Void Payment to void the payment.

If you access the ticket after performing a refund, the POS will display the ticket’s items with red
text. In the Room screen, the POS will also display the ticket’s tile highlighted in red.
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Restaurant
oo
B:00AM | 50%
. ==Y=Ya Bar TabRoom #U1-REF
Comments
- o
19 - Pork Egg Roll 1 -$1.45
" - Egg Drop S¢ 1 -§1.95
- Beefor Shrimp Fried Rice 1 -$5.25
sm
Coffee o Cappuccino Snapple Tea Tea Variety Orange Juice = o
o
Subtotal: -$8.65
Sales Tax: -$0.61
Total: $9.26
Demo Credit Refund: -$9.26
Total Refund: -§9.26
m “ Customer
Long hold item to set stack limit
- Bevs Cakes Donuts Pastries Retail Cupcakes Checkout m

Ticket Search

In the Room screen, if you tap Tickets, the POS will access the Ticket Search screen, which
features various controls to enable you to search for a ticket, regardless of its status. This
screen lists all tickets as selectable tiles, each displaying the ticket's number, room, server,

comments (if any), and the ticket’s status.

My Tickets 88

@@
344 PM | 50%

Q Search by Ticket, Guest Name, Card Servers (1) v AllStatuses Vv AllService Areas v All Payments v @
#N2-REF N2 #N3 2443 | AN2 0000 | #N1 2545
Bob Bob Smith
Dining Room: 15 Dining Room: 15 Dining Room: 17 Dining Room: 18 Bar Tab Room
Server: Jeff Server: Jeff Server: Jeff Server: Jeff Server: Jeff
Comments: Comments: Comments: Comments: Comments:
o o ozt ot o
wa 4801 #W3 4808 | #W1 5113
Thomas David
Dining Room: 6 Dining Room: § Bar Tab Room
Server: Jeff Server: Jeff Server: Jeff
Comments: Comments: Comments:

In the bottom panel, if you tap Service Area, the POS filters the list to only display tickets
associated with the room. If you tap My Tickets, the POS filters the list to only display tickets
associated with the server currently accessing the screen.

The top panel features controls that enable you to filter the list of tickets by one or more servers,

ticket statuses, service areas, or payment types.
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20
11:45AM | 50%

Q Search by Ticket, Guest Name, Card Servers (1) Vv AllStatuses. Vv AllService Areas Vv AllPayments ¥

Admin Manager 10 Mo weine = | BarTabRoom Cash I
#us 0000 | #u6 ' 1354

Cashier One Dining Room Credit Card

Ordered ‘

Bar Tab Room Bar Tab Room CodyC # L Delvery Custom Payment
oG St Barte N1 Dish Washer Closed ) Eatin ' [ ciftcard
Comments: Comments: .

Test Carryout Debit Card

e Cancelled f&) Yo SR g
05/14/24 | 11:57 am Bartender Bar DoorDash 5/14/24 | 11:50 am Ordered
J

e —_— Refunded [

w2 2354 #G4
Eduardo Jessica Partially Paid

Bar Tab Room Dining Room: 1 Kitchen - Time Only Staff
Server: Jeff Server: Jeff ) Paid in Ful
Comments: Comments: Maftre O Host

T0 GO Online Offine o
05/14/24 | 1149 am Ordered  05/13/24 | 254pm el

Held a

Autumn Hall

- Future

Tiffany Benton

Jeff

Zach AF

Jared Hughes

‘Service Area My Tickets :3?;

To search for a specific ticket, enter a ticket number, customer name, or card number in the
Search box.

To apply a filter to the ticket list, tap one of the search lists (Servers, Statuses, Service Areas,
or Payments) and select the desired criteria. To clear all current filters, tap the Clear Filters
button.

Options Menu

The Options menu provides access to various features for staff members, such as checking out
server banks or performing tip outs. To access the Options menu, tap in the Rooms screen.

The Options menu provides access to the following screens and functions:

» Manager Settings Menu

» Reports
» Server Bank
» Tip Out
» No Sale
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Settings

The Settings option access the Manager Settings menu.

Reports

The Reports option accesses the Reports screen, which provides access to numerous reports
on the status of various aspects of the business during the day. In the POS Room screen, tap
the Options button, then tap Reports. The POS displays the Reports screen, which features a
Reports menu along its left side.

M @@EEG
Daily Summary

Iltems

Hourly Tickets
Hourly Items
Discounts
Adjustments

Taxes

Each button in the Reports menu access a specific report. For instance, if you tap the Daily
Summary, the POS will display the Daily Summary Report.
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o @®EE@E

Da"ysummafy < Mon,7/29/24 >

Data as of 2024-07-29 11:50:43 am

- o v |[ o %

Sales Tax Categories
Hourly Tickets Rems $000 Taxable hems $000
Non Revenue items $0.00 Tax Included Items. $0.00
Hou rIy ltems Positive Adjustments. $000 Taxable Positive Adjustments. sooo 9
Gross Sales 0,00 Total Taxable Sales $0.00
Auto Pricing Discounts $0.00 Tax Exempt items $0.00
Discounts
Discounts. $0.00 Tax Exempt Tickets # Tickets: 0
Adjustments $0.00
Adjustments Loyalty Rewards 5000 Dayparts
Net Sales $0.00
Taxes Tex 0%
Revenue Centers

Taxes (nclusive) $0.00

: Room Surcha $000
Exit b

Service Charges. $0.00

To return to the POS Rooms screen, tap Exit.

Server Bank

The Server Bank option accesses the Server Bank screen, which enables staff members to
check out server banks. The POS will not allow you to check out a server bank until all of its
tickets are closed by their associated servers. To complete a server checkout, each server
should reconcile and close their tickets in the Server Bank screen.

In the POS Room screen, tap the Options button, then tap Server Bank. The POS displays the
Server Bank screen.

00000

Cash Summary for Jeff .
iefRVERf CHECKOUT REPORT Cash Transactions $0.00
&
Drawer: SERVER BANK
Attached: 7/23/2024, 10:30 AM Total Tips $0.00
CASHIER NOT CHECKED OUT!
"""""""" TR A e Paid In/Out
e S Merchant Owes Server $0.00
Gross iales $0.00
Net Sales $0.00
Total Taxes $0.00 L
Tickets Total $0.00
Step 1: Select Cash Pay Type
CASH TICKETS
Total 0 $0.00
Transfer Tickets
CREDIT/DEBIT CARD TICKETS
Total 0 $0,00
Select Staff 2 Open Tickets $21.45

REPORT CATEGORY GROSS SALES
Uncategorized o $0.00

Total 0 $0.00
o
No Sales

Voided Tickets
Voided Payments
Deleted Items
Refunds

cocoo

STATISTICS

Ticket Average
Guest Average
Seat Average
Trans. In Tickets
Trans. Out Tickets

[=N-R-N-¥-}

BH BB

88888
288
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Within this screen, the POS displays the Server Checkout Report in the left-hand panel.

The Cash Summary section lists totals for cash transactions, tips, paid in/paid out transactions,
and any funds the merchant may still owe the server.

The Pay In/Out section enables you to perform a pay in or pay out. In this section, if you tap
Step 1, the POS prompts you to select cash pay type.

Cash Summary for Jeff .
Cash Transactions $0.00
Total Tips $0.00
Paid In/Out
Merchant Owes Server FETLYEED $0.00
Pay.in/Out Vendor Payout
Step 1: Select Cash Pay Type
Transfer Tickets Sashbrop
Select Staff Pay n 2 Open Tickets $21.45

If you select a pay type, the POS then prompts you to enter the amount of the payment. If
needed, you can also tap Comments and add any comments to the transaction.

Jeff i
= @®EE@E
1117 AM | 50% M~
Cash Summary for Jeff .
SERVER CHECKOUT REPORT Cash Transactions 50.00
Je
Drawer: SERVER BANK i
Attached: 7/23/2024, 10:45 AM Total Tips $0.00
CASHIER NOT CHECKED OUT!
TICKETS Paid In/Out

han es Serve .|
TICKET, SALES: Merchant Owes Server 50.00
Gross Sales 50.00
Met sales 30,00
Total Taxes $0.00 GERICLE
Tickets Total 30,

Step 1: Select Cash Pay Type Vendor Payout

CASH TICKETS
Total $0.00

2Z: Enter Amot 100,
CREDIT/DEBIT CARD TICKETS Step Z EnterAmount $100.00
Total 30,00
REPORT CATEGORY GRDSS SALES (Optional): Comments Containers
Uncategorized 0 $0.00
Total ] 50,00
EXCEPTIONS [ Pay In ] [ Pay Dut ]
No Sales o
Voided Tickets o
Voided Payments 0
Deleted Ttems a Transfer Tickets
Refunds o
STATISTICS Select Staff 0 Open Tickets $0.00
Ticket Average o $0.00
Guest Average o $0.00
Seat Average (] 30,00
Trans. In Tickets [ $0.00 Back Checkout
Trans. Out Tickets 2 $21.45

After entering the necessary settings, if you want to perform a “pay in” transaction, tap Pay In. If
you want to perform a “pay out” transaction, tap Pay Out.

In the Transfer Tickets section, the server can transfer any remaining open tickets to another
staff member. If you tap Select Staff, the POS displays a panel listing available staff members.
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Cash Summary for Jeff .
SERVER CHECKOUT REPORT h Tran $0.00
Jeff
Drawer: SERVER BANK "
Attached: 7/23/2024, 10:42 AM tal Tif $0.00
CASHIER NOT CHECKED OUT!
Aer 1O > )
TICKET SALES $0.00
Gross Sales $0.00
Net Sales $0.00 Pay In/Out
Total Taxes $0.00 .
Tickets Total $0.00 Admin Manager
ep 1

CASH TICKETS

0 $0.00

Transfer Tickets ;

CREDIT/DEBIT CARD TICKETS Jessica
Total 0 $0.00
R A ERY QS e Select Staff 2 Open Tickets $21.45
Uncategorized [ $0.00 .
Total 0 $0.00 ~ TO GO Online
e el ) s m
No Sales 0 N -
Voided Tickets 0
Voided Payments 0 Layal
Deleted Items 0
Refunds 0
STATISTICS
Ticket Average 0 $0,00
Guest Average 0 $0.00
Seat Average o $0.00
Trans. In Tickets 0 $0.00
Trans. Out Tickets 0 $0.00

If you tap a staff member’s button, the POS will prompt you to verify the selection. At the
prompt, if you tap OK, the POS will transfer all open tickets to that staff member.

Transfer your open tickets to Jessica ?

Once all tickets are closed, the server can tap Checkout. The POS displays a prompt to verify
the checkout.

After completing the checkout, the server should return any amount listed as Server Owes
Merchant to the restaurant. Conversely, if the Server Owes Merchant amount is negative, the
restaurant should return that amount back to the server.

Once a checkout is completed, the manager can review its details in the Daily Review screen.

Tip Outs

The Tip Out option accesses the Tip Out screen, which enables you to allocate a percentage of
a server’s net sales, gross sales, and tips to another staff member or to a group “tip pool”.
Depending on how your site is configured, the POS might automatically allocate such funds into
a tip pool that is available for redistribution in the POS. In other sites, staff may need to allocate
their funds manually into a group pool or directly to another staff member.

Tipping Out to Another Staff Member

These procedures describe how to perform a tip out to a specific staff member.

1 Inthe POS Room screen, tap the Options button, then tap Tip Out.
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 @@EER

944 AM | 50%

Settings
Reports
Server Bank
Tip Out
No Sale

System Logout

—s v o @@E@G

Tip Out From Tip Out To
Pool Pool/Staff Filter Job Type Staff Name * Amount *

My Tips v Staff v 4 v 5000
sa00

Today Total T Outs $0.00

2 Onthe Tip tab, in the Tip Out From area, in the Pool list, select the tip pool from which you
want to move funds.

The Pool list’'s default selection is My Tips, which is the current total tips of
the staff member performing the tip out.

When you select a tip pool, the POS displays that tip pool's total amount, total
tip outs for the current day, and its remaining tips.

3 Inthe Tip Out To area, in the Pool/Staff list, select Staff.
4 In the Filter Job Type list, select the job type of the staff member receiving the tip out.

When you select a job type in this list, the POS filters the Staff Name list to
only include staff members associated with a selected job type.

5 Inthe Staff Name list, select the name of the staff member who will receive the tip out.

6 Inthe Amount box, type the dollar amount of the tip out.
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7 If necessary, you may enter a descriptive comment in the Comment box.

=l o @®E@E

T Histary

Tip Out From Tip Out To
ool Poal/staff Filter Job Type Staff Name * Amount *
My Tips. v Staff L g Test - 0.00 Hours v Jessica Salary v S 5000
Totai Amount sa00
Lunch rush

Today Total T uts s0.00

Remainig Tps 200

8 Tap Tip Out.

The POS will prompt you to verify the transaction.

Tip Out Jessica 55000 7
CANCEL oK

9 Tap OK.

The POS transfers the entered amount from your tips to the staff member’s tips.

Tipping Out to a Group Pool

These procedures describe how to perform a tip out to a specific tip pool.

1 Inthe POS Room screen, tap the Options button, then tap Tip Out.
The POS displays the Tip Out screen.

2 Onthe Tip tab, in the Tip Out From area, in the Pool list, select the tip pool from which you
want to move funds.

When you select a tip pool, the POS displays that tip pool's total amount, total
tip outs for the current day, and its remaining tips.

3 Inthe Tip Out To area, in the Pool/Staff list, select Pool.
4 In the Pool Name list, select the name of the tip pool that will receive the tip out.

5 Inthe Amount box, type the dollar amount of the tip out.
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6 If necessary, you may enter a descriptive comment in the Comment box.

= 00000,

o Histary

Tip Out From Tip Out To
ool Poal/staff Pool Name * Amount ¢

My Tips. ~ Pool v Tip Pool Automatic v S 5000
Total Amount s000
Birthdsy groud

Today Total T Outs $50.00

7 Tap Tip Out.

The POS will prompt you to verify the transaction.

T Dt §50.00 7
CANCEL oK

8 Tap OK.

The POS transfers the entered amount from your tips to the selected tip pool.

Reviewing Tip Out History

When necessary, you can review the history of past tip out transactions in the Tip Outs screen.
In the Tip Out screen, tap the History tab.

M O.00C.0,

From To Tipout Date Print

@)

Jeff Jessica (Lunch rush) -$50.00 Jul 15,2024 1.09 PM

Jeff Tin Posl Automatic{Birthday graus) -$50.00 14 15,2024 118 PM
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The History tab displays a report listing past tip out transactions, including the source of each
step out, the recipient of each tip out, the amount of each tip out, and the date and time that
each devout was performed.

Each transaction listed in the report includes a Print button. If you tap a transaction’s Print
button, the POS will prompt you to select a printer, then print the details of that tip out.

No Sale

If your POS is associated with a cash drawer, you can use the No Sale option to perform a “No
Sale” transaction to open the drawer. In the POS Rooms screen, tap the Options button in the
top right corner, then tap No Sale.

The POS will only perform this task if you are in a job type with access to the cash drawer and
set with the “No Sale” permission enabled.

e
To access the Manager Settings menu, tap the Options button (*=/) in the POS Rooms
screen, then tap Settings. The Manager Settings menu includes the following screens:

» Info

» General

» Printers

» Payment Terminals

» Item Stock Management
» Tablets

» Time Punch Management
» Logs

» Daily Review

» System Logout
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Info Screen

The Info screen displays a list of information about the POS running on this device.

Jeff
®@@6G
3:00PM | 50%
Device A
Info
Name 15in-I-Series-4-USBC-V
Wireless IP Address 192.168.68.80
General
Ethernet IP Address N/A
POS Version 210384
Printers
‘Communication A
Payments Connected Network SSID Augustine
Terminals
Files to Upload ]
Item Stock Assigned Static Server 192.168.1.99
Management
Connected Server N/A
i 0
Tablets Connected Client Count
Print Round-trip Time Delay NfA
Time Punch Network Interfaces N/A
Exit

The Info screen is divided into the following sections, each listing different types of information:

Device: Technical information about the POS device itself, such as its name, IP addresses, and
the POS app’s version number.

Communication: The device’s communication settings, such as its network SSID, connected
servers and client counts (if any), and network interfaces.
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General Screen

The General screen includes a list of controls that enable the manager to enable, disable, or
modify various functions within the POS.

Info

General

Printers

Payments Device Exchided Room(s)
Terminals

Item Stock
Management

Tablets

Time Punch
Staff Options.

Language Egksh v

Device Options
Device Name: The name of the NextGen device.

Waitlist: If you enable this switch, the POS will make the wait list accessible and visible in Table
Layout screens.

Training Mode: If you enable this switch, the POS will run the POS in “training mode.” While
running in training mode, the POS will not process any payments performed on it or synchronize
its orders with other devices. Training mode enables staff in training to open tickets or perform
payments without generating actual data in the location’s system files.

Verify Guest Count on Save: If you enable this switch, the POS will prompt servers to enter

the number of guests on the ticket (if they have not already done so) when they save a hew
ticket.

Device Excluded Room(s)
The Device Excluded Room(s) section includes a list of the location’s rooms. If you select one

or more of the rooms in this list, the POS will not allow staff members to access them or
associate new tickets with them or their tables.

Staff Options

The Staff Options section includes only the Language control, which enables you to select
which language the POS uses when displaying its labels and text.
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Tab Room Ticket Sort

The Tab Room Ticket Sort section includes a list of options that enable you to set how the
POS sorts tickets in the Ticket screens for tab rooms. You can set the POS to sort tickets by
one of the following methods:

» Newest Tickets First (based on the time they were created)
» Oldest Tickets First (based on the time they were created)

» Alphabetical by Guest Name

Auto Logout

The Auto Logout section includes a list of logout duration options. If you select a time option in
this list, the POS will automatically log out if it is idle for the selected duration of time. You can
select one of the following durations:

» 30 seconds
» 1 Minute

» 2 Minutes

» 5 Minutes

» 10 Minutes
» 1 Hour

Printers Screen

The Printers screen, which enables you to configure the POS on each NextGen device to use a
specific default register printer. The POS requires a default register printer in order to print guest
checks or use an attached cash drawer.
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Info New Template
Kitchen Edit Use
General
Main Bar Edit Use
Primel's Default Register Printer
Payments
Terminals
Item Stock
Management
Tablets
Time Punch
Exit

Payment Terminals Screen

The Payment Terminals screen enables you to set up payment terminal (such as a Verifone
card reader device) to each NextGen POS station. The Payment Terminals screen displays a

list of tiles, each representing a payment terminal on the location’s network. Terminals available
to your current device display in light green.

Info

General

Printers

Payments
Terminals

Item Stock
Management

Tablets

Time Punch

Exit

Moby

usB

T650C - Layal

192.168.1.9

Verifone Lab §

192.168.1.195

Tiffany B-verifone

192.168.1.235

Verifone Lab 4

192.168.1.52

Verifone AH

192.168.1.105

Verifone Lab 1

192.168.1.80

Sunmi - Jared

192.168.1,28

ne4000C0)

Verifone-Fred

192.168.1.62

Sunmi-Fred

192.168.1.61

Verifone - Jared

192.168.1.66

Sunmi- Tiffany

10.0.0.137

To associate the POS with a payment terminal, tap the tile of an appropriate and available

device. The POS will attempt to connect to the selected device.

You can verify the connection at any time by tapping the Card Reader icon in the POS Rooms

screen. The POS will display a panel listing the statuses of all its card readers. If the POS

connected successfully, the list will display its status as CONNECTED.
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ltem Stock Management Screen

The Iltem Stock Management screen enables you to edit the stock counts of multiple menu
items from within a single screen. It includes controls that enable you to search for items by
category or menu section, enabling you to find and edit stock counts for multiple items.

v O@E®G
QSearch

Item A e« ® gﬁtﬁzr;oomwisse «®

Info
General

Printers

Payments
Terminals

Item Stock
Management

Tablets

Time Punch

“ C'ear A”

To edit an item’s stock count, you must first find the item and add it to the screen. Enter part of
the item’s description in the Search box. If the POS finds one or more matching items, it will
display them as tiles in the screen.

Qboom @
Info

Badger Boom & @
General BUrger

Printers

Payments

After finding the appropriate item, you can enter a new count directly in the item’s Count box, or
modify the existing count by tapping the + and — buttons.

Qboom ®
Info

Badger Boom 8
General Burger © ®

Printers

Payments
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After editing the stock counts of all necessary items, tap Save the save the new counts. Tap
Clear All to clear all current item tiles from the screen.

To designate an item as out of stock, set the item’s stock value to “0”. In the Order screen, the
POS will display out-of-stock items in red. If you set an item’s stock value to “0”, servers and
customers will be unable to order the item in the POS or the Online Order website.

Tablets Screen

The Tablets screen enables you to add or edit the POS’s ticket prefix. A ticket prefix is a string
of characters, up to four characters long, that the POS adds as a prefix to new ticket numbers.
For instance, if you enter the letter “A” as a ticket prefix, the POS will add it as the first character
of the ticket numbers it generates for new tickets created on its device (such as “A12”, “A13”,
“Al14”, and so on).

N Save
Socket Server IP: 192.168.1.99

Info

General

Printers

Payments
Terminals

Item Stock
Management

Tablets

Time Punch

In the Tablets screen, you can set or edit the ticket prefix by entering a string of one to four
alphanumeric characters in the Ticket Prefix box, then tap Save.

If you use ticket prefixes, you must use a unique prefix for each POS device. We recommend
using alphabetical characters, to better differentiate the prefix from the numerical ticket number.

Time Punch Management Screen

The Time Punch Management screen enables you to edit or delete time punches, which are
records of when a staff member clocks in or clocks out of the POS.
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Jeff (2,

3:23PM

Staff Clock In Clock Out Tatal Time
Item Stock
Management Test 07NTIZ4 0718724

Bartender 11:45 AM 11:45 AM

2n Edit

Tablets Cashier One 0711724 o722

Cashler 01:44 PM 0144 PM = Edit
Time Punch

Management

Logs
Daily Review

System Logout

“ 07/10/24 07/23/24 Staff Job Type

The Time Punch Management screen’s bottom panel features several search options to enable
you to find a time punch to edit.

The two green buttons are Date Range settings, which you can use to set a date range. If you
tap the Start Date Range button (on the left), the POS displays a date selection control,
allowing you to select an appropriate start date. If you tap the End Date Range button (on the
right), the POS displays another date selection control, allowing you to select an appropriate
end date.

July 23 2024

07/23/24 07/23/24 Staff Job Type

After you select a start date and end date, the POS will display all time punches performed
within that date range.

In the bottom panel, if you tap Staff, the POS displays a list of staff members who have time
punches performed within the designated date range. If you select a staff member, the POS wiill
display all time punches for that staff member.

In the bottom panel, if you tap Job Type, the POS displays a list of job types. If you select a job
type, the POS will display all time punches for staff members working in the selected job type.

Once you find the desired time punch, you can edit the record by tapping its Edit button. The
POS will highlight its Staff, Clock In, and Clock Out settings.
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00000

Restaurant

Total Time

Item Stock

Management
24n

Tablets Gashler One 0711724 o224 it
D144 PM

Cashler 01:44 P

Time Punch
Management

Logs
Daily Review

System Logout

n 07/10/24 07/23/24 Staff Job Type

If you tap the time punch’s Staff tile, the POS displays a list of all of the staff member’s
associated job types. If you tap one of these job types, the POS will edit the time punch’s

current job type to the one you select.

Bartender
staff Server Clock In Clock Out
Item Stock
Management
Tablets Cashier One o724 07224
Cashler 01:44 PM D1:44 PM
Time Punch
Management

If you tap the time punch’s Clock In or Clock Out tile, the POS displays a date and time
selection control, allowing you to set a new date or time of day for the record’s clock in or clock

out setting.
Staff Clock In Clock Out
Item Stock
Management
Tablets Cashler One « ' 0712/24
Cashler t, ue J‘{ 1€ ,:U, a4 01:44 PN
WedJul17 11 45 AM
Tm Punch Thu Jul 18 12 A€ M
Management

Once you have made the necessary edit to the time punch, tap its Save button to save the new
settings.

40

A Global Payments Company




NextGen User Guide

Clock Out Tatal Time
03624
248 Save
145 AW
7224
DINAET 248 Edit

07:44 PM

To delete a time punch, swipe left to reveal its Delete button, then tap Delete.

Tatal Time

24h Edit

Daily Review Screen

The Daily Review screen enables managers to quickly review what transactions are left to be
resolved during end-of-day procedures. To access the POS Daily Review screen, tap the
Options button, then tap Settings. In the Settings menu, tap Daily Review.

The POS displays the Daily Review screen, which includes three tabs: Tips, Tickets, and
Cash. Each tab displays a list of transactions performed during the current day. These tabs
enable you to review all of the day’s tips, tickets, and cash transactions and, if necessary, edit
them before ending the day.

If there are any unresolved transactions in any of these sets, its tab will display a red “!”,
enabling you to see at a glance if there are any transactions in any set that need action.

O Tickers

Ticket Server

Tickets Tab

The Tickets tab displays a list of all tickets that have not been closed. For each ticket, the
screen displays the ticket's number, server, room, and status. The screen only displays tickets
with a status other than “Closed”.




Heartland

NextGen User Guide

Restaurant
Jeff
i @@E@E
Fimers
O Tickes Tips 0 ceo
Payments e Saeyer Room Status
Terminals - . N -
Item Stock s setf Dining Room -
Management
Tablets
Time Punch
Management
Logs
Daily Review

If you tap a ticket in the list, the POS will open the ticket, allowing you to review its details and
take any necessary steps to close it (or advise its server on how to close it).

Tips Tab

The Tips tab displays a list of transactions that were closed without a tip amount. In this tab,

you can edit each transaction and enter an appropriate tip.

Payments
Terminals

Item Stock
Management

Tablets

Time Punch
Management

Logs

Daily Review

Tips

All ek is done heee

© coh

1 To enter a tip amount to a ticket, tap the ticket's Tip box in the list.

The POS will display a keypad at the bottom of the screen.

2 Enter a tip amount with the keypad, then tap Done.
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Ticket

Vi

Tickets

X

Card
VISA:0119
000000

8 9
5 6
2 3

00

Cash

subtotal @ =0

s5.20(  $2.00 |

Done

v

3 To access aticket, tap its name in the list.

Total

$7.29

NextGen User Guide

To POS will open the ticket, allowing you to review its details and (if desired)
enter a tip amount.

4 To enter a tip value of “$0” in all transactions in the list, tap the Empty Tips button, then tap
Mark empty tips as O.

Mark empty tips as O

Subtotal 2=0

Tot

5 When you have finished editing tip amount for all necessary tickets, tap Submit Tips.

The POS will save the changes you have entered.

If your credit card processing is set to Auth/Capture tips must be captured to batch a
transaction out at the end of day. When you use this method, you'll see a red X or a green
checkmark indicator for this section. If you use Sale/Adjust or another processing method it
allows you to view the screen, but does not show an indicator since it's not required for end of

day.

Cash Screen

The Cash tab displays a screen listing all server banks and cash drawers currently open or
checked in. For each bank in the list, the POS displays the name of its server, the date and time
when the bank was opened or checked in, its expected amount, its actual amount, and the

difference (if any).
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Jeff
wam m @@E@E
Fimers
O Tickes Tips O can
Payments BApCRY Server Bank Expected  Actual o
Termlna's @ Opened: 7/16/24, 10:33 AM $0.00
Item Stock @ 3.::: 7/16/24,10:33 AM $0.00
M
anagement g ;:mﬁ_ 7016/24, 10:33 AM $0.00
o v $0.00
Tab'ets @ Checked Out: 7/16/24, 1034 AM
@ ‘mwe::a::. 7/16/24, 1034 AM $0.00
Time Punch @ :::eaow 7116124, 1034 AM $0.00
Management
Logs
Daily Review

Each bank in the list includes a Report button. The POS displays it as green for banks that are
completed (“Checked Out”) and red for banks that have not been checked in (“Opened”).

If you tap a server bank’s Report button, the POS displays the Server Checkout Report, with
the details and subtotals of the checkout. If the checkout is already completed, you can print the
report by tapping Print Summary (at the bottom of the report window).

- @®EEG
10:52AM | 50% @
TS ‘ SERVER GHECKOUT REPORT Py
Laya Tij Cash
Dramer: SERVER BANK ”
Attached: 7/16/2024, 10:34 AU
Payments N e L S L Gl e S Epsckackd #
Terminals @ TICKETS
........................................ sa0a
g TICKET s:lu.es - o
Gross Sales .00 -
Item Stock Net Sales $0.00
Total Taxes $0.00
Management @ Tickets Total $0.00 000
CASH TICKETS
@, Total o $0.00 $0.00
Tablets CREDIT/DEBIT CARD TICKETS
@ Total 0 $0.00 000
REPORT CATEGORY GROSS SALES
Time Punch (2] Ancoregorizel o o K
Management TS
No Sales 0
Voided Tickets 0
Voided Payments 0
Logs Deleted Items g
STATISTICS
Ticket Average 0 $0.00
Guest Average 0 $0.00
Dally Review Seat Average o $0.00
[ Print Summary }

If the checkout is incomplete, you can force the POS to close the checkout by tapping Force
Server Checkout (at the bottom of the report window).
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Pt " @EEEG
10:52 AM | 50%
rimers
‘ saaf/En CHECKOUT REPORT Tips O cn
Jef
Draver: SERVER BANK
Payments Report Attached: 10:52 Expected  Actual +-
Terminals @
R $9.00
Item Stock @ TICKET sqn.es © $0.00
Gross Sales .00
Management @ Net Sales $0.00 om0
Total Taxes $0.00 &
Tickets Total $0.00
@ CASH TICKETS $0.00
Tablets Total 0 $0.00
CREDIT/DEBIT CARD TICKETS
Total 0 $0.00
Time Punch REPORT CATEGORY GROSS SALES
Uncategorized 0 $0.00
Management Total 0 $0.00
EXCEPTIONS
No sales [
Voided Tickets 0
Logs Voided Payments 0
Deleted Itens [
Refunds o
STATISTICS
« . Ticket Average 0 $0.00
Daily Review ~ reees sl n an e

[ Force Server Checkout J

If all tickets are closed, the POS will allow you to force the checkout. If any tickets are still open,
the POS will display an error.

| Cannot perform
server checkout

i You either have tickets that need to be
closed or tips that need submitted

Dismiss

Configuration for Credit Surcharges

The following section describes how to configure a Heartland Restaurant location to apply
surcharges to credit card orders processed with Heartland EMV, in accordance with Heartland’s
Credit Surcharge Program.

Adding the Surcharge Clause to Customer Receipts

The surcharge feature is enabled in the BroadPOS, not in the Admin Console. However, you do
need to configure customer receipts to include a message alerting customers to possible
surcharges. You must also verify that the POS will print the accurate surcharge amount in the
clause.

1 Inthe Admin Console’s Main Menu, click Location Setup, then Customer Receipt.
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Display Body Header & Footer Lines E-Mail Receipts

@ Top Margin
1
Set Black &
White Logo ® Bottom Margin
1
@ Hide Separator Lines
Remove the dashed lines between modifiers on receipts.
@ show Promise Time

Show the promise time on delivery receipts.

Show Surcharge Clause

Show a clause informing the customer of a ticket's potential credit card surcharge fee.

2 Inthe Customer Receipt screen, in the Display tab, select the Show Surcharge Clause
check box.

When you select the Show Surcharge Clause check box, the Credit
Surcharge Amount box displays below it.

3 If necessary, enter the accurate surcharge percentage amount in the Credit Surcharge
Amount box.

If you enter a percentage amount in this box, the POS will use that amount as
the “Surcharge fee” that appears in the printed surcharge clause. (Its default
amount is 3.5%.)

4 Click Save.

The POS will now include a text message (the surcharge clause) on all printed customer
receipts alerting customers that a surcharge might be added to the total if they pay with a credit

card.
whnoilie
Fries 1.00
1 Chicken Wings 12.99
12
1.0 units @ 12.99/unit
Buffalo Sauce .00
Auto Grat 3.45
Subtotal 26.43
Tax 1 .67
Total 27.10

Suggested Tips
15%=3.97 18%=4.76 22%=5.82

Surcharge of $.95 may be
added to this transaction if
you use a credit card.

Thank you for visiting us!
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If a customer does pay with a credit card, the POS will include the amount of the surcharge,
clearly labeled as “Surcharge fee”, in the printed receipt.

CAUUUUUUUUSEIUIU
TC:
99D5CF5999788B14
1 Turkey BLT 8.99
Whole
Fries 1.00
1 Chicken Wings 12.99
12
1.0 units @ 12.99/unit
Buffalo Sauce .00
Auto Grat 3.45
Subtotal 26.43
Tax 1 .67
Total 27.10
Surcharge fee .95
M/C - xxxx4111 28.05
Balance Due .00
Auto Grat 3.45
AMOUNT 28.05
TIP 5.00
TOTAL 33.05
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