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Configuring Restaurant Pro Express

Your copy of Restaurant Pro Express must be registered before use. To register your
software, choose Register from the Register menu in the Login Screen. Restaurant Pro
Express will prompt you for your activation number; enter the serial number on the side
of your RPE box.

After entering your activation number, Restaurant pro Express will access the PC

America registration server over the internet to register your software.

NOTE: The registration process requires an active internet connection. If you do not
have an internet connection, please contact your PC America sales representative to
manually register your software.

. Restaurant Pro Express
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10 Steps to Getting Started

The first step of setting up your point of sale system is plugging in the equipment. The
diagram below shows you where each device plugs in. Some of the devices require
‘hardware drivers’ which is what your computer uses to talk to each piece of equipment.
Instructions of how to install these drivers are included below and also inside of the built-

in F1 Help Section.

Connect a CAT-5 network cable into your computer and
the other end into the hub

Power Cable Plugs into
Outlet or Surge Protector

The touch screen has three cables:
the first plugs into the USE port, the
second into your video port and the
third is & power cable. Your touch
screen may also have a credit card
reader that plugs into its own USB

9 =

Epson Th-Ta8 Plug the cable that came with
receipt printer your APG cash drawer inta the
plugs inta a back of the Epson TM-TSS printer.
USE port The other side of the cable plugs

into the botom of the cash drawer.

Dell keyboard and mouse plug into
USE ports. Often these components
are kept underneath the counter or not

Dell Optiplex
POS Computer

Logic Controls LD-9900 Paole attached to the POS system at all.

Display plugs into a USB
part.

Some of the drivers may be installed with Restaurant Pro Express. For instructions on
installing additional drivers, refer to the “Hardware and Driver Installation” section. We
recommend you read the driver installation pages below for both the Logic Controls pole
display and the ELO Touch Screen before plugging them in — it may be easier to install
these two drivers immediately upon plugging the devices in!

o Restaurant Pro Express
cAmerica
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10 Steps to Getting Started

Below are instructions on installing Restaurant Pro Express and starting it for the first
time. You must be logged onto your computer as an Administrator with full access rights
in order to properly install Restaurant Pro Express.

If you have multiple stations within your restaurant, it is very important that you install
the server first! We also recommend you read the Configure Multiple Stations section
later in this manual.

If you have multiple restaurants communicating to a corporate office, it is recommended
you sign up for a PC America training session to ensure you fully understand the process.

s —W | 1 |nsert the Restaurant Pro Express CD into the CD-
e ROM drive. The RPE installer should automatically
g i launch and bring you to the next step.

WIRHNING: Thes program & protected by comnmght s and
rerenatzra tinates.

B8 pcAmerica

e | T
PO BE nc f-"ﬂer’c? 2. Depending on your computer, the Restaurant Pro
Pttt e . P Express installer may install a few pre-requisite files and
ey o * | applications. If you are not currently using a version of
= e 1 SQL Server Express, the install will automatically install
i o e and configure a new instance of SQL Server Express
gmmmmm == | Edition with the instance name PCAMERICA, username
Clin et tams ookt sa and password of pcAmerlca. This password should
e ) C== | be changed for security reasons.
PO — :)cf"ner’c? 3. The installer will guide you through a few
e—— Ik informational and user license screens. Make sure to
S * | accept all license agreements and hit the Next button

R") I3 WILLING
TOU OHL ol

whenever prompted.
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10 Steps to Getting Started

| 157 CRE NET - instalfShield Wizard (%]
s nsataion Otons BB pcAmerica

Privkers, eke...

[ it Egeson Prinker Drivers

(T T T

4. Restaurant Pro Express will automatically
install and configure the most common Epson
receipt and kitchen printer drivers for your
convenience. If you would like to suppress the
installation of these drivers, uncheck the Install
Epson Printer Drivers check box. Itis
recommended that you keep this option selected.

| 157 CRE NET - instalfShield Wizard (%]
s kst opions BB pcAmerica

Privkers, eke...

[ it Egeson Prinker Drivers

(T T T

5. The selections you make on this tab are VERY
IMPORTANT to ensure that your data is shared
between stations (if you have multiple registers)
and up to the corporate office (if you have more
than one location.).

Select Install RPE Server if this is your server
computer inside of a multi-station restaurant OR if
this is your only computer using RPE inside of the
restaurant and you want to communicate with your
corporate office (if you own more than one
restaurant.)

Select Install RPE Client if this computer is NOT
the server but you do have more than one terminal
using RPE within the restaurant

The only situations in which you should not select
either of the above options are:

e If this is the ONLY computer using RPE in
your restaurant and you do not have more
than one restaurant.

e If this computer is inside of your corporate
office

[ cRE.MET
™1 Launch UpdateEngine. exe

6. Start Restaurant Pro Express by selecting it
from the Programs menu in the Windows Start
Menu.

pcAmerica
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10 Steps to Getting Started

4 Eire-Diring Resstaurant wim mw

& Quitk-Gervice Restaurant with Courter
Seevice

eaterarts

6. The first time you start Restaurant Pro Express,
the Welcome Wizard will be displayed. Click
Next >>> to begin the RPE Configuration
Wizard and configure this station for use.

Dutsbass Salection 22

We inciude a few sample databases 1o heip
eu deme the software, The sampie
datsnases nfigured with msny

Try Out a Sample
Database

Connect To My Sarver

Start a New Store or
Restaurant

7. Restaurant Pro Express will prompt you to
select your Industry Type. Select A Corporate
Office for a Chain of Stores or Restaurants
ONLY IF this computer is an office computer in
your corporate office (not an office computer in
the restaurant.) Otherwise, choose A Fine Dining
Restaurant with Table Service or A Quick
Service Restaurant with Counter Service
depending on your type of restaurant.

8. The next screen in the wizard will be the
Database Selection tab.

e Select Connect To My Server if you have
more than one station and you have already
installed your server. For more information,
see the Configure Multiple Stations section
later in this manual.

e Choose Start a New Store or Restaurant if
this is a single station restaurant or if it is the
sever station for a multi-station restaurant

9. Depending on the above selections, you may be
asked Does this computer communicate with a
corporate office? Choose Yes if you have a chain
of restaurants and this restaurant sends data to and
receives data from a corporate office. Select No if
you do not have multiple restaurants.

10. If you are not connecting to a corporate office,
Restaurant Pro Express will proceed to the Login
Screen after a brief loading process. If you are
connecting to a corporate office, you will be
prompted for the corporate office information
before progressing to the Login Screen.

pcAmerica
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10 Steps to Getting Started

Employees are configured within the ‘Employee Maintenance’ screen of Restaurant Pro
Express. Cashiers and servers must be added into the system before they can log in and
ring up sales. Other types of employees can be added and their hours tracked within
RPE, even if their jobs don’t require them to use the POS. The steps below describe how
to add your initial cashier into RPE; the ‘Employee Maintenance’ section later in this
manual will describe additional employee options, job codes and how to record employee

hours.

[General information for Employes 01
vt [TI72130

[E)

orhess [ichonl Taks CE Tipa in Cash at End of 81

1. From the ‘Login Screen’, select
‘Employee Maintenance’ from the “File’
menu. Only the administrator can access
this screen; enter the default administrator
password ‘admin’ (without the
apostrophes) to proceed.

hin i Bt P

Requirs
Permissions Pergonal Info | Job Codes & Wages

ognin =

- o O 555" | I
Erwsious oet W e - Diste Ex

2. Click the “‘Add Employee’ button to
create a new employee record. Assign a
unigue Employee ID (which could be their
initials or some other unique identifier),
password and a ‘Display Name’ that prints
on the receipt. If you would like to assign
a secure login card to this employee, swipe
the card in the “Card Swipe ID’ box.

Functionality |Page1 Page

2|

Reports Invoice Discounts Prompt - Retur

Invoice Price

Setup Changes
Inventory Delete ltems
Customers Delete ltems

- ) i After SendHold

Override

End T

Hold .

! Open

3. Assign security permissions by touching
the dropdown list and selecting Yes (the
employee can do this), No (they can not),
Prompt (they can with managers
permission) or Override (they can and are a
manager for this function.)

Yes ‘ No

Your employee has been added.
Would you like to add another
employee?

Duplicate Last

4. Touch the “Save’ button. Your
employee has been added! Add any
additional employees you wish to configure
and then touch the “Exit’ button to go back
to the Login Screen.

pcAmerica
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10 Steps to Getting Started

Restaurant Pro Express has hundreds of built-in features that can be turned on or off. The
‘Setup Screen’ includes many of these options, organizing them into multiple tabs. You
can access the “Setup Screen’ from the ‘Login Screen’ by clicking on the ‘File’ menu and
‘Setup Screen’ — you must use the administrator password to enter this screen (default:
admin.) Global settings only need to be configured once for all stations while settings
that are not global need to be configured once at each station. Below is a chart of
recommended feature settings per vertical:

Feature Table Delivery Drive-  Global
Service Thru

‘Prompt Cashier ID’, requires a server or | Invoice Settings X

cashier to login for every check

Change the ‘Receipt Size’ to ‘Short ‘Receipt’ X X X X

Receipt’ to print only the most important

information

Enter the company information that ‘Company Info’ X X X X X

prints on the receipt

Enter necessary credit card information ‘Credit & Debit’ X X X X

if you are processing credit cards
through Restaurant Pro Express
Select the *Detailed” Amount Tendered ‘Station Specifics’ X X X X
screen to allow for multiple credit cards
on one check

Quick Change is a great way to select ‘Quick Invoicing & X X X
common currency types in fast paced Alerts’

operations

‘Quick Tender’ will show the amount of | ‘Quick Invoicing & X X X
change on the invoice screen, Alerts’

eliminating a touch from every
transaction

‘Stock Prompt’ is only useful if you are | ‘Restaurant X X X X
tracking your inventory, otherwise it will | Features’
pop up an unnecessary message that you
are out of stock

‘Reason Codes’ allow you to choose a ‘Restaurant X X X X X
reason why you are voiding, comping Features’

and discounting items

‘Prompt Table’ enables table tracking ‘Restaurant X

and tabs; combine this with the ‘Table Features’

Selection Screen’ to configure how you
operate within your restaurant.

‘Order by Guest’ tracks which guest ‘Restaurant X
ordered which meal, preventing the need | Features’
to auction meals at the table.

You can read about the other settings and options in the ‘Setup Screen’ in our ‘F1 Help
Section’ built into Restaurant Pro Express.

o Restaurant Pro Express
pcAmerica
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10 Steps to Getting Started

Your menu is separated into separate groups called Departments. A few examples of
departments are Appetizers, Desserts, Pastas and Value Meals. Departments are used
to organize your menu items on the screen and also to report on your items. After your
departments are created, you create menu items inside of each of your departments.

To begin creating your menu, touch the Manager Button on the top right of the Login
Screen and enter a username and password (default username: 01, password: admin.)
Navigate to the Inventory Maintenance screen inside of the Administrative tab.

To add a new department, touch the blue Department for this Item link in the top left of
the screen. This will bring you to the Department Maintenance screen. Touch the Add
Department button, type in a department ID (ex: APP) and description (ex:
APPETIZER) and touch Save. After adding the department, touch Exit to return to the
Inventory Maintenance screen.

General Information for Blended Cappucino
Department i ltem Type
far this ltem Smoothies ’ L T 1 D-?:r
[tem Mumber Cost $1.00 [ Tax 2
Description  Blended C i Price you 3.95
ended Cappucino o $ CTax 2
#1n Stock 0

To add a new item, touch the Add Item button on the bottom of the Inventory
Maintenance screen. The required information is on the top one-third of the screen:
e The Department this item will be inside of (ex: Smoothies)
A unique Item Number (ex: SM001, or an abbreviated form of the item name)
A Description which will print on the receipts
Your Cost, which is the price you pay
The Price you charge the customer
An optional # In Stock value if you track ingredients or portions
Various tax options if you charge tax for this item

Touch the Save button and the item will now be added to your menu. See the next step to
change the default format of your button and customize with your own colors.

TIP: Most restaurants apply modifiers (such as meat temperatures, toppings, side dishes,
etc.) to their items. See the Menu Items, Recipes and Your Inventory section to
configure modifiers and for more details on configuring your menu.

Restaurant Pro Express

pcAmerica
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10 Steps to Getting Started

The menu screen where you place your orders is a highly customizable screen. By
default, menu items are displayed in the order you add them. The button is a default
color. This configuration can be changed easily.

To change the look of your menu, and configure function buttons and best sellers, touch
the Manager Button on the top right of the Login Screen and enter a username and
password (default username: 01, password: admin.) Navigate to the Touch Screen
Configuration screen inside of the Setup tab.

Torm b e tmen Cnabigu atian (%]

- The General tab is used to configure the custom
e == 25 | puttons on the bottom of the screen. To assign a
function or a best seller to a custom button, touch the
button on the screen (it will highlight in green),
choose the function from the Select this button’s

-|m| ] 'ﬁ function dropdown and fill in the information
A S e | | DENEAth. Make sure to check Display this Button to
— T 4’.‘.,";;,7" display it on the screen. A popular use for a function

Lotte LATOH Maintenance
Picture Dol | Gelect

=es | | button is for best sellers, which is a menu button that
- | will be on the screen no matter what department you
are in. —to assign one, choose the function Fixed

Item and fill in the item number in the box below.

e — “ | The functions in the Items & Departments tab are
: 1| used to change the order, color, caption and picture
of your menu buttons. You can also choose to make
certain items or departments invisible.
e To change the color of a department or menu
! item button, click on the department (in the left
e it list) or menu item (in the right list) and touch the
s s Select Color button

=- e “ww | | e Change the order of your departments or menu
' items by selecting them from the list and using
the Up or Down button.

When you are finished making changes, touch the
Save & Exit button. Your changes will display the
next time you log into the menu screen.

| Divgliry Doepartmest on Tauch Sevawn [ Divplay Bem an Tauch Sevown

TIP: Changes made to the menu on one terminal automatically update ALL terminals in
real time. You do have the ability to design different menus for specific terminals in your
restaurant without affecting the other terminals. For example, restaurants with a bar
commonly have a different menu layout at the bar than at the rest of the restaurant. To do
this, select the Configure This Station Individually menu option from the Options
menu on the top of the screen. If this is checked, any layout changes made within Touch
Screen Configuration will not affect other terminals.

" Restaurant Pro Express
pcAmerica P
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10 Steps to Getting Started
Step 7 - Login To the System
Cashiers must log in to Restaurant Pro Express before they can ring up customers or enter

orders. The “Login Screen’ prompts cashiers for a user name and password, or
alternatively the cashier can swipe their card to gain access.

1. To log into RPE, simply enter your ID
and password (default for the demo is ‘01’
and ‘admin’), enter the employees pin code
or swipe the secure login card you
configured in the *‘Employee Maintenance’
screen in Step 3 above. If you are a QSR
and not using the table service features of
RPE, you will go immediately into the
restaurant invoice screen; otherwise you
will proceed to number two below.

2. If your establishment is a table service
restaurant, select the table next. Your table
layout can be configured to resemble your
restaurant, with tables organized in
different sections (ex: dining room, patio,
bar) and options to vary shapes and sizes.
Touch the ‘Edit Layout’ to modify your
table layout from any station. Please refer
to the Laying Out Your Tables for Fine
Dining and Table Service section for
instructions on configuring your tables.

A secure login card helps
prevent one cashier from
logging in as a different
POS Access Card ca%ﬁierg(which is a hole for
- theft.) Without a secure login
A card, cashiers must type in a
e pRCetail anﬂlgﬁg !Olcung user name and password,
which is visible to others close
by. The only way to log in
with the card is to swipe the
B3 Cash Register express Bl Restaurant Pro express card, protecting the cashier’s
cash banks from others trying
to steal money. You can buy
these cards from PC America.

V.

Restaurant Pro Express

pcAmerica

Page 10



10 Steps to Getting Started

Ringing up items is easy. Simply select the department the item is in (examples:

appetizers, entrees, desserts, pastas, etc) and touch the menu items to add to the check. If
the item has modifiers that apply to it (such as a meat temperature for a burger) RPE will
prompt the server to make the choices and then add the item to the check.

FEEEEENEE]  (reds card/Check training mode ON| Markger Hela Exi
Table ¥ Server D
EREWED SCOOTERS SCOOTERS SCO0TERS WHPFPED 8
COFFEE d SMALL MEDWM || LRCE CREAM Description Gty |Price
French Roast 16 oz, 1 $1.60
— — —— — — Scooters Decaf 200z 1 $1.75
| DRINES SMALL MEDIUM | LARGE FLEWSR Flavor of the Day 16¢ 1 $1.60
| L — Scoofer Shooter 120 1 $2.40
- French Roast 16 oz, 1 $1.60
oTH DECHF EXTRA
| o DEGAF SMALL e | DECAF LARGE Gt
|
BLEN| FLAWDR FLAWDR FLAWOR ESPRESSD
| {nl[] 5l MEDILIM | LARGE SHOT
|
p— scodier || scooTER SCOOTER
B SHO SHOOTER | SHOOTER S0 ML
| | MEDIUM LARGE
CAFE AU COFE AULAT || CAFE ALAIT
| Pagtria: | ShL MECILM | LARGE SEM MLE
Tax 50,00
AGaand Talal $_B QS

M PAY

[‘#Mﬁ?! |

& e B b D
\

[term buttons;

Deparimént touch an iterm t lterns orderaed =so far an this
Eelection andudcit fcrn]tlheergrdaer check with gquantity & price
uttons

Custom buttons that you can use for
one-touch access to our best sellers (or
other commonly used functions.) Far
example, a coffee shop would have
Mediurn Coffee’, their best seller, as a
one-touch button.

TIP: For table service restaurants, Restaurant Pro Express does allow you to assign each
item ordered to the guest ordering it, using the Order by Guest features. The guest
number for each item will print in the kitchen so the runner knows which guest ordered
which menu items and doesn’t have to “auction off the food.” For help turning on this
feature, please refer to the F1 Help Section.

Restaurant Pro Express

B pcAmerica
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10 Steps to Getting Started

You can access additional functions by touching an item on the invoice grid. Below is an
explanation of each of these buttons.

LINE DISC
—a

Change
Quantity

MODIFY

—

Reorder
Round

_al

Transfer»

Show
Menu

pcAmerica

To delete one or more items, touch the items (which will highlight
them) and touch the Delete button.

To apply a discount to one or more items, touch the items (which
will highlight them) and touch the Line Disc button. You will be
prompted by a discount percentage.

If you would like to order more than one item, you can touch the
item and touch the Change Quantity button. An alternate way of
doing this is just touching the menu item button multiple times.

Modify is used to modify the modifiers that are already on an
item..

Reorder Round is commonly used in a restaurant or bar where
many people want to reorder the same item they previously drank.
Touch the items you’d like to order and touch Reorder Round,
which will up the quantity by one.

Transfer is used to transfer this check to a different table..

Touch the Show Menu button to deselect all the items you’ve
selected in the invoice grid and go back to the menu buttons.

Restaurant Pro Express
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10 Steps to Getting Started

Step 10 is the most important part of the transaction — taking the money. The three most
common forms of payment in most restaurants are cash, credit\debit card and gift card.

To PAY for a transaction, touch the PAY button. This will bring up the
PAY amount tendered screen where you can pay using one or more payment

F methods.

Restaurant Pro Express’s amount tendered screen is built
for speed and flexibility. The default amount is always
the exact amount remaining. To enter a payment, touch in
the amount and touch the payment method. If paying by
gift card, credit\debit card or check, RPE will ask you for
more information. You can also enable one-touch quick
payment buttons for the most common tender amounts.
RPE supports split tendering, meaning you can pa with
more than one tender.

To put a check on hold (for table service, or quick service where you pay
at a separate counter), use the CHECK or SEND button. This check is
then put on hold waiting for more items to be added or for the customer to
SEND finish their meal and pay their bill.

SPEED TIP Pay by credit card without touching a button; our unique ‘swipe-and-go’
feature allows you to pay by credit card or gift card without touching a button. All you
need to do is swipe the credit card on the invoice screen and it will process the card. This
is the fastest way to pay.

In table service restaurants, some parties will ask for separate
checks. To split a check the server can touch ‘EDITS’ and then
SPLIT CHECK ‘SPLIT CHECK.” Inside of the split checks screen you can split
evenly (example split 3 ways), split by guest (if using the order by
guest feature) or touch and drop items amongst different split
check in any fashion you wish.

Congratulations! You’ve rung up your first sale inside of Restaurant Pro Express.
You’ve covered the basics and can now use your new point of sale system. The
remainder of this manual includes some useful information for configuring and using
your Restaurant Pro Express point of sale system.

. Restaurant Pro Express
pcAmerica
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Computer Essentials

On the surface, Restaurant Pro Express is a very simple to use point of sale system.
Cashiers can ring up customers quickly and accurately. Behind the scenes, however,
your Restaurant Pro Express quick service restaurant point of sale system consists of
multiple components, functioning together, that run on the Microsoft Windows operating
system. Likely your computers are connected to the Internet for e-mail, credit card
processing and a variety of other uses. In today’s world of computers a variety of risks
(both internal and external) exists that you should protect against.

Viruses and worms are malicious programs written by outsiders that can use serious
damage to your data or even your computer. Unknown to you, these can be downloaded
and installed on your computer by visiting an infected web page, downloading and
running malicious programs or by an outside intruder access your computer from a
different continent via the Internet. To protect yourself you should do the following:

e [nstall a router, which is an Internet buffer between you and the outside world.
Routers help control who can access your computer and will help keep unwanted
intruders out. Popular brands of routers include LinkSys and DLink, however you
should do your homework and choose the router you feel most comfortable with.

e |[nstall and activate a firewall which is an additional layer of protection against
outside intruders.

e Anti-virus and anti-worm software runs on your computers and, if configured
properly, can actively watch each of your actions and put on the brakes if you are
about to download or use an infected file. It’s important to scan your hard drive
regularly for viruses and also keep current with the latest virus updates (which can
change very frequently.) Popular brands of anti-virus software include Symantec
(Norton Anti-Virus) and McAfee, however you should do your homework and
choose the anti-virus software you feel most comfortable with

e Spy ware is another malicious form of software that can sneak onto your
computers. The effects of spy ware vary from slowing down your computer to
revealing your personal information with a wide array in between. Many anti-
virus packages also protect you against spy ware, however you can also download
additional packages that can scan for spy ware, eliminate it and protect against
future infections.

e Hardware and database failure, while extremely uncommon, is a reality of life that
you should protect against. Lightning may strike — literally — and fry a hard drive
or files on your computer. The two best ways to protect against this are fairly
simple. The first is to have a surge protector unit with a battery backup; common
brands are APC and SmartPower, however you should do your homework and
pick the one you are most comfortable with. The second way to protect yourself is
to perform daily backups of your data that you keep off-site.

Restaurant Pro Express
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Computer Essentials

Your menu, inventory, customer records and entire sales history is stored inside of your
database. It is highly recommended you backup your data on a daily basis in order to
avoid loss of data due to unforeseen circumstances. It is very uncommon to lose data,
however it can be catastrophic for a business to lose their entire database. Itis YOUR
RESPONSIBILITY to backup your database on a daily basis. In CRE/RPE, backing up
your database can be done easily through the Database Maintenance section of the File

Menu of the Log In Screen.

vour ID or

ar
'

d

1. From the Login Screen,

click on File, then
Database Maintenance,
and finally then Backup
Database.

Enter Administrator
Password

Cancel Keyboard

Enter your Administrator’s
Password and click OK.

Choose a backup folder
and type a filename for the
data backup file. We
recommend using today’s
date and keeping a week’s
worth of backups at a time.

You can never be too careful when it comes to backing up your system. The only way to
recover from a catastrophic occurrence, such as a fire at your store, is to have an off-site
backup copy of your database. We recommend using high capacity backup drives or any
removable mass storage device as part of your backup system. A removable mass
storage device usually plugs into your computer through a USB port and will be
recognized by your computer as another hard drive. Your computer will assign a drive
letter and will be available through the windows explorer (see picture above). You may
remove this device from your business each and every day to ensure that you can be up
and running quickly in case one of these catastrophic events actually takes place.
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Hardware and Driver Installation

Pole displays face the customer and display the items you

are selling as you ring them up. Other information such as

amount tendered, change, the current day and time and
discounts will appear on the pole display at the proper time.

Found Now Hardware Wizard

‘Welcome to the Found New
Hardware Wizard
This wizeed beetps yous inatad voftware bor

L0 USE L Drplay PD 3000 Comm Fot

L)1 pos houcwann came weilh an anstallation CT
<= o Mappy disk. inset it now.

1. Plug your USB pole display into the USB
port on the back of your computer. Windows
will automatically detect that new hardware has
been plugged into the computer. Choose to
install from a list or specific location and then
click Next. If you are using a serial pole display
that plugs directly into a COM port (and not a
USB port), skip to step four.

Found New Hardware Wizard
Please choose your search and installation optians. .

the default search, which includes local
nd will be installed

[ Search removable media fioppy. CD-ROM...|

Include this location in the search:
ANi2kCom v

O Don'tsearch. | wil choase the driver to install

5 this option to select the device diver from a list. %indows does not guarantee that
the: driver you choose will be the best match for pour hardwiars.

[cBack ) Met> ] [ Cancel

2. Insert the Restaurant Pro Express CD in your
CD\DVD-ROM drive, click on Search for the
Best Driver and check off the Search
Removable Media check box. Click Next to
continue; the wizard will search for the driver.
If it asks you to grant permission to install the
driver, always choose Yes or Continue.

Page 1 |pPage 2
Pole Display Port
{:} Hone
icom
icomz
icoms
icoma

3. From the Login Screen, click on the File
Menu, then Setup Screen and type in the
Administrator password. Inside of the
Hardware Tab, click on USB option under the
Pole Display Port selection. Click the Update
button at the bottom of the screen to save your
changes.
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Additional Hardware Settings

Y

\..

Credit card readers and bar code readers differ greatly but have two things in common.
The first is they are both used to read data (either a magnetic card such as a credit card, or
a bar code.) The second is they enter the information into the computer like a really fast
typist — meaning they are as easy to install as keyboards — just plug them in!

Hooking up both devices is fairly easy. Both the credit card reader and the bar code
scanner are plug-and-play, meaning you simply plug them in and they work without
installing any software or drivers.

Credit card readers (also referred to as MSRs or Magnetic Stripe Readers) are fairly
simple devices that allow you to swipe a credit card into Restaurant Pro Express. MSRs
read the data on the magnetic stripe on the back of the card and automatically type it into
Restaurant Pro Express. In addition to credit cards, you can also swipe gift cards, loyalty
cards and security cards through the same reader.

Your ELO touch screen may have a credit card reader bolted to the side. While this
provides for a nicer looking presentation, the credit card reader still has its own cable and
is the same as described above.

Bar code readers (or scanners) are used to scan bar codes on different products such as
sodas, juice and milk containers, candy, t-shirts and other items. Loyalty cards can also
use a bar code instead of a magnetic stripe reader. A simple scan of the item will read the
bar code into the point of sale system and ring it up. Food items (such as hamburgers,
pizza and tacos) obviously can’t be bar coded, however, if you sell lots of items that do
have bar codes than a bar code scanner will speed up your checkout.

o Restaurant Pro Express
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Additional Hardware Settings

Restaurant Pro Express automatically installs and configures the most
common Epson receipt printer drivers. It is still necessary to select
which printers you are using to print your receipts inside of Restaurant
Pro Express.

Select Friendly Printer Select local Windows printer
None\Default
Report \\Pca3\HP LaserJet 2430 PCL 6
Full Size Invoice Microsoft Office Document Image Writer
Slip Generic | Text Only
Label EPSON TM-T88Ill Receipt
Endorse EPSON TM-T88ll Partial cut
Fax
I~ Disable Printer at this Station = Twwo Color Ribbon - Epson Dot Matrix
I” Print Logo - Thermal Receipt
Printer Tvpe
 Epson Th-U200 or ThHU230 Impact Receipt Printer
Add
Printer @) Help & Epson Thermal Receipt Printer
Delete Remap © Other Receipt Printer
Printer Port © Eull Size Printer
_ © Dell T200 Receipt Printer

To select and configure your receipt printer within Restaurant Pro Express, access the
Friendly Printers screen from the Setup tab of the Options Screen. Inside of the
Friendly Printers screen, follow the below steps:

1. Select Receipt from the Select Friendly Printer box on the left side

2. Select the proper Epson driver from the Select local Windows printer within the
right box. If you are using a USB Epson TM-T88 receipt printer you will choose
the Epson TM-T88I111 Receipt USB driver.

Select Epson Thermal Receipt Printer from the list of Printer Type options

4. Touch the Save & Exit button

w
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pcAmerica
Page 18




Additional

Hardware Settings

Restaurant Pro Express automatically installs and configures the most

common Epson kitchen printer drivers. It is still necessary to add and
configure the kitchen printers you are using inside of Restaurant Pro

Express.

Select Friendly Printer

Report
Full Size Invoice

I~ Disable Printer af this Station

Add

Printer 9) Help

Delete Remap
Printer Port

Select local Windows printer

Microsoft Office Document Image Writer
Generic / Text Onl
EPSON TM-T88lIl Receipt

EPSON TM-T88II Partial cut

I~ Two Color Ribbon -- Epson Dot Matrix

I” Print Logo - Thermal Receipt

Printer Type

© Epson Th-U200 or TW-U230 Impact Receipt Printer
& Epson Thermal Receipt Printer

© Other Receipt Printer

© Full Size Printer

© Del T200 Receipt Printer

To add and configure your Kitchen printers within Restaurant Pro Express, access the
Friendly Printers screen from the Setup tab of the Options Screen. Inside of the
Friendly Printers screen, follow the below steps:

Touch the Add Printer button

own e

right box. If you are using a paral

Type in a description for your new printer (examples: Kitchen, Bar, Grill, etc.)
Select your new printer from the Select Friendly Printer box on the left side.
Select the proper Epson driver from the Select local Windows printer within the

lel Epson TM-U220 receipt printer you will

choose the Epson TM-U220 Receipt LPT1 driver.

Select Epson TM-220 or Epson TM-U230 Impact Receipt Printer from the list

of Printer Type options if the printer is connected to this computer. Select the
mapped networked version if the printer is connected to another computer on your

network.
Touch the Save & EXxit button
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Additional Hardware Settings

1. The majority of cash drawers plug into the
bottom of the receipt printer. To install a
Cash Drawer, first make sure the cable that
comes with your cash drawer is securely
plugged in to both the cash drawer and the
receipt printer. A cash drawer cable looks
similar to a phone cable. There is often
writing on the cable that says ‘TO PRINTER’
and ‘TO CASH DRAWER’ to ensure it is
connected correctly.

Setup Screen x|

Account Control | Station Specifics | Quick Invoicing & Alerts | Quick-Add

System Access | Invoice Settings | Credit & Debit | Internet Features | Company Info | Touch Sereen

iventory | RestarantFeatures | Receipt | Couponing | Hardware Goodwill

Page 1 IPnge 2|

~Pole Display Port—  ~PinPad Port Weight Scale - Counter ‘Weight Scale - Floor

' Hone  Hone = Hone = Hone

 comt  com  com  com

 comz  comz © comz © comz

 coms  com3  coms  coms

 com4 " com4 © coma © coma

 coms ' coms © coms © coms

 come ' coM6  CoMe  Come

" Other l_ C Other |_ " Other |_ (o Otherl_

) PinPad Type Primary Scale Type Secondary Scale Type
-Pole Display Type
G et [veritone Pinpad 1000 x| [cas pot | [casro4 =l
£ Casio Welch Allyn Signature Pad Port Defautt Cash Drawer Part
& Cash Drawer
' V] MONE Y| & openDetautDrawer |MOME |

' Posifiex

Signature Pad Type
NONE

" Open Employee Drawer

Scale Update Exit

2. Inside of the Setup Screen, drop down the
Default Cash Drawer Port inside of the
Hardware tab and select Epson Receipt
Printer Driven if your cash drawer is
connected to an Epson receipt printer (the
most common.) This will pop open the cash
drawer attached to your receipt printer for all
cash transactions.

If you are using more than one cash drawer at
a register, please refer to additional
documentation or contact technical support for
assistance.
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Additional Hardware Settings

TOUCHSYSTEMS

1. The ELO touch screen monitor has three
plugs. The first is a standard power cable.
The second cable is a USB cable which
must be plugged into one of the USB ports
on the back of your computer. The third
cable will plug either into the VGA port or
the DVI port depending on your computer.
After connecting the touch screen, insert
the CD that came with the ELO Touch
Screen monitor which will start the ELO
Setup Wizard.

‘welcome ta Elo Touchsereen Setup.

Thiz program will install the Elo USE and Serial
tauchscreen drivers on pour computer. [tis strongly
recomended that you exit all Windows programs before
rurtRing this Setup program

I™ Install Serial Touchsereen Drivers

IV nstall LISE Touchscreen Drivers

2. The ELO driver welcome screen will ask
you what type of drivers you would like to
install. Select USB (unless you are using a
serial touch screen) and click Next to
continue. Follow the prompts (clicking
Yes and Next when applicable) to install
drivers for the ELO touch screen.

On the last page of the ELO Setup Wizard,
click the Calibrate ELO Touch Screen
Monitor button. A new window will
appear instructing you on how to correctly
calibrate and align your touch screen.
Follow the on screen instructions. In the
future, if you touch the screen and the
mouse pointer is not directly beneath your
finger, you will need to recalibrate the
touch screen monitor.

pcAmerica

Restaurant Pro Express

Page 21




Additional Hardware Settings

Restaurant Pro Express supports scales that are directly connected to the computer (where
items are weighed at the register) as well as deli scales, where the items are weighed at
the deli or other food preparation station, and a bar code label is printed and affixed to the
item.

1. Restaurant Pro Express supports
two types of scales that directly
connect to the PC. The CAS PD-1
and the Weightronics NCI-6720
weight scales both connect to the
serial port on the back of your
computer.

2. Two options must be configured

et | sy | e | ssma | | IN510€ OF the Setup Screen in order

T T e a to use your scale. First select the
_tmoer | teooewtreues | peow | cowewn [ seses your scale model from the Primary
roctemis it e s wmsnwani || Scale Type dropdown. The second
R 2 b o step is to select the serial COM port
§§ §§ §§ § it is connected to from the Weight
Ciea ok o Comi Scale — Primary list. RPE will ask
s R e you to enter an optional tare amount
A ismmnen .. wssssessa || which is the weight of the container
S T — S - a weighed item is sold in (ex: a

: = - plastic salad container.) The tare

Scale Update Exit value can also be set by the item

inside of Inventory Maintenance.

NOTE: Checking off the Auto-Weigh property of an item (found in Inventory
Maintenance) will automatically query the scale for a weight whenever you sell it.

Restaurant Pro Express can scan and properly
y interpret the standard UPC random weight bar
codes printed by many deli scales such as the CAS
LP-1000 or Hobart weight scales. This scale does
not interface with the computer. For assistance in
setting up your random weight bar code printing
scale, consult the manual that comes with the scale
or contact the manufacturer.

o Restaurant Pro Express
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Configuring Restaurant Pro Express

There are two types of passwords inside of Restaurant Pro Express.

Employee passwords are passwords that are assigned to an individual employee. A
description of the use and configuration of the employee password is discussed in the

“Tracking your Employees’ section.

The administrator password is the “super password” of the system which can be used to
access any function inside of the software. This password should only be known to the
owner and the administrator of the system. Standard employees and managers should not

receive this password.

Change Password

Help
Change Administrator Password

Old Passwvord Mew Password Wity Mevw Password

Enter
Administrator
Swife

‘ Update ‘ ‘ Cancel ‘

Change Password Screen

By default, the password is
‘admin’ — you should change
this Day 1 of using the system
to enhance your security. To
change your password, choose
the ‘Change Password” menu
link under the *File’ menu in the
‘Login Screen.’

You can also assign create an administrator swipe card using the ‘Change Password’
screen. Swiping an administrator card takes the place of typing in the password,

providing for faster and more secure overrides.
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Configuring Restaurant Pro Express
Tax Rates

g'e; Tax Rate
| Default Tax Rate Area Tax Rates |
Store ID |Tax1 Rate | Tax1 Tax2 Rate | Tax2 Tax3 Rate | Tax3
15192 0.25 Sales Tax 0.1 LiquorTax 0 Tax 3

) - ] I

UPDATE l Cancel l

The “Set Tax Rate’ screen is accessed from the “‘Setup’ tab in the “‘Options Screen.’
Restaurant Pro Express has three tax rates. Most restaurants use only the first tax rate,
however some restaurants charge different tax for food and liquor. Change the
percentage of the tax to match your local tax rate.

et Tax Rate

Default Tax Rate IArea Tax Rateé
ID |Area | Description |Percent
_o|NONE |DEFAULT | 0.000%
" 1|ROCKLAND |ROCKLAND | 8275%
_2|WESTCHESTER  WESTCHESTER | 9.000%
_3|ULSTER |ULSTER | 7.000%

4| ORANGE ORANGE 7.500%

' Change Rate Q
Add R ve

UPDATE l Cancel l

Some restaurants that deliver or ship food are required to charge the tax rate of the county
or region where the food is being sent. Restaurant Pro Express allows you to configure
different tax rates in different regions inside of the ‘Area Tax Rates’ tab. In order to
apply an area tax rate to an order, the tax rate must be applied to the customer in
customer maintenance and the customer selected for the invoice.

. Restaurant Pro Express
gE PcAmerica

Page 24



Configuring Restaurant Pro Express

The receipt you give to your customers can be more than a simple listing of items; it can
be an advertising piece that will encourage your customers to come back to your
restaurant. Receipts are configured in the ‘Receipt’ and ‘Company Info’ tabs of the

Setup Screen.

Setup Screen @
Account Control I Station Specifics ‘ Quick Invoicing & Alerts | Quick-Add
System Access I Invoice Settings Credit & Debit J Internet Features I Company Info J Touch Screen
Inventory J Restaurant Features Receipt Couponing ] Hardware

Page1 Page?
Receipt Size Print Invoices FProf Logo Prirt Bar Code On R ot (E
A rint Biar Code On Receipt (Epson
OReceipt QMo @hlone Receipt Printers)
() Short Receipt @ Yes ;
ti ra Copy of On Accou
R Oramt (O Picture O Print Extra if O & nt
= = (O Company Info Recei
() Full Brofessianal (EC Only ChPic and Inf —
O Prompt Size [F5uger 252
Print Modlifiers on Receipt D (AL SRS R, 18
(%) Mo, Prirt Mone [T]Print Dept Nates Recsipt

) Print all, total anly
() Print all, breakdawn

() Print charged, total anky K
Pririt ite nt an Rt
OPr\m charged, breskidown D e e
Print Second Description on Full
Eikies Size Professionsl

1 [ aliciste Checks

Scale Update |

Combing Lines on Receipt

Below are some of the most commonly used receipt options.

Option Description

Receipt Size

The “Short Receipt’ selection prints a more compact, nicer looking
receipt and is recommended for restaurants

Print Invoices

Set this to “Yes’ to print a receipt for every check, ‘No’ to never print
receipts or ‘Prompt’ to ask you every sale if you’d like a receipt

Suppress Extra

Many quick service restaurants do not require a signed copy of the

Signature Copy | receipt. Turn on this option to suppress the signature copy.

Print Modifiers | Select whether or not you want to list modifiers and their respective
on Receipt prices on the customer receipt

Combine Lines | If the same item is ordered more than once on the same check, this
on Receipt option will combine their quantities on one line on the receipt

Company Name

In the “Company Info’ tab, prints on the top of the receipt

BONUS FEATURE: Itis also possible to print a logo on the on the top of the receipt
using the Dell or Epson printers. The check box for printing the logo is located in the
‘Friendly Printers’” screen. Your logo must be uploaded to the receipt printer before it can
be printed on your receipt. PC America offers a logo upload service during which an
engineer will format your logo artwork for the printer and walk you through uploading
the logo to the printer. Please contact your PC America sales representative to order this

service.
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Configuring Restaurant Pro Express

Many restaurants have a color theme that is consistent throughout your dining
establishment. Restaurant Pro Express can be configured to match. The colors of both
the login screen and invoice screen are customizable. A picture of your choice can also
be placed on the login screen.

The colors and pictures can be configured within the ‘Display Setup’ screen which can be
accessed from the “Setup’ tab of the “Setup Screen’.

Screen Display Setup
Invoice Screen Options

Toolbar
Customer Display

Select Invoice Screen to Use

(%) Modern
) Traditional
O Split Invoicing

Set Form's Background Color ==

Login Screen Options

Display Type (3) Humeric () Alphanumeric

Background Color

roreotound Celor -

Select Picture | Logo

tpdate

To change the background color of the ‘Invoice Screen’, click the “Set Forms
Background Color >>" button and select the color from the color template that pops
up on your screen. Similar buttons are used to select the colors and picture of the
‘Login Screen.’

o Restaurant Pro Express
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Configuring Restaurant Pro Express

Restaurant Pro Express includes built-in credit card processing with the ability to process
credit cards over the internet in as little as 2-3 seconds. Credit cards are sent securely to
CoPay, CoCard’s internet gateway, for authorization. The use of integrated credit and
debit card processing requires:

CO

PROCESSING THE FUTURE

e A merchant account through CoCard Merchant Services. Application approval
and fees apply. To apply for an account please contact CoCard at 1-800-317-
1819 or by e-mailing info@cocard.info.

e A high speed internet connection (cable modem, DSL, T1 or other) with a speed
of at least 128kbs. Please contact a PC America Sales Representative for a
recommendation of who to use for your local internet connection as well as a
virtual private network.

e The use of an internet router with dialup backup is highly recommended. A
router will help protect you from electronic intrusions from others on the internet
and the dialup backup will ensure you can continue to process credit cards even if
your high speed internet connection is down.

CoCard will provide you with a User Name and Password which must be inputted in the
Credit and Debit tab of the Setup Screen of Restaurant Pro Express.

Your CoCard User Name and Password merchant number and other credit card account
information must be entered into the ‘Credit and Debit’ tab of the ‘Setup Screen’ inside
of Restaurant Pro Express.

For instructions on configuring an existing third party merchant account with Restaurant Pro Express, please contact the PC
Sales Department at 1-800-PC-AMERICA (1-800-722-6374) or sales@pcamerica.com. The use of a third party merchant
account will require the purchase and configuration of an additional third party credit card module provided by PC America.

o Restaurant Pro Express
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Configuring Restaurant Pro Express

It is fairly easy to configure multiple stations in Restaurant Pro Express. Before
configuring RPE, ensure your Windows computer network is properly installed. If you
need over-the-phone help to assess and configure a computer network, please contact
your sales representative. If your network is properly configured, please follow the steps
below.

Restaurant Pro Express is a redundant multi-user software package. A change made on
one station will be shared amongst all stations in real time. In addition, the data is copied
to each server — if the server goes down, the individual stations will continue to function
independently.

It is very important to install your RPE Server first before installing additional
workstations.

Do I3 'jf""“"'er'cf 1. When installing RPE on your server,
88 P make sure the RPE Server
application is installed first on your
T server computer. The installation of
RPE Server is documented in Step 2 of
the 10 Steps to Getting Started in the
beginning of this manual.

2. Install Restaurant Pro Express on the

s ——— second station. When starting

Restaurant Pro Express, in the

T e s Smple Database Selection in the startup
wizard, select Connect to My Server.

Seckisst 1M Séryie Restaurant Pro Express will
automatically detect your database over

e the network. If for some reason this
automatic detection fails you will be

i ot ek | prompted to manually select the

database.

3. There will be a brief wait while
Restaurant Pro Express communicates
11 ] with the server, downloads a copy of
RPE is loading... th_e data_and starts for the first time on
this station. This may take a number of
minutes; however it is a fully automatic
process.
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Configuring Restaurant Pro Express

Restaurant Pro Express allows you to configure multiple menus that can be set to
automatically turn on or off at certain times on certain days. For example, a sit-down
restaurant might have their lunch menu on the screen from 1-4 pm and then at 4:01 pm
the POS would automatically switch to their dinner menu. This feature also allows for
special items to appear at specific days or times. For instance, a steak house might have a
weekend menu with higher end items that are only offered Friday, Saturday and Sunday.
Alternatively, many cafeterias change their menu daily on a 30 day rotation. Another use
is a holiday menu such as a Valentines Day menu.

Multiple menus and menu schedules are set up in the Touch Screen Configuration
screen which is accessible from the Setup tab of the Setup Screen. Touch the
Configure Schedules button to enter this screen.

B3 Menu Schedule Configuration E]@
Description v Use Date Range ;IKEWMM - -
VALENTINES i zmmie The Menu Schedule Configuration
. . screen is used to setup your multiple
- Thl_s is a special event or End Date ,W
holiday menu menus. To create a new menu, touch
Sunday the Add button. The Add Time and
Monday .
TREER 1 5-50 A-11:69 PN Dele_te Tlme bu_ttons are used Fo
Wednesday specify which times the menu is
I:’i::;day active. The check box titled This is a
Saturday special event or holiday menu is

used to specify that the menu takes
precedence over other menus
scheduled during the same time.

Reset Times - Delete Time

Previous || VALENTINES | et

Multiple menus automatically display on the Restaurant Invoice Screen at their
scheduled time. You can manually select an alternate menu at any time by touching the
Select Menu from the Edits screen. For example, breakfast may end at 10:30 AM but a
server may wish to place a breakfast order for someone that places their order at 10:34
AM.

. Restaurant Pro Express
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Configuring Restaurant Pro Express

The table service features of Restaurant Pro
Express include the ability to visually lay
out your tables on the screen. Your tables
can be arranged by section (ex: bar, patio,
dining, etc.) and can be dragged and
dropped to allow for easy arrangement.
Sections colors are customizable to match
the look of your restaurant and to provide
easy association for your servers.

In order to use the table service features of Restaurant Pro Express, the Prompt Table
checkbox must be turned on in the Restaurant Features tab of the Setup Screen.

To modify the layout of your tables touch the Edit Layout button and enter the
administrator password. At this point you are now in edit mode.

Acid Section Add Muttiple Tii Add Souare Object | Add Rectancle Object WDelae Chject !Delate Sediunl

Before you can add tables to your table layout you must first create a section using the
Add Section button. Inside of a section you can use the three Add Table buttons (circle,
square and rectangle) to create tables of different shapes. Each table will require the
entry of a table number. If you touch your new table you’ll see a few properties you can
set for this table.

Add Circle Table

Add Scjuare Table | Add Rectagle Table w A0 Circle Object

Table Number Number of Seats Cost Center Table Size

Number of Seats should only be used if you want to select the actual seats that the guests
are sitting at and is NOT recommended for most restaurants. Cost Center (choices can
be configured in the Setup Screen) is helpful in tracking which seating areas in your
restaurant generate the most income. The Table Size arrows can be used to resize your
table to be smaller or larger.

The table layout features also include the ability to create objects (circle, square and
rectangle) which are used to represent landmarks, obstacles or details of your restaurant
and help your servers pick the correct table. A few examples are ‘Bar’, ‘Plant’ and ‘Coat
Check’. Obijects can have their own customizable color and captions.

. Restaurant Pro Express
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Configuring Restaurant Pro Express

Quick service and fast food restaurants increase throughput, customer satisfaction and
overall profits by streamlining their operations to be as efficient as possible. Reducing
transaction time by a few seconds can have substantial results. Restaurant Pro Express is
designed to provide the fastest checkout possible. Below are a few tips on how to speed
up the order taking and payment of every check.

e Swipe-and-go credit card processing. In order to pay by credit card, most point
of sale systems require touching a PAY or TENDER button and then the
selection of the CREDIT CARD tender type. RPE is easier and fast; simply
swipe the credit card on the menu screen. As soon as the card is swiped RPE will
process the card. Eliminating these two button presses shaves a few valuable
seconds off ever credit card sale.

e Gift card swipe-and-go functionality provides the same speed savings if using
Restaurant Pro Express’s built-in gift card processing.

e Quick Tender button (configured in the Quick Invoicing and Alerts tab of the
Setup Screen) turn on quick pay buttons for cash; this will turnon $ 5, $ 10, $ 20,
$ 50 and $ 100 fast payment buttons for speedy cash payment.

e The customizable buttons on the bottom of the invoice screen can be used to
dramatically increase the speed of order taking. The buttons should configured to
be the best selling items or most used modifiers in your restaurant, eliminating the
need to first select the department. For example, one of the best sellers in a pizza
shop will be a plain slice of pizza; a fixed pizza slice button on the bottom of the
screen helps save one to two seconds every time that item is ordered.

e Secure Login Cards are a fast and secure way to log servers into the system.
Typing an ID and password (or a PIN code) takes a couple of seconds longer than
swiping a card.

Restaurant Pro Express
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Configuring Restaurant Pro Express

Configuring and Tracking your Drivers for Delivery

You can configure your employees to be drivers for restaurants that deliver food. In
order to do this, you must configure the Job Code of your employee to be part of the
delivery tracking system.

To initiate a delivery, select the Delivery tab from the Table Selection screen.
Restaurant Pro Express will prompt you to select the customer to which this order will be
delivered.

Managar Hale
ety kg oslrg ke
T Tras Cropss Tims Froemmsst et i L 1y s o Dy
Ty ey T Purmnd  Frd g Lt Hore Rdiden o ]
Mampe IhoR TS | nimsser et it
[ bprads ] N7 Fu [l LT SHELL CDHYEHT ST gy 1 ol
vy AR i D LRLERR ST Momgcer, drzgrad o Dover
By 2 e e Sl
Ve Qe [ A v d“; 1] s
[ ek Coiaan, dm
Bae Vs re it Fini Hems L Vs adtan
¥ I N | N T P
Sy o | Eee o [ et il EE TR
lenkerdin L L] 44 e 8 Sgmeeienrd e

il
i

1 A A e aired
e daw [T o

After the customer is selected, ring up the items for the customer in the same fashion you
would place any other order. When you are finished with the order, touch the SEND
button to send the items to the kitchen. Restaurant Pro Express will ask you for the Time
Promised, which is the time that the customer is told to expect delivery.

To assign drivers to certain orders, and to track all of your deliveries, touch the Delivery
Tracking button in the Delivery tab of the Table Selection screen. The delivery screen
(represented above) allows you to assign drivers to orders, record which orders are out
for delivery, dispatch drivers and record when they arrive back in the restaurant.

Restaurant Pro Express
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Common Restaurant Functions
Select a Customer
Selecting a Customer for the Invoice

Customer tracking is a very valuable function of Restaurant Pro Express. The “Tracking
Your Customers’ section of this manual (and the built-in F1 Help Section) describes how
to add and modify customers and loyalty plans. To actually select the customer for the
invoice, follow these steps.

Lookup Touch the “Lookup Customer” button
Customer in the bottom right corner of the
invoice screen. This will bring up the

‘Customer Lookup.’

The customer search screen is an easy
screen that allows you to search by
first name, last name, customer
number, phone number and company
name. You don’t have to select
which criteria you are searching on —
you can simply type the information
and it will search all fields.

w|lz|x|c|v]B|n]|m|srace

After you find the customer, touch
the line that has their record and
N R touch the Se_lect _ button to select

) them for the invoice. The selected
# Bonus: 0 , e
customer’s name and bonus activity
will appear to the right of the
department scroll buttons.

The fastest way to select a customer is to
swipe their loyalty card at any time in the
invoice screen. In addition to fast customer
selection, loyalty cards are a physical
reminder of your business. Please contact
the PC America Sales Department to
purchase customized loyalty cards with
your logo.

All items sold to the selected customer will appear in that customer’s sales history in the
reporting screen and the Customer Sales History report.

Restaurant Pro Express
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Common Restaurant Functions

VOID ITEM COMP DISCOUNT ‘ UNDO EDIT

Restaurants often need to modify an order for a variety of different reasons. RPE
provides void, comp and discount functions that are logged upon their use along with a
reason code of why the server modified the check. Reason codes can be configured by
navigating to the Invoice Settings tab of the Setup Screen, touching the Reason Codes
button, selecting the Reason Code Type button at the bottom

Voids, comps and discounts are all permission based functions that can be set to be
accessible for managers only. These permissions are configured in the Employee
Maintenance screen (please see the Tracking Your Employees section for further
details.)

A server can use the Void Item button to indicate that an item was mistakenly ordered.
First select the items you want to void, then hit the Edits button and finally touch the
Void Item button. This function should only be used if the item has not yet been cooked
and therefore the item and it’s ingredients will not be deducted from stock.

Servers will Comp an item for a variety of reasons. A comped item is given away at no
charge. A few examples of why a server would comp an item include giving a free
appetizer to a regular customer, the guest had to wait a long time for their seat or even the
rare situation where a customer did not like their food. To comp an item, select the items
you would like to comp and touch the Edits button followed by the Comp button. Select
the reason code for the comp and the item will be changed to a zero price.

Touch the Discount button to discount individual items on the check. The user will have
a choice of discounting specific items or all the items on the check within a specific
category (for example a discount on all drinks.) Next the user will be prompted for a
discount percentage and the reason code for the discount.

Voids, comps and discounts will all show on the bottom of the invoice grid. To remove
one of these edits, select the void, comp or discount on the invoice grid and touch the
Undo Edit button.
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Common Restaurant Functions

Saictkare o 6, Sect ek 0 Sy 15 It is very common for guests in a restaurant

oo+ s oo+ me oo o e - | t0@sk for separate checks. Checks are

S Emeeoom U Eew @ | separated in Restaurant Pro Express by

using the Split Check function found
I | inside of the Edits screen. Once a check is
— _ split, you can touch the Done button to
T print checks or close out the transaction; to
recombine the splits into one check by
choosing the Combine All button.

Split Evenly Split By Guest Combine All

There are three ways to split a check:

The Split Evenly button will prompt you how many checks you want and split evenly
that many times. For example a $ 10 check split four ways will create four splits for $
2.50 apiece. This is a fast way to get two or more equal checks where the party decides
to “split it down the middle’.

Split by Guest will create separate checks for each guest based on what they ordered.
This button is only available if you are using the Order by Guest feature that is used to
specify which guest is ordering each item. This is a one touch split operation that charges
customers based on what they ordered.

The third way to split checks is the Touch and Drop method which is a more manual
method that provides the greatest flexibility. Touch an item on the main check (or any of
the splits) and then drop it onto any one of the splits by touching the split you would like
to place it on.

The individual splits of the check will have the same invoice number as the original
check, however there is a split number printed on each check.

After a check is split, each split can be individually closed out. You can close out some
of the splits while the remainder of the party continues to dine and order more items.
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Common Restaurant Functions

Restaurant Pro Express has built-in features for the instance where a party moves from
one table to another (ex: party moves to a table in a warmer area of the restaurant, or a
guest may transfer their check from the bar to a table when they are seated.) Checks can
also be combined in the instance that two separate parties decide to dine together under
one check. The Transfer and Combine features are only used inside of table service
restaurants.

To transfer or combine a check, touch the
TRANSFER\ TRANSFER\COMBINE button inside of the EDITS screen.
COMBINE Select the table to with and the two checks will be combined into
one check.

NOTE: By default, if you combine two checks they will merge into the table you chose
first before using the COMBINE feature. You can configure RPE to combine into the
destination table instead of the source. This setting is called Combine Checks and is
located in the Restaurant Features tab of the Setup Screen

A server can also opt to transfer a check from them self to another
TRANSFER server. The use of this feature requires the other server to accept
SERVER the table transfer (if the permissions are configured for this.)
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Common Restaurant Functions

Tips are applied in a variety of fashions listed from the most common to the least
common below:

Credit card tips added after the fact: The majority of checks closed to credit card have
a tip applied after the fact. These tips can be applied in three ways:

e Recommended: For table service restaurants, turn on the Keep Check Open
Until Tip Applied option. The table will turn yellow after the check is closed
to credit card; touch the yellow table to add a tip to that check.

e Tips may also be added using the Add Tip button in the Credit Card
Settlement screen (accessible from the Administrative tab of the Setup
Screen.) This is usually used in restaurants where a manager enters all the
tips on behalf of the server.

e Upon clock-out, RPE will prompt the server for a tip for any checks paid by
credit card that have not yet had a tip applied.

Auto tipping for sales over a certain party size: Many restaurants automatically apply
a gratuity percentage over a specific party size. This functionality can be configured
inside of the Restaurant Features \ Tips tab of the Setup Screen.

Manual Applied Gratuity: Tips can be manually applied to a check by using the Apply
Gratuity button inside of the Edits menu. This should only be used in the rare case
where a tip needs to be applied and the above two methods are not applicable. Manually
applied tips are more difficult to account for, in part because servers rarely report cash
tips.

Most forms of tips inside of Restaurant Pro Express are displayed inside of the Shift
Report as well as various other reports inside of the Reporting Screen.
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Common Restaurant Functions

Checks can be voided before they are paid for and closed out. They can also be voided
AFTER being paid for as long as it is within the same day by pulling back the check.

To void a check before it has been paid simply touch the VOID
INVOICE button inside of the Edits screen. This permission
VOID IN' based function will save the invoice as a voided invoice with the
next invoice number in sequence. The voided invoice totals will
: not be included in the sales totals.

A check may be re-opened after it is closed out as long as the day hasn’t yet been closed
out. After the check is re-opened you can either void the check (by using the VOID
INVOICE button as described above) or you may modify it and re-close it to another
form of tender.

To re-open a check, use the Pullback Check button inside of the
Options Screen. RPE will ask you which server committed the
check you would like to pullback followed by a listing of invoice
numbers closed out by the selected cashier. After the check is
reopened it is as if it was never closed out.

Pullback
Check

TIP: A few of the reports inside of the Reporting Screen can be generated for voided
invoices. It is good practice to run these reports on a regular basis as post voiding of
checks opens up opportunity for theft. There are valid uses of the void function; an audit
trail is kept to protect against theft in such a fashion.

TIP: Itis recommended that you use the Tie Pullbacks to Time Clock feature (which

can be turned on inside of the Setup Screen) in order to prevent employees from pulling
back checks that were from a previous shift.
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Common Restaurant Functions

Gift cards and stored value cards are tracked inside of Restaurant Pro
Express with no transaction fees. They can be sold for any value. In order
to sell a gift card you must first configure one of your custom buttons for
Gift Cardd the Sell Gift Card feature. After this is configured, all you need to do to
sell a gift card is touch the Gift Card button, swipe the new card and enter
the dollar amount you wish to sell the gift card for. A gift card does not
become active until the transaction is fully paid for and completed.

e To pay by gift card, simply choose the Gift

SR T RS SiTErE SN Card button from the Payment Screen.
' B You do not need to enter the amount
Paid So Far tendered as Restaurant Pro Express will

automatically calculate the most desirable
amount. A box will pop up asking you to
swipe the gift card; swipe the card and RPE
will deduct the proper amount from the gift
card. If the gift card balance is more than
the total amount due then RPE will deduct
the amount from the gift card. If the
balance is less, RPE will exhaust the
balance on the gift card and display the
new amount remaining to be paid by
another form of tender.

SPEED TIP: If the gift card will be the only form of tender for the transaction (which is
prevalent in quick service and also happens often in table service), you can swipe the gift
card at any time from the Restaurant Invoice Screen. This will automatically deduct
the amount from the gift card and end the transaction.

NOTE TO FRANCHISEES: The internal gift card system is ideal for single unit
restaurants or for multi unit restaurants owned by the same owner. Many franchise
restaurants have separate accounts and will the money from gift cards automatically
transferred from one account to another, which requires the use of a third party gift card
processor. Depending on the third party gift card merchant provider, this may or may not
be possible directly inside Restaurant Pro Express. Please contact PC America for further
assistance.
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Common Restaurant Functions

There are two steps to closing out a day in a restaurant. The first step is every
server should Clock Out of Restaurant Pro Express. Servers can clock out by
touching the clock out button on the Login Screen. They will be prompted to

D close out all tables, enter all credit card tips and, if configured, enter their
closing cash amount for the day. A Shift Report will print out for the server
providing important end of shift information as well as an over\short amount if
they are carrying their own cash bank.

After each server is clocked out, the manager of the restaurant should run the End of Day
function within Restaurant Pro Express. The End of Day will scan all the checks for the
day and ensure that all of the tables are closed out, that there was a tip entered for every
credit card sale and that all of your servers are clocked out of the system.

Expected Cash: $12.60 Restaurant Pro Express will prompt the
E“te’Acé“% 60 manager for the amount of cash at the end
: of the day. This cash figure is a total for all
7 88 9 server shifts from the current restaurant
shift. The restaurant over\short amount
49 S 6 will be printed in the Daily Close report as
1 2 3 well as other vital information detailing the
. e act ivies at the restaurant for that day. This
O & report can be re-printed in the future from
within the Reporting Screen.
\ Clear | \ Cancel |
T

The End of Day function is subject to the Perform End of Day permission in the
Reporting tab of the Employee Maintenance screen. Please see the Tracking Your
Employees section for an explanation of how to configure permissions.
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Tracking Your Customers

e o o _ = The *Customer Maintenance’ screen is used to
i — o add and update your customers. One customer
is displayed at a time. Detailed information is
stored in the tabs across the top of the screen.
This screen is fully touch screen compatible,
meaning you can double touch any field (or
touch the field and then the keyboard button)
to bring up an on screen keyboard.

Each customer within Restaurant Pro Express must have a unique customer number. It is
to use the phone number as the customer number, as this provides a fast and easy way to
look up a customer if they forget their membership card.

Loyalty and membership cards are easy to assign to a customer. Below the ‘Card Swipe
Ids’ label, touch the *‘Add’ button and swipe or scan the loyalty card.

The “‘General Info’ tab stores basic information such as name and address. ‘Extended
Info’ has more, less commonly used information. Information regarding accounts
receivable is stored in the ‘Account Info’ tab. Optional ‘Ship To’ and ‘Bill To’ addresses
are stored in the *Shipping\Billing’ tab, followed by the ‘History’ tab which stores a
detailed purchase history for the current customer. The “‘Notes’ tab has an open notes
section. Custom configured ‘Properties’ can be established and populated to prevent
certain customer from buying specific items (i.e. to avoid a customer buying food they
are allergic to.)

Track Your Customers

Remember, your customers are the most essential part of your business. You purchased a
point of sale system that provides several great tools to track your customers and get
them back into your restaurant. You have the tools — now use them!

e Enter their name, address, phonem e-mail address and other information

e Run reports to see who your best customers are; perhaps once a year you should
have a special flat price meal for your best customers where you spoil them with
free dessert and extra service.

e Configure customer loyalty plans to reward your loyal customers
e Send mass e-mails with news and specials about your business
e Remember your customers and they will remember you

pcAmerica
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Tracking Your Customers

Adding customers in Restaurant Pro Express is easy. Use the ‘Customer Maintenance’
screen to add our customers; this screen can be accessed in the ‘Administrative’ tab of the
‘Options Screen.’

B o ————————— : ‘ : ’
R = 1. Inside of the “‘Customer Maintenance

i o screen, touch the *Add’ button on the
: = bottom of the screen. This will set the
screen to add mode, during which RPE is
waiting for you to enter the information

for the new customer.

o] 2 . - |

2. Fill in the information on the top; a

Customer # First Mame Last Mame H

ote | Davia | Gosman | unique cu,sto_mer # as well as the _
customer’s first and last name is required.

An e-mail address is highly recommended.

e 3. Optionally, fill in other pieces of
el information such as the phone number,
name, company, etc.

comimm—
Card Swipe [Ds 4. Optionally, to assign a loyalty card to a
Al | Del ‘ customer, click or touch the ‘Add’ button
i and swipe the loyalty card through your

magnetic stripe reader. Loyalty cards are
a great way to increase repeat business.
You can order customized loyalty cards
with your logo from PC America.

5. Click the ‘Save’ button to save the new
customer in the database.

Modifying customers is just as easy. First search for the customer you want to modify
(using the Look Up button on the bottom left corner of the screen.) Make your changes
to the customer record and click or touch “‘Update’ at the bottom to save the updated
information.
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Tracking Your Customers

Accounts Receivable

Restaurant Pro Express gives you the ability to open accounts for your customer, charge
on account and send statements out at a later point in time. These features, as well as the
ability to make payments and credit balance are part of the built-in Accounts Receivable
system. To open an account for a customer, find the customer inside of ‘Customer
Maintenance’ and touch the ‘O’ button in the *Account Info’ tab (and save the changes.)
Touch the ‘Detailed Account Info’ button next to it to access the payment and credit
screen, where you can apply payments to open balance and print customer statements.

Customer Loyalty

Offering incentives and bonuses to your customers is a great way to earn their loyalty and
bring them back to your restaurant many times in the future. Some great examples are a
local steak restaurant that offers free dinner on your birthday and also mails coupons with
discounts based on how many times you visit — people continue to dine there to earn their
points. The coffee shop downstairs from the PC America office earns the majority of the
coffee business in the building by offering a buy 9 get the 10" free coffee special. Many
restaurants offer $ 2 off your meal if you dine within a week of your last visit. These,
and more, are part of the loyalty features built into Restaurant Pro Express.

E Most restaurants that offer loyalty plans will give out a loyalty
The (offee (ar d card that the customer carries as a physical reminder of the

The restaurant. They swipe their card at time of sale in order to earn
)P C"%?aﬁ"%“ their loyalty points for the order. Customized loyalty cards are
Bort’ T available from PC America and may be assigned to customers
inside of Restaurant Pro Express.

It’s easy to set up customer loyalty inside of Restaurant Pro Express. In the ‘Options
Screen’, select the ‘Customer Loyalty’ function. You must create both ‘Loyalty
Incentives’ and ‘Loyalty Plans.” Incentives are the actual rewards you give to your
customers, such as a free meal or $ 2 off the next purchase. Plans consist of one or more
incentives. After you have created a loyalty plan, you can assign it to a customer by
touching the ‘Loyalty Plan’ button in the customer’s record in ‘Customer Maintenance.’

The F1 Help Section includes a full description and tutorial for configuring loyalty
incentives, plans and assigning them to customers.
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Menu Items, Recipes and Your Inventory

R rtas y airiemancs

‘General Information for Mozzarella Sticks Heybeard ReStaU rant PrO EXpreSS a”OWS yOU tO Create

e | optizers ™ s STax] 2o - - . .

T e ar g menu items with modifiers, create recipes, track
T ingredients and configure retail and other

| Cptional Info | Sales History | Matrix || Recipe _ Special Pricing | Ordering Info

Pice Lovis | punas | mostes | tows | popetes | mamones | INVENTOrY items. Creation and modification of

e these inventory items, as well as modifier groups
mab:l Bessicuths o a0, s and coupons, is done through the ‘Inventory

Maintenance’ screen which can be accessed from
the ‘Administrative’ section of the ‘Options

§rarch by mm Mambes §

et Tt 0%

B o | | SCreen.’ A full tutorial of this screen is in the
) Hep |

B - | = | Dbuilt-in F1 help section; below are some basic
pointers to get you started.

You can add standard items and modifiers from the menu screen or from the inventory
maintenance screen. Adding them through the Inventory Maintenance screen gives you
more options and flexibility. Click on the ‘Add’ button to add a new item. You’ll have a
choice of four different types of items:

e ‘Standard Item’ encompasses all menu items, modifiers and SKU based retail
items

e A ‘Choice Item’ is not a real item, but rather it is a fake item that when “sold”,
gives you a choice of which item to sell. For example, you can create a Latte
choice item whose choices would be Small Latte, Medium Latte and Large Latte.
The advantage is one menu button that drills down into choices, as opposed to an
overwhelming number of menu buttons.

e The ‘Modifier Group’ is used to group modifiers together. For example, if you
have modifier items *Rare’, “‘Medium Rare’, “Medium’ and *“Well Done’, you can
group them into one modifier group called ‘“Meat Temperatures.” Using modifier
groups simplifies creation of menu items; instead of adding four modifiers to
many meat entrees, you can add the group once to each item.

e ‘Coupon’ items are created to give the customer a discount. They can be
configured to give a flat amount or percentage off an entire check or only specific
items. Coupons automatically calculate the discount amount based on price paid,
date and time and other options.

Fill in the data for the item and click ‘Save.” The most important fields for a standard
item are the item number (must be unique), description, cost, price and tax rates.
Modifying an item is just as easy. Find the item in our list by using the *Lookup’
button on the bottom left; modify the item and touch ‘Save Changes’ to update the
item.
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Menu Items, Recipes and Your Inventory

Special pricing is an extremely powerful feature of Restaurant Pro Express. A variety of
sale and promotional pricing can be configured at any time; these prices will
automatically be used when the server rings in the items. For example, happy hour
pricing on drinks and bar items can be pre-configured; during happy hour the happy hour
price will automatically be used without the servers having to apply a discount.

There are three main types of special pricing:

Sale Pricing: This function allows you to place an item on sale between certain dates.
To create sale pricing for an item, click on the Add button in the Special Pricing tab.
Enter the percent of the sale mark down and select the start and end dates for the
promotion. To remove a sale price for an item, select the desired sale price then click on
Remove. To place an item on sale for only one day, select the same day for both starting
and ending date.

Example: All steak dishes 10% off next week

Bulk Pricing is used to sell items at a reduced price when your customers buy more than
one of an item. To set up a bulk price for an item, click on Add, enter the quantity
needed to be purchased for bulk pricing, and then enter the new price. To remove a bulk
price for an item, select the desired bulk price then click on Remove.

Example: Two apple pies for the price of one

Time-Based Pricing allows you to offer alternate prices on certain days within certain
time ranges and is most commonly used for happy hours. Restaurants often use time
based pricing to attract customers during their non-busy hours. To enter time-based price
for an item, click on Add, select the day on which you want to offer the sale price, and
then enter the start and end times. To remove a time-based price for an item, select the
desired price then click on Remove.

Example: A bar may offer a beer during happy hour on Fridays from 4PM to 6PM
for a sale price of $2.00 while the normal price is $4.00.

TIP: If happy hour is 4 PM to 6 PM, start your time-based price at 3:50 PM and end it at
6:10 PM. You may sell a few extra discounted drinks, but you will also avoid annoying a
customer who orders a beer at 6:02 PM and wants the discount.
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Menu Items, Recipes and Your Inventory

Restaurants can carry anywhere from a few dozen items to hundreds of items and more.
Regardless of how many inventory and menu items your business sells, it is useful to
break your items down into smaller groups of items to perform a certain task or search. In
Restaurant Pro Express, items can be grouped into Departments. Departments can be
further grouped into Categories.

A few examples of departments are Appetizers, Entrees and Wines. Common choices for
categories are Food and Drinks, the top most breakdowns to see which area of the
restaurant is bringing in the most profit.

Please note that Restaurant Pro Express comes with a default department of NONE. This
department can not be deleted.

The Department Maintenance screen can also be used to set up employee departments,
which allows you to group your employees in different ways for functions such as labor
scheduling. See the 'Department Type' description below for more details.

You can access the Department Maintenance from the Administrative tab of the
Options Screen.

To add a department:

1. Enter the 'Department Maintenance' screen

2. Click or touch the 'Add’ button

3. Type in a Department in the corresponding box (ex: VEGGIES)
4. Click or touch the 'Department Description' box (ex: Vegetables)
5. Type in a description for your new department

6. Select a category and department type (or leave these as is)

7. Click the 'Save' button

Optionally you can check the Bar Tax Inclusive check box which includes tax built into
certain items if they are ordered and immediately paid for at a bar station. This provides
for a fast cash transaction where the tax is built into the price for an even round number.

Categories are configured in the Category Maintenance screen which is accessible in
the button below the Department Maintenance screen. Adding a category is nearly
identical to adding a department.
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Menu Items, Recipes and Your Inventory

Restaurant Pro Express allows you to configure a separate recipe for each item. Recipes
provides a useful reference for restaurant employees for assistance in preparing the item
and also as a reference for allergies in the case that a customer asks if a menu item
contains a specific ingredient that they are allergic to.

Recipes can be configured in the Recipe tab of the Inventory Maintenance screen. To
create a recipe, first add each ingredient as a separate standard inventory item with both
an in stock value and a cost (examples: chicken breast, portabella mushroom). Then,
after creating your main menu item (example: Chicken Portabella), navigate to the
Recipe tab, touch the Add Ingredient button and choose your individual ingredients off
the list. RPE will ask for both a quantity (the amount of that ingredient used in the
recipe) and a yield (which is used to factor in waste and improper measurement.)

Optional Info | Printers | Sales History | Matrix ” Recipe Special Pricing |
Ordering Info | Price Levels | Modlifiers | Notes | Properties | Pending Orders |

An item’'s ingredients will be deducted from stock when it's sold

v Ingredient | Amount | Yield | Cost
Chicken Breast 0.3 5.000% $1.172
Portabella Mushroom 0.1 15.000% $0.066

Add Ingredient

To track ingredients, turn on the Deduct Ingredients option in the Inventory tab of the
Setup Screen. This option has three settings:

e The Never option disables ingredient tracking

e At End of Sale deducts the ingredient stock when the item is sold and the

e At Preparation menu allows you to deduct ingredients when you first make the
item.

In the Restaurant tab of the Reporting Screen, run the Ingredients — Theoretical
Usage report to view a list of all ingredients that should have been used based on the
sales recorded within the selected date range. You can compare this list to your actual
ingredients to determine if any food has been wasted or stolen.

Tip: Use the Ingredients — Theoretical Usage report for last weekend to see what items
you need to have in stock this weekend. If you only used four dozen eggs during Sunday
morning brunch, this report will help save you from purchasing 6 dozen for this Sunday.
. Restaurant Pro Express
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Menu Items, Recipes and Your Inventory

Modifiers are items that alter the menu item they are modifying. For example, Rare,
Medium and Well Done would be modifiers for a steak. French, Italian and House
dressings would be modifiers for a salad. Assorted toppings would be a modifier for
pizzas. Modifiers are added into Restaurant Pro Express in the same fashion that a
standard menu item would be created, however the Modifier Item checkbox in the
Optional Info tab should be checked off.

oir e oo o s e ot Sve- s e e W Modifiers may also be grouped together
R into Modifier Groups, which is a big time-
""""" v o i saver when creating your menu items. To
= &) create a Modifier Group, first create the

= S — individual modifier items. Next, add an

item and choose the Modifier Group item
type. Finally, touch the Add Modifier
button to add a modifier to the group. You
can add as many modifiers as you’d like to
a group.

The next step is to ASSIGN modifiers (or modifier groups) to an item. To do this, go to
your menu item (or create a new menu item) and navigate to the Modifiers tab. There
are two options on the top of this tab (under the label Modifier List.)

Add Modifier Group adds the modifier groups created using the explanation above.
Modifier groups are more functional than the below option, allowing you to customize a
few properties related to adding the modifier group to the selected menu item:

e The Prompt field allows you to enter the question the user is asked when
selecting this modifier (ex: What temperature?)

e Charge for Modifiers is checked if you want to charge for the modifiers in this
group when applied to the current item (ex: you may charge for ice cream
toppings on a standard cone but not when applied to a Sunday)

e Forced? Indicates whether the server MUST choose a modifier. It is a good idea
to force modifiers such as meat temperature for a steak, where the chef always
needs to know the selection. Modifiers such as Toppings on a pizza don’t need to
be force as the customer may purchase a plain pizza without toppings.

e # To Select indicates whether the cashier must choose one, two or three
modifiers, or if there is a maximum number of modifiers.

Add Individual Modifiers is used if you do not want to create a group for the modifiers
for this item. This method is less efficient than modifier groups, however it is useful for
lists of modifiers that are not repeated for other items. If you reuse the same list of
modifiers more than once, you should create a modifier group to save you time.
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Menu Items, Recipes and Your Inventory
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A Choice Item is a not a real item, but rather provides a way to have the user choose
from a list of actual menu items. For example, if have a coffee shop that sells a small
Cappuccino 12 oz., medium Cappuccino 16 oz. and large Cappuccino 20 oz., you can
create a choice item called cappuccino. When you sell this choice item, you will be
prompted to choose which of the three sizes of cappuccino is being sold. This simplifies
your menu — you can replace three buttons for Cappuccino on the screen with one button
that drills down into a choice of sizes.

Choice items are primarily used to limit the number of items on the main invoice screen
and provide drill downs for quicker, easier selection.

In the example above, the choice item is the 'fake’ item called 'Cappuccino’. The items
included inside of the pass-along are the 'real’ items, the choices that are displayed when
you 'sell' the pass-along. In this example, the items would be Cappuccino 12 oz,
Cappuccino 16 oz, and Cappuccino 20 oz.

Some restaurants and bars may use this for a liqguor menu. The person configuring the
menu would create all their liquors as standard inventory items, and create an 'S Liquor’
Choice, with all liquors that start with the letter S inside of it. Instead of scrolling through
searching for Smirnoff vodka, the bartender can touch S and see a drill-down with
Smirnoff amongst a few other S liquors.

When setting up a Choice Item you can include a Prompt which is the question that is
asked to the server when provided with the individual choices. For the above example, a
suitable question would be “What Size Cappuccino?”
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Menu Items, Recipes and Your Inventory

;rgﬁ?e?ﬁ?%ﬁ'ﬁaﬁaﬁ"raf'iﬁi;‘nsfﬁm i BT S x| COUpPONS are commonly used in

| e [Appatzers " i Bl restaurants. A couple of examples are

ftom Rumbir | SCHOOLDISC OFlstAmount  OPsrcent [ 7ax 2 . , .

Dazerpbion  School Dlscount E‘:f:;‘:"l“ -10.00% O1Tax3 buylng One entree gettlng One free On

| e s Thursday and 10% off all alcoholic

[Pays Vaiid Restictions | drinks 3 —5 PM daily. In order to
b b i | account for the wide variety of types
oo e A | and restrictions of coupons in the
0 S0 PN restaurant business, the Restaurant Pro
Wodnesdey 12:00 11160 PN | !Express myentory screen includes an
e i+ item type just for coupons.

| Bearch by tem Humber Froft% 0% Retsd Discount. 0% GeossMergn 0%

2 save s | Faarer | frstanie
| _Brevious Lgh Nl:gd | © Help | | Cancel

Coupons may be configured to give either a percent or a flat dollar amount off the Grand
Total. Redemptions of a coupon appear as a sale of an item for a negative dollar amount.
It is a good idea to put all of your coupons in one department for easier reporting.

The discount for coupons are triggered either by adding the coupon to a check, or tying it
to a loyalty plan where the customer will get the discount either at award time or every
time they are selected as the customer for a check.

The Days Valid tab is used to set what days and time the coupon is valid. Use the Add
Time and Delete Time buttons to configure the times. You may also set the expiration
date for a coupon date by checking the Does this coupon expire? check box and filling
in the expiration date.

The Restrictions tab allows you to

ey et ISR | specify which items, departments or
" categories are included or excluded in

the coupon discount. Coupons can

also be made exclusive of specific

I — p— items; this feature is often used to

- - - restrict a check to include only one

coupon.

Exclusive

There are a number of other restrictions below the grid including a minimum dollar
amount, number of days between use and other restrictions to make your coupons more
customizable.
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Menu Items, Recipes and Your Inventory

Restaurant Pro Express allows you to configure, ring up and track the sales of SKU based
items with bar codes. You can also track retail items that do not have bar codes. To do
this, add a standard item to inventory. Scan (or type) the bar code into the Item Number
field. The main fields on the top third of the screen should be filled in for every retail
item you carry in your restaurant.

General Information for Espresso Roast 1 1b Keyboard
Department | ¢ offee Beans | ltem Type
for this ltem
[tem Mumber Cost $4.00 Tax 2
Description Price you .
Espresso Roast11b haras $8.95| [Tax 3
#1In Stock 12 Click to Select Picture

It is easy to ring up a SKU based item inside of Restaurant Pro Express — simply scan the
item at any time during the transaction using a bar code scanner. The quantity sold will
deduct from the in stock value in the Inventory Maintenance screen.

There are a variety of useful inventory reports in the Reporting Screen to help you track
your retail items. The simple numerical and alphabetical listings will show you what is
currently in stock. More advanced reports, such as the Item Activity Report will show
you what was sold and received of each item between a date range.

Restaurant Pro Express also has a built in Purchase Orders screen (accessible from the
Administrative tab of the Setup Screen.) This screen can be used to place orders for
items, print purchase orders and at a later time receive the items when they arrive at your
restaurant. You can learn how to use the Purchase Orders feature by reading the F1
Help Section.

NOTE: If you are scanning SKU-based retail items with a bar code scanner, you may
not want buttons from these items cluttering up your menu screen. If you would like to
hide your retail items from the touch screen, the easiest way is to put them in one or more
retail departments and hide the department buttons within the Touch Screen
Configuration screen.
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Timpla s Maintsasa s

Ener ine vormation or s ke ana o save o save e enmpovee _pns| 117S important to track your employees and
g o configure functions they have access to within
e your point of sale system. Employees and

Gz security, as well as job codes and other employee
— o meew o o SEttings, are configured in the ’Employee
S CE" 20 Maintenance’ screen which can be accessed from
oo . =2 the “File’ menu of the ‘Login Screen.” A full
L= o0 tutorial of this screen is in the built-in F1 help
g > IH- p“:, | "::“m-;mm :f;:rttleodr?’ below are some basic pointers to get you

The basic steps of how to add an employee are included in step three in the *10 Steps to
Getting Started’. Modifying an employee is just as simple; navigate to the employee
using the buttons in the bottom left corner of the screen, modify the employee and click
or touch the ‘Save Changes’ button to update the employee.

Swipe Cards and Security

The fastest and most secure way to log an employee into the
system is to use a POS Access Card. Alternatively an employee
can use a pin number or their username and password, which as
not as secure as another employee may watch the login number
typed in over their shoulder. When an employee needs to log in
or clock in\out of the system or a manager needs to provide
override permission, they can simply swipe their card which is
faster, easier and more secure than a pin code or user name.
POS Access cards can be purchased directly from PC America.

To assign a card, swipe the card into the ‘Card Swipe ID’ field using the MSR.

NOTE: The Display Name for an employee will print on guest checks and in the
kitchen. Fill this field in for the results of a friendlier receipt and easier identification of
orders in the kitchen. The employee ID will print in the case of the Display Name is left
blank
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Restaurant Pro Express can be configured in a flexible fashion, allowing you to define
which employees can access which functions inside of the system. It is important to
understand and properly configure the permissions to ensure employees can only access
the functionality you want them to access.

Invoice Discounts |prompt «| | Security is a priority within Restaurant Pro Express. The

Invoice Price |Ves ‘Employee Maintenance’ screen has dozens of permissions
u]} - . .- .

Changes Promgt which can be set individually for each employee and

Delete ltems  [Override determine what that employee is allowed to or restricted

from doing. Most of the permissions have four settings:

e Yes allows the use of a function

e No restricts the selected function

e Prompt asks for manager’s permission to use the
selected function

e Override makes the selected an employee a
manager for the selected function, meaning they can
access the function and also give an employee with
the ‘Prompt’ setting permission to use this function

The Exceptions Tracking features of RPE provide a great way to identify and track
suspect activity. If you log a certain activity as an exception (ex: Server 01 ringing in a
discount or Server 03 opening the cash drawer for change), RPE will record this instance
in an Exceptions Log for later viewing. Even though many of these functions are already
recorded for all employees, this will provide you with a list of functions and servers you
would like to specifically watch.

Exceptions Tracking is a great analytical tool that will provide you with specific lists of
activity you define as suspect without having to wade through pages of information. You
can view the results in the Operational Exceptions report, viewable in the Sales tab of
the Reporting Screen.

Configuring Exceptions Tracking is easy; simply check the Log as
Log as Exception check box for each permission and employee combination
Exception  that you wish to watch. This setting is configured individually for each
employee and permission to provide maximum flexibility.
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If you are just using the basics then you don’t need to worry about job codes and the
employee time clock. However these are valuable features that are easy to configure and
will help you control your business.

Job Code Setup

Job Code ID

Picture for Buttan

[¥] docess to POS

Default Wage

96.25

Default Overtine Wags

$9.95

Shift Report

#of Copies

i

[lincluge Depattmert Tatals

Keyboard

Simply put, Job Codes are the different jobs that
your employees work inside of your business. A
few examples are server (waiter\waitress),
bartender, cashier and chef. Job codes can be
configured inside of the Employee Maintenance
screen (by clicking the “‘Job Code Setup’ button.)
You can configure if an employee working a

[CIRecord Cash Tins [emize cc Transactions
certain job code may access the POS, if they
A e handle cash and how many shift reports to print at
— 5 — the end o_f thei_r shift. _YOL_J can read more_about
these options in the built-in F1 Help Section.
Add | Update | Delete |-

After creating job codes, they can be assigned to an employee using the ‘Add’ button in
the “‘Job Codes & Wages’ tab in ‘Employee Maintenance.” Hourly wages and overtime
wages are configured in the same tab. An employee can have more than one job code
each with a different wage; when they clock in, they will be asked which job code they
are working this shift.

To track the hours worked by your employees, have them clock in by touching the clock
icon on the Login Screen. Staff members use the same icon to end their shift and clock
out. In the occasional situation an employee forgets to clock in or clock out, the ‘Time
Clock Management’ screen can be used to modify times. If you want to enforce that your
employees clock-in before starting their shift, select the ‘Require Clock-In Before Login.’

Typical steps for a server or cashier:

1. Servers (table service) or cashiers (quick service and table service) clock in when
they come in for the day

2. They take orders and close out checks throughout the day

3. Any credit card tips are added before the end of the shift

4. At the end of the shift, the server or cashier clocks out and enters their closing
cash amount

5. A shift report print is printed upon clock-out which includes a cash count that
shows how much money was taken in and removed. At the bottom is an
over\short amount that helps ensure that your cashiers are properly reporting and
turning in the money they collected throughout the day.
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Restaurant Pro Express has dozens of built-in reports that help you view and analyze
sales figures, inventory and ingredients, efficiency, employee activity, customer history
and a substantial amount of additional statistics and data regarding your restaurant
operations. These reports are generated from the reporting screen which can be accessed
from the “‘Administrative’ tab of the *Options Screen’. There are six categories of reports
you can choose from, listed down the left side.

Reporting

Category Report Date\Time Range ’ég\’%ﬁﬁd
8] 8]
Sales | Invoice Totals Report = Start Date Start Time
W PIt6 Totals by Glistomer 112442005 170000 A
Inventory Invoice Totals - Daily Summary
Custormer Grand Totals by Payment Method I End Date End Time
Daily Totals ¥ 1424/2006 11:59:58 PM
Employee
Rastaurant Criteri Green = ALL in list selected

Red = One or more selected

Rentals ) N o )
Select Cashier ﬂ&l S_e\ect.Denaﬁ.mentﬂ% Sel.wstmio_n.% Select Group

Yiew a detailed |01 ; 01
list of all the MWC f

invaices

processed

within a given

date range.

Select Vendor ﬂ%l Select Category %l Select Store ‘D.m

Display
Print
Select lterm Select Customer Exit

| = ] El

To run a report, first select the report you’d like to run by clicking on its name in the
‘Report’ list box. Each report can be customized on the fly by selecting one or more
pieces of criteria such as a date range, one or more cashier IDs, one or more registers, etc.
For example you can run the “Receipt Listing’ report to see a detailed sales transaction
listing for cashier 01 from January 1%, 2006 through January 5", 2006.

The built-in reports will satisfy all or most of your reporting needs. The Restaurant Pro
Express Enterprise Edition includes a built-in report writer which can be accessed by
clicking on the *Advanced Reporting’ button. The report writer is for more computer
savvy users that are familiar with report builders. Training Sessions on how to use the
‘Advanced Reporting’ section can be purchased from PC America.
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Most restaurateurs use less than ten of the built-in reports. It is a good idea to click on

each report and read the description of what information the report includes. Many users
miss out on valuable information simply because they haven’t taken the time to learn the
figures that each report generates and how it will benefit their business. Listed below are
a few of the most useful reports.

Report Name Category  Description

Invoice Totals Report Sales Summary of each invoice processed within a date range

Invoice Totals - Daily Sales Summary by day with totals, # of tickets and average dollar

Summary amount per ticket

Grand Totals by Payment Sales Total dollar amount collected by each payment method with

Method the option to break down by cashier

Detailed Daily Report Sales Detailed report with payment breakdowns (receipt printer)

Detailed Department Sales | Sales Breakdown of items sold by department

General Hourly Report Sales Breakdown of income by hour within a day

Grand Totals by Date Sales Quick figure of how much was sold in a date range

Receipt Listing Sales Detailed summary of each check within a date range

Shift Summary Sales Summary of each server’s shift

Financial Summary Sales Detailed ‘picture’ of your business within a date range,
gathering all of your key figures in one compact report

Invoice and Operational Sales List of functions that you have identified as suspicious with

Exceptions server ID and manager ID. Useful to prevent theft.

List Alphabetical Inventory | Summary of your in stock inventory and value

Reorder Report Inventory | Breakdown of items sold

Top Sellers Inventory | See your best selling items

Discrepancy Report Inventory | ldentify what is in stock versus what should be in stock, use
this to identify theft, waste and other loss factors

Top 10 Sellers Inventory | Another report to identify the best sellers on your menu

Pending Orders \ Details Inventory | Used for catering businesses to view future orders

AJ/R Summary Customer | View a list of all outstanding accounts

Purchasers of Item Customer | View all customers who purchased a specific menu item so you
may market to them for similar new menu items

Sales History Customer | Detailed list of which customers ordered which menu items

Hours and Wages Employee | List the hours, wages and tips of your employees

Server Tips Employee | Tip details for each server

Commissions Employee | View the commissions you rewarded to your servers for
recommending and selling certain items

# of People Server Restaurant | Crucial statistic for any restaurant

Ingredients — Theoretical Restaurant | List of the ingredients that should have been used based on

Usage

your sales, use this as a shopping list for future food purchases
or to prevent theft and loss
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Host Module — Connecting Multiple Restaurants

Before You Begin

In order to communicate between stores, they must have a way of connecting to
a main location where the corporate database will be stored. Normally, the
corporate database is located in the main office of the entire store/restaurant
wide operation. This is where the Host Module will be loaded onto an office
computer.

About Virtual Private Networks

In recent years, the most popular and cost effective way to connect one location
of a business to another is by a Virtual Private Network (VPN). A VPN uses the
Internet to communicate from one location to another. Using a DSL, Cable,
T1/T3, ISDN, or even modem, you can connect one location to another via a
VPN, where your data will be encrypted to protect your business from unwanted
intrusion. A VPN, in effect, puts one location on the same network as another
with security.

It is our recommendation to use a dedicated Internet connection, such as DSL,
T1/T3, or Cable Modem so as to prevent drops in your Internet service. We DO
NOT recommend connecting through a modem using a regular telephone line.

You must have a VPN, or equivalent form of communication, between your
business locations prior to setting up your CRE/RPE multi-site point-of-sale
system. You may contact PC America for recommendations on companies who
will help you set up a VPN for your business.
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Host Module — Connecting Multiple Restaurants

On a multi user environment, it may be necessary to adjust firewall or anti-virus worm
protection settings to allow communication between computers. Picture your network as
a road map where each computer is like a house in a neighborhood. Each house has an
address and you must travel by a road or route to get to another house. Much like this
roadmap, each computer has an address and data must travel from computer to computer
through a route, called a port. In order to block unwanted visitors to your computer, it is
necessary to use a firewall or some form of worm protection. Sometimes firewalls and
worm protection software may block data that you need. Therefore it is necessary to
make sure the port that CRE/RPE uses is unblocked. You may put certain restrictions
where only certain computers can have access to this port.

By default, CRE/RPE communicates through Port 50,000. When creating an exception
to the firewall, open the port you specify as TCP.
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Host Module — Connecting Multiple Restaurants

Configuring Your System to Accept Connections

To configure the Microsoft Windows XP (Service Pack 2) Firewall:

1. Go to Control Panel
B Control Pare

Seft Prodram Access
and [ Provides options for -

functionality of your
e.: ConNl and set up network ¢

*:zé Printers and Faxes .

2. Double click on the Windows
Firewall icon

Windows Fireyal

* Windows Firewall X 3. Click the Exceptions tab

General | Exceptions | Advanced |

Witdows Firewall iz turned off. Y'aur comnputer iz at risk of attacks and intrusions
from outgide sources such as the Intemet. We recommend that you click, the
General tab and zelect On.

4. Click Add Port

Frograms and Services:

MHame
Blizzard Downloader
drdclient
[ File and Printer Sharing
iTunes
Remote Assistance
[ Remate Desktap
UPnF Framewaork,
| AddProgram.. | [ AddPat. ||  Edi. ||  Delte

Dizplay a natification when ‘Windows Firewall blocks a program

What are the risks of allowing exceptions?

[ ar. ] [ Cancel
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Host Module — Connecting Multiple Restaurants

Add a Port

want ko use.

M ame:

Part number:

Usge these settings to open a port through Windows Firewall. To find the port
number and protocal, consult the documentation for the program or service pou

‘what are the risks of opening a paort?

X

RPE

50000

®TCP ) UDP

®

] [ Cancel

Change Scope
option below.

cammas.

) Custom list:

X

To specify the et of computers for which this port or program iz unblocked, click an
To specify a custom list, type a list of IP addresses, subnets, or both, separated by

() &y computer [including those on the Intemet)

(%) My network [subnet] anly

Example: 192.168.114.201,192.168.114. 201 /255. 256 265.0

Ok H Cancel ]

5. In the Name field, you may
specify a name to identify the
program (CRE or RPE)

6. In the Port Number Field, type
the port that you choose to have
CRE/RPE listening on. In our
example above, you would
choose 50,000.

7. Choose TCP under the Port
number field.

8. Click Change Scope

9. Choose My network (subnet)
only. This will only allow
computers within your local
network to have access to this
computer through the port
specified above.

10. Click Ok twice to save the
changes and exit the Windows
Firewall Settings.
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Host Module — Connecting Multiple Restaurants

The Corporate Host Module must be installed at the same location as the corporate
database. You may purchase licenses of the Host Module on as many computers as you
need, as long as they have a direct connection to the main corporate database.

Step 1: Configure your station to be a Corporate Host Module

What type of business are you using this for?

Host Module

Welcome to the Host Module

A Retail Store

A Fine-Dining Restaurant with Table Service

Service

A Quick-Service Restaurant with Counter

Cancel

A Corporate Office for a Chain of Stores or

Once you have installed
CRE/RPE from the CD, you will
be taken to a welcome screen
where you will need to select the
Industry Type. If you have
already installed CRE/RPE on
this station, then you can reach
the Industry Selection Screen
from the File Menu of the Log
In Screen, under Select
Industry. You will be prompted
for the Administrator’s password
to access the Industry Selection
Screen. To set this station to be
the Host Module, select A
Corporate Office for a Chain
of Stores or Restaurants, then
click Next to continue.
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Host Module — Connecting Multiple Restaurants

Step 2: Create a New Database

Welcome Wizard

[Fx . The database holds all the important data stored
= pCAme” Cd  inside of Cash Register Express and Restaurant Pro
Express. Which data source would you like to use?

We include a few sample databases to help
you demo the software. The sample
databases are configured with many Try Out a Sample
common options to help you view the Database
features your store or restaurant needs.

If you are already a Cash Register Express
or Restaurant Pro Express user, and want L.
to use an existing database, select the 'Use Use My Existing
my Existing Database' option. Database

Are you a new user, and you are ready to

set up your own database specifically for Start a New Store or
your store or restaurant? Select the "Start a
New Store or Restaurant’ option. Restaurant

e

When installing for the first
time, you will be prompted to
select one of three options
related to connecting to a
database. To begin a new
corporate database, select
Start a New Store or
Restaurant. Once you have
selected this option, your
database will automatically be
created and activated on this
computer.

Now that the Corporate Database has been created you may now setup and configure
your stores. Once you have configured your stores, each store’s server can connect to the
corporate database under their store id. The next section explains how to navigate the

Host Module and set up your stores.
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Host Module — Connecting Multiple Restaurants
Common Areas of the Host Module

™ Host Module

Control
Host Funclions

Clear
Selection

Cooperation Store Selection

Function choices

Monday, Feb 6 2006 10:45 PM

The common areas of the host module are the File Menu, Store Selection section, the
Host Functions buttons. These sections are apparent throughout the entire program, and
are accessible at all times.
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Host Module — Connecting Multiple Restaurants

The File Menu

Select Industry

Select DB Location

Set Store 1D

Set Station 10

Compact Repair Database

Configure Enterprise
Fegister

Exit

The File Menu contains the features for configuring your system:

Select Industry —

You may specify the interface you wish to run this station as. You
may configure it to be a retail station, restaurant station or a host
module station.

Select DB Location — You may choose the location of the SQL database. You may also

Set Store ID —

Set Station ID —

choose to use your own database, a new blank database, or a
sample database.

You may set the store id of this register. When setting the store id
of this station, these settings will remain until you change it.

This sets the default station id of this register. Once you change
the station id, the setting will remain until you change it.

Compact and Repair Database — This is a utility that compacts and re-indexes an

Access database. It is not necessary to use this feature if you are
using a SQL database.

Configure Enterprise — You may set up and configure your station to synchronize data

with a main or corporate database within your operation. When
the Enterprise feature is activated, you will achieve a level of
redundancy so as not to lose your ability to operate your station
should the network fail.

Register - This is where you register and activate your station. Once you
register the station, it will be unlocked for unlimited use.
Exit - You may exit to the log in screen from this selection.
X o Restaurant Pro Express
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Host Module — Connecting Multiple Restaurants

The Store Selection Section

Select| 1001
Stores to| 1002 Clear
Madify 1003 Selection

The Store Selection section is where you may choose which stores to modify or configure
data for. If you would like to view and edit inventory for store 1002, simply select and
highlight 1002 and enter the Inventory Maintenance. All the data that you edit or add
will be sent to that store. You may select multiple stores by clicking on each one. When
multiple stores are selected, all the data for the selected stores will be sent to those stores.

NOTE: IF NO STORES ARE SELECTED, THE HOST MODULE WILL BE SET
TO MODIFY DATA FOR ALL STORES

To clear the selections you have made, you may either click on the highlighted store to
unselect it or Clear Selection to clear all selections at once.

Host Functions

Host Functions

Cooperation

The side bar of the Host Module is made up of buttons that take you to the functions that
you may perform. You may view reports, edit inventory, vendors, departments,
categories, purchase orders, customers and loyalty plans as well as configure your stores.
In the next section, we will describe each function in more detail.
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Host Module — Connecting Multiple Restaurants

Store 3 etup—Y ou
may add delete and
copry it et ory to
stotes

Digplays all store id’s in your entite opera-
tionr ¥ ou may select moore than one store
id by left clicking as many stores id's as
you would like,

® Hest Module

Stares Clear
Mﬂd;:’ 003 Selection CIEEI.S wour
i selection of
store id’s
Change
Setup Tax
Store Setup ‘ Rars ?
Emgloyee Timeclock
Maintenance Maragement

\ Sets up
tax rates

at each
location

Friday, Fek 3 2006 6:02 PM

Allowrs yoato manage
Add, edit or delete your your employees’ dock
employess and set per- in an clock ot inform a-
missiong corporation tiot.
wide,

The Setup Screen is where you set up your stores, configure your employees, set
corporate wide tax rates, change administrator passwords and manage employee time-
clocks.
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Host Module — Connecting Multiple Restaurants

Store Setup

% Corporate Setup =]

List of Store ID's Add

oot |
1002 Change
1003 — Ecmail |
Delete |
: Zero
Duplicate Inventory | Imventory

To add a store, simply press the add button and type the store id you wish to use for then
new store. You may choose to duplicate inventory to the new store by highlighting the
store id you wish to duplicate inventory from and pressing the Duplicate Inventory
button. You will be prompted to type which store you would like to duplicate the
inventory to. If you have multiple stores that you wish to copy from an original store,
you may type them all in separated by a comma. See the picture below.

Info Prompt |
YWhich store would you like to duplicate thiz

X
ifeentary to?
|

Specify multiple stores using commas [ex. 1002, Cancel
1003)

1002, 1003

This will copy the inventory from the highlighted store to the store(s) you specified.

You may delete a store by pressing the Delete button.

Finally, you may use the Zero Inventory button to set all in stock levels to 0 for the stores
that you select. You may wish to do this when you start a brand new store where you are
unaware of the stock levels. We recommend doing a physical inventory and adjust the
levels from the store. The in stock levels will then transmit to the host.
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Host Module — Connectini Multiile Restaurants

Setup Tax Rates

I Default Tax Rate Area Tax Rates

Store ID ‘Tax1Rate | Tax1 | Tax2 Rate
» 1001 826 Tax 0

1002 7.75 Tax 4.25

1003 7.25 Tax 4

| Tax2 | Tax3 Rate
Tax 2 0
Tax 2 0
Tax 2 2

| Tax3
Tax 3
Tax 3
Tax 3

< ] | &

UPDATE | Cancel |

The Setup Tax Rates section allows you to enter the tax rates for each store. Each store
can have up to 3 tax rates. You may choose the tax rate in the grid and simply make the
change right on screen.

Alternatively, you may select the Area Tax Rate to add multiple tax rates within an area.

Default Tax Rate || Area Tax Rates

ID

Area

[Description

[Percent

0
1
2

NONE
Rockland
Orange

DEFAULT
Rockland
Orange

Add

Change Rate ‘

To add a new tax rate, press the Add button. You will be prompted for an Area Id, a
Description and a percentage for the tax rate in that area. This feature is designed for
charging the appropriate tax rate based on the area that a customer resides. You may
select the area that the customer is located in the Extended Info tab of Customer
Maintenance. When the customer is selected for the invoice, the appropriate tax rate will
be charged. This feature is best used in a mail order scenario where you must charge the
correct tax when shipping products to a taxable destination.
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Host Module — Connecting Multiple Restaurants

Change Admin Passwords

You may change the administrator’s password for all stores by pressing the Change
Admin Passwords button. PLEASE NOTE: THIS WILL CHANGE THE
ADMINISTRATOR’S PASSWORDS FOR ALL STORES.

This will change the administrator
password for ALL stores, do you want to
continue?

Yes Mo

Pressing Yes, will take you to an onscreen keyboard input screen where you may type a
new password. Once you press Enter, all stores will be reset to the new administrator
password.

Enter new administrator password:
cancel
| -
admm| + Backspace
|
il | SPACE | ENTER
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Host Module — Connecting Multiple Restaurants

Employee Maintenance

The CRE/RPE Host module allows you to configure your employees from the corporate
office. You may add, edit or even delete employees at the touch of the button.

The Employee Maintenance screen is exactly the same screen within CRE/RPE. Please
refer to the Employee Maintenance section of this manual for information on configuring
your employees. You may also refer to the F1 Help Screen under Managerial Functions
and then Employee Maintenance, for more detailed instructions on this feature.

You may also access the Employee Maintenance screen from the File menu of the Log In
Screen.
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Host Module — Connecting Multiple Restaurants

The Monitoring Screen

% Host Module FBEX
File

Monitoring
Hoszt Functions

Select

Stores to| 1002 Clear

Monitoring Wadify 1003 Selection

The Corporate Monitoring features of the Host Module
allow you to see, for every store, what happened and when
it happened. Through a full listing of advanced reports, you
can view all your stores key information -- sales, profits,
inventory stock levels, frequent purchasers and more.

Control

Cooperation

Thursday, Feb 9 2006 12:29 AM

The main function of the monitoring screen is reporting. From this screen you may access
a vast number of reports to view the progress of your store or your entire operation. The
only button present on the screen is the Reports button. Press this button to access the
reporting screen. As you will notice, the reporting screen is practically identical to the
reporting screen within CRE/RPE. The only difference is that the Host Module adds
store id as another criteria to sort your reports.
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Choose from a
list of categories
of rep oris to
view.

Repoariing

Customer
Employee
Restaurant

Rentals

View a detailed
list of all the
IMIces
processed
within a given

[ Mate range.

|__Sales |
Inventory

Navigating the Reporting Screen

List of all reports Area of the rep oxting screen where you
within the selecited may sp ecify the date and time range of
category

each repori. If the report does not use a
date/time range, then the fields helow will
display as faded.

Datel\Time Range

Reporting

Invoice Totals Report Start Date Stari Time

Invoice Totals by Customer 219/2006 12:00:00 AM

Invoice Totals -- Daily Summary

Grand Totals by Payment Method End Date End Time

Daily Totals v 21912006 11:59:59 PM
S~ Green = ALL inlist selected

Criteria

Red = One or more selecte

Select Cashier - Select Departmenlm Select Station - Select Group

01

P A o1

JB 02 ¢
KM 03

MS

RC v

w

Selact Vendor m BelettCategmym Selcct‘&lurcl_

Albws you to
hreakdown
reporthy de-
I~ pariment

Break
— downhy

group

Breal:
downre-
porihy
station id.

o0
Summarized 1003
of the report.

Select ltem T Select Customer
J\ | [

Breakdown \
reporthy cash- Breakdown
ierid.

Breakdown report Breakdown report iTP““b}'mm

by vendor by category. .

The Reporting Screen allows you to choose various reports and breakdown each report
by different criteria. The Category section of the reporting screen allows you to choose

from Sales reports, Inventory reports, Customer reports, Employee reports, Restaurant
reports and Rental reports.
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Host Module — Connecting Multiple Restaurants

Once you select a category, the Report window will populate with the appropriate reports
for that category. When you highlight a report, some criteria will be activated to indicate
that you may breakdown the report by that criteria. In the above illustration, the Invoice
Totals report allows you to breakdown the report by Cashier 1d, Station Id and Store Id.

To view a report:

1. Select the category for the report you would like to view

2. Choose the actual report by highlighting it from the Report window

3. Select the date and time range by entering the Start Date as well as the End Date.
Please Note: The reporting screen always defaults to today’s date between the
hours of 12:00:00 AM and 11:59:59 pm. This encompasses the entire day.

4. Choose the criteria you with to breakdown the report with. You may press the All
button to select all criteria. For example, you may wish to show the Invoice
Totals report for all Stations and All Cashiers.

The Advanced Reporting feature is a built-in report writing module. For more
information or training on report writing, you may contact PC America (1-800-722-6374)
for more information.
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™ Host Module

Bile

Control
Host Functions

Cooperation

made.

Host Module — Connecting Multiple Restaurants

EIBX]

Select| 1001
Stores to| 1002 Clear
Monitoring Modify 1003 Selection

The Corporate Control features of the Host Module allow you
to formulate and implement business strategies without
traveling to each store. Whether it is raising the price of
tomatos in your Lincoln, Nebraska store or running a 25%
sale off keychains in all your stores, Corporate Control makes
it easy. After the change is made in the host module, your
stores will automatically update to reflect the changes you

Categary
Maintenance

Yendaor
Maintenance

Department Purchase Global Price

Maintenance Orrders Changes
Irventary Item Group

haintenance Properties haintenance

Thursday, Feb 9 2006 7:44 PM

The Control function of the Host Module is where you can add or edit Categories,
Vendors, Departments, Purchase Orders, Global Price Changes, Inventory and Groups as
well as changing Item Properties. All features present in this screen are also accessible,
at the store level, from within CRE/RPE via the Options Screen. All screens are
identical. The only difference in the Host Module is that you may alter the information in
each function for multiple stores.

You may specify which store(s) you wish to change data for by selecting them from the
Store Selection box at the top of the screen. When editing any of the functions
(Inventory Maintenance, Vendor Maintenance, etc), you will be accessing a master
record list corresponding to the function you have selected. The master list encompasses
all the records of any store in the entire operation that you have selected. For example, if
you select all stores, you will see all items in Inventory for the entire operation. If Store
1003 has an item that the other stores do not have, then that store would have to be
highlighted to view the item that is unique to that store. So if 1003 and 1002 are
highlighted, you will have all the inventory available to you from stores 1002 and 1003.

8
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Host Module — Connecting Multiple Restaurants

Category Maintenance

Category Maintenance

&dd Category ID
Description
SRS Supplies
Delete
Exit ¢ | |§earch by Cateqgory IDJ $

A

Categories are the most general form of categorizing items. You may have inventory
items that are part of a department and a department that is part of a category. Generally
you have very few categories. For example, you may have a restaurant that has two
categories; Food and Supplies. If you wish to track food items, you may create
departments under the Food category. You may also track supplies, such as to go food
containers, pizza boxes, or cups that may fall under the departments in the Supplies
category.

To Add a category, press the Add button. Then enter the Category ID an a Description.
Click Save to save the category. If you wish to update the category, you may not change
the Category ID. You may only change the Description. If you wish to change the ID,
you must first delete the category and then re-add it.
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Vendor Maintenance

Yendor Maintenance
Info
General Information for General Warehouse

General Info

Wendor Number

Cnmpany Name

Flat Rent Rate
§0.00

Terms

Minimurm Order Comission %
$0.00 ]

Billable Deparrent

Address
Street Address

Contact Info

First Mame

Extended Address Telephone Murnber

X
Keyboard |

PO Delivery Method
.

Tax ID

Social Security #

Last Name

Fax Murnber

City State Email

Zip Code Country Wehsite

Search by Company

‘ -

Store |

9) Help | Priorities

Vendor Maintenance is the function that allows you to enter vendor information.
Vendors are companies that you purchase products from. In the CRE/RPE Host Module,
you can control the vendor information for all stores.. It is important to enter vendors in
for the purpose of Purchase Orders (refer to the F1 Help Screen under Inventory Control
and then Purchase Orders for more information). Once vendors are added into the
system, you may assign inventory items to a vendor to indicate where you purchase the
item from. Please refer to the F1 Help Screen on Inventory Maintenance for instructions
on how to assign a vendor to an item.

Exit

Previous ext ‘

12

To Add a Vendor, simply press the Add button and fill in the appropriate information.
Required fields are the Vendor Number, which is a unique identifying number for the
vendor and the Company Name. You may also Edit a Vendor by simply editing the
fields you wish to change. The Vendor Number cannot be edited. If you need to change
the Vendor Number, you must delete the vendor and re-add it again. WARNING: IF
YOU HAVE INVENTORY ASSIGNED TO THE VENDOR, THEN DELETING
THE VENDOR WILL DELETE THE ASSOCIATION OF ITEMS TO THAT
VENDOR. YOU WILL HAVE TO RE-ASSIGN THE ITEMS TO THE NEW
VENDOR.
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Department Maintenance

% Department Maintenance
Info
General Information for Appetizers

Department L 1
Department D[4, 1 ©ORental
O Employee
Department \Appetizers |
Description !
Options Receipt Notes

[1Print Department Notes on Receipt

Square Footage 0

[JRequire Permission for Sale
Item Cost
Percentage

0
[1Require Serial #/ Reference Entry

[JBar Tax Inclusive

=
¢. _, | _oestmen | o |
Previous ﬁ.ﬁ Next 9) Help |-

Category
Maintenance

Keyboard |

Delete |

Exit L

You may enter your departments for your store via Department Maintenance. Select

which stores to modify by highlighting the store id from the

Store ID Selection window

on the top portion of the Host Module and then press the Department Maintenance button

to enter the screen above.

Departments are used to categorize inventory items. For example, in a restaurant, you
may specify Entrée as a department where the items you wish to select for an invoice can

be found in that department.

For more information on Department Maintenance, please refer to the F1 Help Screen

under Inventory Control and then Department Maintenance.
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Host Module — Connecting Multiple Restaurants

Purchase Orders

The Purchase Order screen allows you to create an order from your vendors. From the
corporate office of Host Module location, you may create or edit purchase orders for each
store.

Simply select the store id you wish to access purchase orders for and press the Purchase
Order button. All additions or changes made will be transmitted to the selected stores.
For more information on how to use Purchase Orders, please refer to the F1 Help screen
under Inventory Control and then Purchase Orders.

Global Price Changes

[® Global Inventory Changes DEX
Apply Changes To: Price X% Price
Change Increase
@ All ltems

Set Sale Apply X%

C ltems in Department Price Discount

O Selected ltems

Quick Help | |Assign Tax

| Exit

A

The Global Price change feature allows you to change prices of all or some of your items
instantly. Select which store you wish to modify an choose the Global Price Change
button to access this screen.

Once inside this screen, you may select to modify All Items, Items in a particular
department or a list of selected items. After you select which items to apply the changes
to, you may then choose the option you want:

Price Change — This feature will change all the prices for the items you selected to the
price you specify. Generally, you do not change the price for All items, so
be careful on which selection you have chosen where it says Apply
Changes To.

X% Price Increase — This will allow you to increase the item prices for all items you
have selected by a fixed percentage amount.
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Set Sale Price - This will change the price of an item between a certain date range. Once
you specify the price, you will be prompted to enter a start and end date
for the sale. Again, it is recommended that you be careful as to what
selection you have made where it says Apply Changes To on the left
portion of he screen. Normally, you would not have All Items selected
for this feature.

Apply X% Discount — This is virtually the opposite of X% Price Increase. By selecting
this feature, you may discount all items selected by a percentage.

Quick Help — This will bring up a quick help screen explaining the Global Price Changes
in more detail

Assign Tax — You may globally assign a tax rate to all items selected.

Inventory Maintenance

Using the Host Module, you may add or edit inventory for all stores selected in the Store
ID Selection box at the top portion of the screen. The Inventory Maintenance screen
within the Host Module is identical to the Inventory Maintenance screen within
CRE/RPE.

For more information on adding or editing inventory, please refer to the F1 Help screen
under Inventory Control. You may also refer to the section on Inventory Maintenance
earlier in this manual.

Iltem Properties

For more information on Item Properties, please refer to the F1 Help Section under
Inventory Control.

Styles Matrix

Styles Matrix is a feature designed to be used when you have many variations of the
same item, usually with different dimensional attributes. For example, a particular style
of clothing may come in different sizes and colors. You may create a group to specify
the general style and then specify the dimensions of that style. Then you may easily track
the inventory of each variation through an on-screen grid.

This feature is geared more to retail than to hospitality, but can be used in any scenario.

For more information on setting up groups (also called styles), please refer to the F1 Help
Section under Inventory Control and then Styles Matrix.
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Host Module — Connecting Multiple Restaurants
Cooperation

CEX

Select|1001
Stores to| 1002 cleal
Madify 1003 Selection

The Corporate Cooperation features of the Host Module are
focused around your customers -- making it easy for them
to buy and encouraging them to buy again. If stock is not
available in one store, the cashier can see the stock levels
of your other stores with the click of a button. Your

cust can ace late bonus points and store credit at
one store and have access to it from all your stores.
Corporate Cooperation gives your stores useful
communication tools that will serve as a great tool in
helping you run your corporate business.

% Host Module
File

Cooperation
Host Functions

Cooperation

Customer
Maintenance

Loyalty

Loyalty Plans [

Thursday, Feb 9 2006 9:47 PM

The CRE/RPE customer base is globally shared throughout your entire operation. When
a customer is entered into a store’s register, it will be transmitted to the Host and then
back to all the remaining stores. This opens up the ability to share information such as
customer account info as well as company wide loyalty incentives and gift cards. For
example, a customer may be sold a gift card at one location and they may redeem the gift
card at another location. Since CRE/RPE has self contained gift card and loyalty
features built-in, you do not have to incur processing fees from an outside gift and loyalty
card processor

The three features located in the Cooperation Function are Customer Maintenance,
Loyalty Plans and Loyalty Incentives.
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Customer Maintenance

Customer. Maintenance

This Customer Al Customers  Print: Customer Labels
Keyboard

Customer # First Name Last Name E-mail Address
John Doe jdoe@youremail.com

General Info Extended Info| Account Info ShippinngiIIing‘ History| Notes | Properties|

Company Narne Prirnary Phone # Bonus Paints Achieved

pcAmerica 845-920-0800

Street Address Alternate Phone # Birthday

One Blue Hill Plaza

Street Address 2 City Application Date
2nd Floor Pearl River 11972006

State Zip Code County Card Swipe IDs
NY 10965 USA Pl
Discount Percentage  Discount Level

10.00% A v Loyalty Plan: NONE ‘

[ Charge At Cost [ Tax Exernpt

Search by Last Name

[ =
L I
Previous up

Next

O Select for
ument velce 4‘gelete
Last Search
Returned 1
cosemer _ 4‘&(“

The Customer Maintenance screen in the Host Module is identical the Customer
Maintenance screen within CRE/RPE. From the Host Module, you may view, add or edit
all customers in the entire operation. Any customer entered at any store will be
transmitted to the corporate database and accessible from within the Host Module’s
Cooperation function.

For more information on adding or editing customers, you may refer to the F1 Help
section under Customer Maintenance. A brief tutorial can be found earlier in this manual
in the Tracking Your Customers section.

Loyalty Plans and Loyalty Incentives

Loyalty Plans and Incentives go hand in hand where a Loyalty Plan is made up of
incentives. First, you would set up an incentive and then add the incentive to a plan. The
CRE/RPE Host Module allows you to add and edit these plans on a corporate wide scale.
An example of an incentive might be a free gift when a customer purchases a certain
amount from your business. Once the customer reaches a certain dollar amount, the
cashier will be prompted to add the free gift to the invoice. In this case, the free gift is
the incentive. The customer must be added to the Loyalty Plan in order to receive the
incentive. The Loyalty Plan and Loyalty Incentive screens are identical to the screens
from within CRE/RPE. Please refer to the F1 Help section on Customer Loyalty for
more information on creating an adding customers to these loyalty features.
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Help and Technical Support

Got a question? We’re here to help.

PC America offers a variety of technical services to help ease your transition, make you
comfortable with your new point of sale system and help you with any problems you may
have. Contact our sales department to purchase any of our service offerings.

Our Hourly Training service is a great way to learn your new point of sale system. A
trained engineer will spend a full hour with you on the phone (or over the internet) to
walk you through some of our features step by step. They can recommend which features
you should use for YOUR business or you can tell them what you’d like to learn. Many
business owners also purchase this service after owning the system for many months or
years in order to learn new features that they haven’t used yet.

A bundled technical support and upgrades package is a must-have for your business.
This service is purchased on an annual basis and includes not only your technical support
but also all the new versions of Restaurant Pro Express released in that year. On average
PC America releases four new versions, each packed with new features.

Need more coverage? PC America offers a 24-7 emergency support contract upgrade
which gives you the highest level of comfort that everything is 100% at your restaurant.

Are you too busy to program your menu? Our engineers can do it for you with our Menu
Programming Service. Send us a copy of your menu with a list of all your appetizers,
entrees, modifiers, drinks, prices, etc. and one of our engineers will input the entire menu
into the system for you.

Department Contact Info

Sales Department 1-800-PC-AMERICA (722-6374)
Or 845-920-0800
sales@pcamerica.com

Technical Support 845-920-0888
tech@pcamerica.com

Technical Support Screen names posnow, posnow2 or

(AOL Instant Messenger) posnow4

Thank you for choosing PC America.
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