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6.0 Quick Serve Operations

Micro$ae’sterm for Quick Serve ---- an order is placed and closed out immediately. All sales are
tracked through an Audit to account for the dollar sales for that cashier. In order to get to the order
screen, an Audit needs to be in place.

6.1 Sales Audit

Select Cashier

L)

|New Employee j

New Employee
Jason Hefner
Training Mode

Enter Begining Drawer Amount

Cashier Audit ﬁ
sy || o]

To open an audit, Go to the Manager’s Menu and touch Sales Audit. Touch Not Assigned and the
next screen will show all the employees. Highlight the employee the audit will be assigned to, then
touch Cashier Audit. Enter the beginning Drawer Amount with a decimal and select Start Audit. The
Drawer is now assigned to that cashier, and orders may now be taken.

The beginning audit sheet will print with the employe€ s name, the register name, the date, and the
beginning drawer amount. This report aso has an area the employee can use to verify the beginning
drawer amount and an area to record skims from the drawer throughout the shift.

Skim the Audit

If the Manager needs to skim the drawer to make a deposit, without
closing out the audit: _ New Employee

i

Hoot Assigned

Go to the Manager’s M enu and touch Sales Audit.
Touch Skim Drawer. The next screen will appear.

Lirawer Skims
MName |ToTal Cash|ToTal Dep.| Deposit |1= !
New Employee 87287 | 000 = 200.00 The i

Manager :
decided to take a $200.00 skim from
New Employee’s drawer. Asshown,
a$200.00 deposit was taken and will be recorded on this audit when the audit is closed.
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Make sure the Save button was touched or the deposit will not be recorded.
Close the Audit

If the Manager isready to close the audit, touch the name the audit is assigned to. A message box will
appear and asksif you are sure you want to print the cashier audit. 1f you want to, pressyes. The audit
will print out and is ready for the manager to count the money from the drawer. Another message box
will ask if you are ready to close the Cashier audit. Press yesif you are ready to close. If you just want
to do a spot audit pressno and the audit will not be closed out.

In order to assign the drawer to the next cashier, you must go back to Sales Audit at the Manager’ s menu
to begin a new audit.

Once an audit isin place, you may now take orders from the order screen.

. First decide if the order isfor here or to
go. Touch the red button at the bottom of the screen in the center to toggle between them. If nothing is
pressed it will be ahere order by default. If the option Enable Mandatory Order Destination is checked,
under Register Setup, Register Options, Quick Serve tab, the following must be selected at the start of
each order.

Select Drder Type

Snenen J In the center of the screen isalist of eight main menu categories.
If the menu has more than eight categories, use the Display All
button to view all the categories. When you touch a Category button, it will turn red. The menu itemsin
that category will be displayed on buttons on the right side of the screen. Sub-Categories are displayed
on blue buttons, and when touched, will display the itemsin that subcategory. Shift Items are displayed
on Red buttons.

To add an item to an order, touch a category and touch the button with the name of the item you want

toadd. The1% Category will appear on the screen by default. Y ou may move from Category to
Category to complete an order. Y ou can add messages and special requests to any menu item chosen. If
mandatory modifiers are set up on that menu item, they will appear and must be selected to add that
menu item to your order. When the order is complete, select total and the screen will go to the amount-
tendered screen.
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Next, | will show an order
being placed and how to compl ete the order.

In the following example, Sandwiches Category was selected. A Fish Sandwich was ordered. The
customer did not want tartar sauce on the sandwich, and wanted extra pickles. To do this, press the blue
Modify button at the bottom of the screen. A modifier screen will pop up. Now, you may select the
requests the customer made.

In this example, the customer did not want tartar and

Letuee wanted extrapickles. If amistake was madein the
Tomsto selection of the modifiers, you can touch the Start
anion Over button and al the modifiers selected will be

removed and you can start over. If awrong
modifier was selected, you can remove individua
modifiers by touching the modifier selected on the
right and it will be removed. When all modifiers are
complete on that menu item, press Done.

|
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The ticket will now show a fish sandwich
with no tartar sauce and extra pickle.

When the order is complete, touch the Total
button. The next screen will be the amount-
tendered screen as shown.

e B Y =8| 520 [s1000 [s2000

After telling the customer the total of the bill, you have several options depending on the amount the
customer givesto you. If the customer gives you the exact change, you could touch the word Cash. If
the customer gives you $3.00, you could use the Change to a Dollar button. If the customer gives you
$5.00, $10.00, or $20.00, you would touch the green buttons accordingly; you can enter the exact
amount that the customer pays (using the number pad on the right) and then touch Cash on the left.

The Sart Over button will clear the amount entered and you are able to re-enter the amount. The
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Clear Tender button will remove the amount if entered incorrectly in the tender. If the customer would
like to add something to the order after it was totaled, you can touch the Abort button to go back to the
Order Screen to add items. Y ou cannot remove items here without a Manager level ID number to void
them because the items were already printed.

Change to a Dollar will automatically figure the next higher dollar amount of the total payment. If the
order total was $2.13, and Change to a Dollar was pressed, it will amount tender from $3.00.

r Ticket No 2 1

Amount Ok ?

Total Payment 1.00
Amount Tendered :  1.00

No Change
’ Accept | If an incorrect amount is entered, touch the Redo Amount button and
Amount start the tendering over. |f the amount is correct, touch the Accept

Amount button.
- > Thiswas a brief example of how to take an order. There are several
other options available on the Order Screen. The next section will go into greater detail and explain the
uses of the other buttons on the screen.

Repeat

‘ @ Item <% it ulp . Kltc * Dra}

at 3 Here Freq t HE"I" TImE
¥ Drder D'"E _Clock

The € button will allow you to scroll through alonger order one page at atime. Touch the button
with the arrow in the direction you want to page.

The Repeat |tem button is used to add the identical item to the order previoudly placed. Thisis
especially helpful if alot of modifiers were added to an order. Touch the Repeat Item button and then
touch the item to repeat, thiswill add this menu item to the order.

The Qty button is used to place a quantity on amenu item if the number ordered is more than one.
Touch Qty button, and a blue bar will appear to the left of the white order area. The numbers will range
from 1x to 7x and a ?x. Touch the quantity desired and then the menu item button. If the ?x was
touched, a number pad will appear . Select the quantity desired and then Done, the next menu item
touched will have that quantity selected. Y ou may also change the quantity of a menu item already
added to an order. Touch Qty, the number needed and the item already ordered. Thiswill change the
guantity of that item.

The Delete button is used when you need to remove an item from the order. Touch Delete and the last
menu item added to the order will be removed. If another item needs to be removed, highlight the item
and then touch the Delete button.

The Modify button will et you access all modifiers on a menu item that are not mandatory. Touch this
button and the optional modifier screen(s) will appear. Select the modifiers, and then touch Done.

The Edit button is used to change the modifiers attached to amenu item. It
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will

only work if the modifier is a mandatory modifier for that particular menu item. Highlight theitemto
change, and then touch the Edit button. Thiswill bring up any modifiers screens attached to that menu
item and allow you to reselect the modifiers.

The Start Over button is similar to the Delete button. Instead of deleting a single item, this button
deletes the entire order. Here you will see a'Y es/No prompt.

8.

0.

Me Ite Ta Misgai; = Discount || Account [[FF
List; ! Loo Ex Sale’>7; E;Eck Look Up | Inquire g

Blind || TaxEx | Sho . ol ity [ Cash In
Audit Item Rec de Jff bratuily SN Diawer

Under the Options button these buttons will appear.

ThefirstisMenu List. Here you can select menu items that are not attached to buttons.
Touch the item you want, then touch the Select Item button, and it will be added to the order.

. The next button isltem Look Up. Here you will enter the item number (from the barcode field)

for the item you want, touch done, and it will be listed on the order screen.

. The Blind Audit button. Thisis used to close an audit for a cashier without knowing the sales

to be accounted for.

. The Tax Exempt button removes the sales tax from the entire order.

. The Tax Ex Item button allows you to remove the sales tax on an individual item. Touch Tax

Ex Item button then touch the item to be tax exempt.

. The next button isthe Misc Sale button. 1t will allow you to enter items that are not on the

regular menu, perhaps a specially requested food or drink item. When you touch the Misc
button you must first pick a department to track the sale. It will then bring up an on-screen
keyboard. Type in a name for the miscellaneous item, and touch the Done button. This will
bring up anumber pad. Enter the price of the item, using the decimal point, and touch Done.

. The Show Recipe button will describe arecipe or procedure. Thisis set up under menu item

and pricing under the recipe/ procedure button for that particular menu item. To see the recipe
previoudy set up, touch the Show Recipe button, and then the menu item. Thisis particularly
helpful for bartenders who need to look up arecipe for adrink. Inafast food concept, this
feature would be helpful for new counter staff who do not know what comes on ameal.

Go Back button takes you back to the original options.

Open Drawer will open the cash drawer.

10. Account Inquire allows access to the house accounts.

11. Gratuity button allows a gratuity to be added to a check if it is set up in Discount Maintenance

in the Manager Menu.
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12. FireOrder This needsto be checked under the Register Setup and then the Printer Setup
Button. This alows the cashier to fire the order to remote printers by default, or an optional
message to be fired if the option is checked.

This explains al the buttons under the Options Button. The next button directly
under the Options is Discounts.

R t || Deletd
@ fr %) : -

EMER |

This button will take care of all coupons, discounts, and gratuities on an order. Touch the Discount
button to see al the discounts available for that order (see Discount Maintenance). Touch the
discount, and that discount will be applied to the order. If the discount is an Open Discount, a
keyboard will appear. Typein aname or reason for this discount, and touch done. Next a number pad
will appear; enter the amount of the discount, using the decimal point, and touch the Done button. The
Open Discount will then be applied to the order.

The next button isMsg to Kitchen. This button will allow a message to be added to a particular menu
item. Thiswill bring up an on-screen keyboard. Type the message that you want to attach and touch
Done when complete. Thisis helpful when specia instructions need to be carried out for that particular
item.

The Customer Request is similar except the request is chosen from a predetermined list that was setup
in Register Configurations. Touch the Customer Request and alist of requests will come up on the
screen. Find the appropriate message and touch that button. The message will automatically attach itself
to the last menu item entered unless you highlight another item first and then touch Customer Request.

The Reprint Receipt key allows you to reprint the last order entered.

The Open Drawer lets you open the cash drawer without using akey. This button has a manager
access level limit, which can be changed (see Setup Section). If amanager ID number was entered on
the ID entry screen, Micro$ale will let you use the Open Drawer button.

The Freguent Diner button allows access to the Diner Frequency program if the restaurant is using this
feature.

The Review button will take you to a screen that has alarger areato view the order list. Y ou can move
menu items from one seat to another by touching the item and then touching the new seat it belongs to.
Thisisused in Full Service Restaurants.

The Time Clock button will allow access to the time clock.

Phu 6.2 Phone Orders

Order

To activate this feature, it must be checked in Register Option under the Modifiers
Phone Orders/ General tab.
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- Phone Orders ~  The various features must be checked to fit your
e needs. In my example, | will check the Enable
- Tize Search For Deliveny Ca“ | n Orders

™ Cloze audit with open call in arder
I~ Dizable Order Histam

Phons Order Defauk [ Phone Order When the Phone Order button

Call In Order Call shead  [o5 = _ is touched this screen will
Label Orders lm appear
\_ / Order

Phone Order Information Whm pl acl ng anew Order,
17 PM this screen will appear. A
012003 phone number can be

_ entered, and if the customer

: y - Ordered previoudly, his
__ _ __ pe Address will automatically
! : : Befilled in. The order type
Pick Up Time CCNNN Pick Up Date And pick up time should be
Paid Deposit Paid:m: Special Instructions Entered as well as other
Pertinent information.
Instead of entering a phone
Number, you can touch the
Blue List All Customers

= R 90 ] Bt ebotomand

Select the customer needed.

Special Instructions

After all theinformation isfilled out on the customer, touch the Done button at the bottom of the Phone

Order Information screen. The next screen will be the Caller Information. The Special Instructions can
be inserted here and change the pick up time and date.
—q

Caller Information

/1/ Sara’s Skillet N [eel tﬂ

Scrambled
1 Sara's Skillet Place U@
Scrambled
MNow
Change Pick
Up Time
IPick Up
Change Order
Type
IToday

Pick Up Date
J Q

T -

// New Customer \ Exit " 1I
You are now ready to place the phone order. If the

customer ordered previoudly, hisorder will appear in
s [hegreen areaasshown in the above picture. If the
|£ customer wants the same order, it can be highlighted
ameua|  2Nd then place order and iswill be inserted on the
mw—— Order screen. Thisisarea timesaver. Ring up the
,reuoows| | Order just like aregular order. The order will be
- 4 printed if the pickup time is within the 20-minute
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default time, otherwise it will goinacueand a
pending order will flash on the screen when it is within 20 minutes of the pickup.

li;é‘ ‘[rll_dlers -
:

=4~ Pending

The pending order must be touched in order to print out the order.
The pending order will appear on the screen and press done and it will then print out.
When the customer arrives to pick up the order and pay for it, touch Phone Order and Access Call In
Order.

Call In Orders

Phone Order

OhE: I Search By Street | Sort By Time Open | Searc|
Order For

Search By Name I Search By Ph
Name

B81-1234 |123 )
087-6643 1271 Up Street
Hancy 111-1212 | 111 West Street Fick Up  |0B:00 P, Access Call In
Iike 98/-6b43 121 Up Street Pick Up  034b P Order

A list of all the Call in Orderswill appear on
the screen. If the customer is ready to pay for
| List Delivery List Pickup List &1l Ordlers Print Open ‘ the Order’ w&t Cl O% and Ter]der Order and
o LI 1 B T et the customer street, not the name. The order
A Dl Cloze Order to Edit Phone

o Oy Dcer | et R | will appear on the screen with an * before the
menu items. This lets the cashier know that it

was printed already. Touch done and the screen will go to the amount tender screen.

Frint Open
Orders

Lizt Deliveny Lizt Pickup

Orily Orly Lizt &ll Orders

Azzign Drivers EIEZESEIrjdertU Ed:g ZP;?ne Diiver Repart

These buttons appear on the bottom of the access call in order screen.

List Delivery Only- Lists al the delivery orders.

List Pickup Only- Lists al the pickup orders.

List Pick Up Orders By Time- Lists al the orders by the earliest to the latest.

List All Orders- Lists all the orders (Delivery and Pickup)

Print Open Orders- prints al the orders that have not been closed out.

Assign Drivers- assigns drivers to the existing delivery orders.

Close Order to Cash Only- close ordersto cash only. Can close severa ordersout at atime.
Close And Tender Order - closes the order and accesses the amount tender screen.

Edit Phone Order - allows one to edit an existing order

Driver Report- lists all the orders and the drivers assigned to them.

6.3 Voiding Tickets

‘Void Check
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To void a check, touch the Void Check button on the Managers Menu. A list of all tickets since
the last Nightly close out will appear on screen.

¥oid Closed Check

Check 1000 Table j-50 Selvelé Check 1007 Table 55 Server
MHew E MHew E

Check 1001 Table j-100 Check 1008 Table Here Server
Server New E New E

Check 1002 Table j-60 5
New E

Check 1003 Table |-60 5
Hew E

Check 1004 Table j-24 5
New E

Check 1005 Table j-25 Server
Mew E

Check 1006 Table 33 5
Hew E

Select the check number that needs to be voided, or you may touch the green Enter Check Number
button. In this example, Check 12 needed to be voided.

Nurnber In Party : 1

1 Texas Cheese
1 ARNOLD PALME

= E=E

The whole check can be voided or an item on the ticket can be voided. If the whole check isto be void,
simply touch the void check button. A message box will appear and ask if you are sure the check isto be
voided. If you select yes, the reason for the void will appear on the next screen. Select the reason and
another box will state that the financial records are being updated. Void Reasons are placed in the
system under Register Configurations. These can be changed or updated at anytime.

If aspecific item isto be voided off a check, highlight the item and then touch the VVoid Item button.
The void reasons will appear and select the reason for the void. The message box will appear and asks if
you are sure you want to void the item. If you select yes, it will go back to the ticket and a small v will
be placed in front of the item voided. Touch Done if it is correct and the next screen will be the amount
tendered screen. The original tender amount will be on the screen. Press Start Over and put in the new
tender amount. Micro$ale will take you back to the Manager' s Menu when that transaction is compl ete.
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6.4 Discounting Checks

To discount a check, touch the Discount button on the order screen. The discounts that apply to the
ticket items ordered will appear. In the example that follows, 4 dinners were ordered. A coupon was
given with a price of $2.25 for a Fish n Fry Dinner. The Discount
Button on the bottom of the screen should be touched. A list of discounts will appear that can apply to

the items Eurchased. Touch the Fish n Fry 2.25 button to apply the discount.
Chk: 31 Tray # 1 ; Discount Avalible

Bus Driver
Open Amount .00 Open
Amount

1 2 PC Fish Dinner 4.29 e e
1 Jumbo Fish Platter 579

1 Fish n Fries 3.69

1

i Chicken Dinner

Employee Disc
Discount Percentage
100.00 Discount
FPercentage

Manager Disc
Discount Percentage
10000 Discount
Percentage

Fish n Fryv 2.25
Discount Amount 1.44
Discount Amount

Tax (D.00) Pre Tax 19.06
9 06

After the appropriate discount
2 PC Fish Dinner - key was touched, the order
Jumbo Fish Platter R . .
___Fish n Fries asa| screenwill display the
S Chicken Dinner 5291 discount. The order can then be
ish n Fry 225 . !
totaled with the discount taken

off.

Tax [0.00) Pre Tax

If there is an Open Discount button (set up in Discount Maintenance) the following screens will appear.

Discount Scoacoalible

Senior
Discount Percentage
1000 Discount

Open Discount
Open AaAanmnount 00 Open
Aarmount

Touch Open Discount button.

Bus Driver
Open Arvicunt 00 Open
Somount

Employee Disc
Discount Percentage
100 00 Discount
FPercentag e

=

Manager Disc
Discount Percentage
100 00 Discount

Fercentage

2-3Jpc. Dinners 6_.99
Discount Amount 2.59
Discount Aanount

Enter Discount Reason ___

| S , Enter Reason for the discount.
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3 Enter the amount of the discount.

f )
S|l® o|n
o

2 PC Fish Dinner
Done 3 PC Dinner

Tax [0.00) Pre Tax

6.5 Daily Close Out

Page 11 of 14

The reason and the amount of the
discount will now appear on the
ticket. This button isusually set up
with Manager access.
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Reports Menu

Daily Close Out

In this section, you will learn how to close the system out to reset the sales.  Micro$ae will
print al of your salesinformation including voids, discounts, paid out, and credit card transactions.

To close out the day touch the Reports Menu button on the Managers Menu screen. This will
take you to the Reports menu screen where you will touch the Daily Close Out button. Now you arein
the Daily Close Out screen.

In the upper left corner of the screen isalist of information. Thisis all the sales information for
the day.

Grozs Sales 95.321
Yoids .00
Met Sales Tax .00
Met Special Tax .0a
Met Liquor Tax .00
Met Discounts Rl
Cash Pmt .00
Mon Cash Pmt .00
Cash to

iccuunt For I 9482_1

Listed in this box are your Gross Sales, Voids, Net Sales Tax, Net Special Sales Tax, Net Liquor
Tax, Net Discounts, Cash Pmt, Non Cash Pmt and your Cash to Account For. Next to the sales
information are the list of non-cash tenders and the total amounts of all transactions for that day.
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mun Caszh Tenders Paid Outs 1

a | | Produce “
Fepairz

General

[ Supplies

L & >

If an adjustment to a tender total is needed, touch the Erase button on the right side of the screen and
touch the box that the incorrect amount isin. Next, touch the Show Number Pad button on the right side
of the screen. Thiswill bring up a number pad on the screen. Enter on the number pad the correct dollar
amount with adecimal point and touch Done. Next, touch the appropriate box, and the number will be
entered. Repeat these steps until al of your non-cash tender totals are correct.

If you have entered paid outs throughout the day from the Managers Menu, they will be
displayed here. If you have not entered the paid outs, you can enter them now. Thisis done the same
way as the non-cash tenders, by using the number pad.

The next part of the screen isthe Nightly Report Information section. All other financial
information for the day will be entered here. Using the same method to enter the non-cash tenders and
the paid outs, enter the Manual Voids, Manual Discounts, and Deposits for the day. When finished,
Micro$ale will calculate the amount that you are over or short, if any.

=¥

Now that al of the numbers are entered into the system, it istime to close out. On the bottom
right side of the screen isthe Daily Sales Close Out button. Touch this button and Micro$ale will ask if
you are sure. If you are, touch the Yesbutton. 1t will ask you if you would like to print a Daily Sales
Mix, select Yesor No. It, also, will ask if you want to print another copy. If you do, touch Yes, if not,
touch No. It will close out the system and reset it for the next day. Micro$ale will tell you that the close
out iscomplete. If you are using the Data cap credit interface (processing your credit card transactions
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through Micro$ae), Micro$ale will send the credit card batch to the card processor. A
“sending...” message will be displayed on the bottom of the screen while thisis being sent. When the

close out is complete, touch OK.
Important: Once you have started the closing procedure, DO NOT touch Exit or the close out

will not be completed.

6.6 Weekly Close Out

7l

¥ Weekly Close Out Micro$ale must also be closed out each week in order to
' properly organize the sales history figures and to maintain and
reset the financial databases. After the Daily Close Out for the last day of the week, touch the Weekly
Close Out button. Micro$ale will ask if you are sure. Touch Yes Micro$ale will then print a complete
week to date product mix report. The system will then reset al databases for the next week and tell you
that the weekly update is complete. Touch OK.
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