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END USER AGREEMENT
Licensor
MENUSOFT SYSTEMS CORPORATION (“Licensor”) is in the business of developing and marketing computer

software products for microcomputers. Licensor is owner of all rights, title and interest to prior and current
versions of the software on media and related documentation (“the product™).

Licensing

We sell “licenses to use”; no ownership is transferred, implied, or granted to the purchaser. Digital Dining licenses
are for use of the original purchasers only (licensed to a specific corporation, restaurant name, and location) and
are nontransferable.

The license may not be given, sold, leased, or rented to any other person or business.
All licenses can only be used by the original purchaser at the specified location that the license is issued to.

Support

Menusoft is a software developer only. We do not manufacture or sell any hardware, nor do we provide any direct
support to end users. Our product is licensed through our dealer channel only. Our authorized dealers are solely
responsible for the installation of hardware and software. All training and support of Digital Dining and related
hardware and software is the sole responsibility of the dealer. In the event that the dealer you purchase Digital
Dining from is no longer in business or is no longer an authorized dealer of Digital Dining, Menusoft will make a
reasonable effort to assign a new dealer to provide direct support.

Registration/License Protection

Dealer, on behalf of its customer, shall register each copy of the product with Licensor. The registration will be
accomplished on forms prescribed by Licensor and provided in the sealed package. Dealer acknowledges that
neither the Licensor nor the Dealer will support in any way an unregistered copy of Licensor’s product. Provided
Dealer is not in default hereunder, Dealer may obtain updates from Licensor as they become available for
distribution.

Nothing herein is intended to, nor shall it be construed to, provide any right to Dealer or Dealer’s customer to
decompile, duplicate, or reproduce the product or any other documentation (including, but not limited to,
marketing materials) provided by Licensor. Any act inconsistent with full and complete protection of Licensor’s
copyright and common law rights in the product is expressly and strictly prohibited by this Agreement.

The parties hereto acknowledge that any decompilation, duplication, reproduction or other unauthorized use or
disclosure will cause irreparable harm to Licensor. Licensor shall be entitled to enforce both its legal and equitable
remedies to prevent such harm.

Dealer and its users (customers) shall fully cooperate with the Licensor in any copyright enforcement or related
action brought by Licensor and shall promptly notify Licensor of the presence of any unauthorized product.
Duties of Dealer/Training/Support

For all purposes hereunder, Dealer is an independent contractor. Nothing herein is intended to, nor shall it be
construed to, create a joint venture, partnership, or any employment relationship between Licensor and Dealer.
Dealer has no right or authority to assume or create any obligation in the name of or on behalf of Licensor.

Dealer is solely responsible for product support of its customers. It is in the best interest of both Licensor and
Dealer that the Dealer’s customers are satisfied with the level of product support and training provided by Dealer.
Dealer shall provide adequate training for both its customers as well as its support/sales staff.

It is the dealer’s responsibility to inform its customers of any software updates. It is in the best interest of all
parties; licensor, dealer, and customers that they be current on software versions.

Disclaimer of Warranties/Limitation on Damages

Menusoft Systems Corporation expressly disclaims any warranty for the software product. The software product
and any related documentation is provided as is without warranty of any kind, either express or implied, including,
without limitation, the implied warranties or merchantability, fitness for a particular purpose, or non-infringement.
The entire risk arising out of use or performance of the software product remains with the end user.

In no event shall Menusoft Systems Corporation be liable for any damages whatsoever (including, without
limitation, damages for loss of business profits, business interruption, loss of business information, or any other
pecuniary loss) arising out of the use of or inability to use this software product.
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Introduction

Introduction

Overview

In this section, we’ll inform you about Digital Dining, its Frequent Diner/Delivery
program, and the associated Frequent Diner/Delivery User’s Guide. We’ll also
describe a) how we’ve organized the rest of the Frequent Diner/Delivery User’s
Guide and b) how you can contact technical and sales support.

About Digital Dining

Digital Dining for Windows runs on the Microsoft Windows 95, 98, 2000, and NT
operating systems. Digital Dining for Windows is comprised of four programs:

Digital Dining Setup
Digital Dining Back Office
Digital Dining Point-of-Sale

v v v Vv

Digital Dining Frequent Diner/Delivery

The Digital Dining Frequent Diner/Delivery program is fully integrated with the
Digital Dining POS database.

The Digital Dining Documentation Set

Release 7.3.300 of Menusoft’s Digital Dining documentation set includes the
following publications.

Digital Dining Setup User’s Guide. Informs users how to set up and customize
Digital Dining.

Digital Dining Back Office User’s Guide. Informs the restaurant owner and
management staff on all back office or management features and functions.

Digital Dining
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Digital Dining POS User’s Guide. Informs end users about Digital Dining’s Point of
Sale features and functions.

Digital Dining Frequent Diner/Delivery User’s Guide. Informs end users about the
Frequent Diner/Delivery program and its features and functions.

Digital Dining Inventory User’s Guide. Informs end users about the Inventory
program within the Digital Dining product suite.

Digital Dining Labor Scheduling User’s Guide. Informs end users about the Labor
Scheduling program within the Digital Dining product suite.

Digital Dining Multistore User’s Guide. Informs end users about the Multistore
Office and Multistore Setup programs within the Digital Dining product suite.

About the Digital Dining Frequent Diner/Delivery

Program

The Digital Dining for Windows Frequent Diner/Delivery program is a
supplementary program that works with the Digital Dining Setup, Back Office, and
POS programs. You can use this program to provide a frequent diner reward service
to encourage repeat business. You can also use this program to help provide delivery
service to your customers more quickly and efficiently.

If you want to provide frequent diner service, you can use the Frequent
Diner/Delivery program to create frequent dining plans for your customers. A
frequent dining plan is a reward offered to your customers for their frequent
patronage of your restaurant. Using the Frequent Diner/Delivery program, you can
create one or more frequent dining plans in the Back Office and invite your
customers to join them. You can then reward enrolled customers with special
coupons or credit. While frequent dining plans encourage customers to patronize
your restaurant more frequently, they also afford you more flexible marketing
opportunities. By enrolling customers as frequent diners, you can collect special
personal information about individual customers (such as special interests or special
occasions), and then specialize your marketing efforts to customers with particular
interests.

If you want to provide new delivery service (or enhance your existing delivery
service), you can use the Frequent Diner/Deliver program to simplify the process of
receiving, processing, and delivering customer orders. The Frequent Diner/Delivery
program allows you to record customer information (such as telephone numbers and
street addresses) and to access it again quickly on future calls. You can also organize
your drivers more efficiently by creating delivery zones, predetermined delivery
areas which you can associate with customer records. By associating customer

2 o Digital Dining
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records with delivery zones, you can assign multiple orders from a single zone to a
single driver, thus minimizing their delivery time.

About the Digital Dining Frequent Diner/Delivery
User’s Guide

This document represents Release 7.3.300 of the Frequent Diner/Delivery User’s
Guide, which is the companion document to Release 7.3.300 of the Digital Dining
Frequent Diner/Delivery program. Furthermore, we have developed the Frequent
Diner/Delivery User’s Guide into distinct media: printed and online.

The documentation and online Help will describe how you can use the Frequent
Diner/Delivery program. We have provided both conceptual help (a description of
how we designed the program or a description of how an interface works) and
practical help (step-by-step instructions for completing most tasks). Within each
task, cross-references (in the hard-copy manual) and hypertext links (in the online
Help) will let you quickly access the associated reference information you might
need to complete each task.

When working within the Frequent Diner/Delivery program, you can access the
online help file through the Help menu. Within the help system, you can look for
answers with a table of contents, an index, or a find capability. Furthermore, we’ve
linked many of the topics with hypertext links (“jumps”), which make finding the
right information quicker and easier.

Document Organization

Each section in this manual builds on the concepts or procedures detailed in the
previous section(s). The description of the topics and procedures, therefore, become
more involved as you progress through the manual.

We divided the Frequent Diner/Delivery User’s Guide into the following sections:
» Digital Dining Basics

This section describes the main concepts, windows, and functions that you will
encounter in most Digital Dining programs.

» Frequent Diner Basics
This section describes the basic concepts of frequent diner service, as well as

how to use the Frequent Diner/Delivery program to provide effective frequent
diner service.

Digital Dining
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Setting Up a Frequent Dining Plan

This section describes the process of setting up a simple frequent diner service.

Delivery Basics

This section describes the basic concepts of delivery service, as well as how to
use the Frequent Diner/Delivery program to provide effective delivery service.

Setting Up a Delivery System
This section describes the process of setting up a simple delivery service.

Complaints

This section briefly describes how to use and set up customer complaints,
including the windows involved in creating and using the complaint functions.

Setup Menu

This section describes the various setup windows featured in the Setup menu,
including the POS Entries window.

Layouts Menu

This section describes the three layout maintenance windows featured in the
Layouts Menu, where you can create and maintain coupon layouts.

Frequent Dining Plans Menu

This section describes the windows and utilities featured in the Plans Menu,
where you can create and maintain frequent dining plans.

Customers Menu

This section describes the windows and utilities featured in the Customers
Menu, where you can create and maintain customer records.

Reports Menu

This section describes the various maintenance windows featured in the
Reports Menu, where you can create reports to analyze your sales and
customer information.

Setup and Back Office Features

This section describes how to coordinate your Setup and Back Office programs
with the Frequent Diner/Delivery program.

Frequent Diner at the POS

This section describes how to use the Frequent Diner/Delivery program at the
Point of Sale for frequent diner service.
Delivery at the POS

This section describes how to use the Frequent Diner/Delivery program at the
Point of Sale for delivery service.
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What’s New

For the most recent information about the latest additions to any of the Digital
Dining programs, click What’s New on the Help menu.

Technical Support

Your local dealer provides all technical support and sales support.

If you cannot access parts of the Digital Dining Frequent Diner/Delivery program,
check with your Digital Dining System Administrator (possibly a dealer or restaurant
employee). He or she can set or change the system access permissions to specific
Digital Dining programs. Please check with your System Administrator for any
questions regarding access permissions to the Frequent Diner/Delivery program.

Digital Dining Frequent Diner/Delivery User’s Guide ¢ 5
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Digital Dining Basics

Overview

This chapter describes the windows, functions, and features that are common to all of
the Digital Dining programs. In it, you will find detailed

» Descriptions of the different maintenance windows

» Procedures for drilling through a maintenance window
» Descriptions of filters
4

Descriptions of Find Windows

Maintenance Windows

Each maintenance window is designed to maintain records for specific areas for the
Digital Dining program(s). For example, the Inventory Item Maintenance window
maintains records about your inventory items. The Register Option Maintenance
window maintains records about the password levels for accessing register options.

Maintenance Window Commands

Every maintenance window contains a group of commands. The commands that you
can use depend on the type of maintenance window you are accessing, which can be
either a Set Up maintenance window or a User maintenance window. In the upper
right hand corner of each maintenance window, you can expect to see a pair of
buttons, which will be either Sort and List or Order and Filter. Most maintenance
windows will contain Find, Next, Prev, View, Add, Save, Reset, Delete, and
Exit, as shown below.

Digital Dining Frequent Diner/Delivery User’s Guide ¢ 7
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This maintenance window is generic; therefore, it does not include some commands
(for example, Filter, Print, Preview, Order, or Find) that you will find on other
maintenance windows.

Find

Click Find (or press ALT+F) to locate a specific item. Digital Dining opens the Find
window, from which you can select an item (for more information, see “Find
Windows” on page 13).

Next

Click Next (or press ALT+N) to activate the next item in the sequence. Digital
Dining will save any changes you make to the current item when you exit (unless
you click Reset and then click Exit). If you are using a filter, Digital Dining will
display only the database items that pass that filter.

Prev

Click Previous (or press ALT+P) to activate the previous item in the sequence.
Digital Dining will save any changes you make to the current item when you exit
(unless you click Reset and then click EXit). If you are using a filter, Digital Dining
will display only the database items that pass that filter.

View

Click View (or press ALT+V) to display the details of database items. You can view
records by scrolling through the database (click Next or Prev) or searching for a
specific item (click Find).

8 o Digital Dining
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Add

Click Add (or press ALT+A) to change to the Add mode. In this mode, you can add
and save new items by clicking Save or Exit.

Save

Click Save (or press ALT+S) to save any changes made to the current database item
and keep the active window or dialog box open.

Reset

Click Reset (or press ALT+R) to cancel any change(s) you have made to the current
item in the database. You can cancel the change(s) even if you have selected and
edited information on a different tab within the current window. You cannot cancel
changes once you have clicked Save or Exit.

Delete

Click Delete (or press ALT+D). A message box will ask: “Are you sure you want to
delete this?” Click Yes to delete the item or click No to cancel the delete operation.

Exit

Click Exit (or press ALT+X) to save changes and close the active window or dialog
box.

Sort

Click Sort (or press ALT+S) to open the Reorganize List window. From the
Reorganize List window, you can drag an item to change the order which the items
will appear in List reports.

List

Click List (or press ALT+L) to generate a report that lists the items in the database
that relate to the current window. For example, if you click List in the Inventory
Location Maintenance window, then Digital Dining will display a report that lists all
of the Inventory Locations.

Digital Dining
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Order

Click Order (or press ALT+O) to set the order that the cursor will move through the
current maintenance window. In the Edit Order window, you can

»
4

Save the new tabbing order for the current data-entry task only (click OK),

Save the changes to the tabbing order permanently (click Save) so that the new
tabbing order becomes the default tabbing order,

Return to the maintenance window without saving any changes (click Reset),
or

» Reset the tabbing order to the default (click Reset).

Digital Dining changes the tabbing order for the current maintenance window only.
You might want to set the tabbing order of a maintenance window when, for
example, you are creating a new inventory based on previous invoices, and the
invoices follow a different order than the maintenance window. Setting the tabbing
order can save you time.

Filter

Click Filter (or press ALT+L) to exclude unwanted database items from the
displayed sequence (for more information, see “Filters” on page 12).

Maintenance Window Tabs

Every maintenance window also contains at least two tabs (a Main tab and a Memo
tab). Each tab, in turn, contains a group of objects, such as boxes, lists, options,
check boxes, and so on. These objects allow you to create and organize how you
want a particular part of Digital Dining to work or look.

AMain | OMemo |

Box [ Check Box r
List I -

Popup Button [ 4

Popup Button |  H

Option e

On the Main tab in the illustration above, you might notice that the label “Popup
Button” appears twice, each time with a different control. However, if you click
either control, Digital Dining will perform the same operation: open a Find window.

10 « Digital Dining
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Types of Maintenance Windows

Digital Dining uses two types of maintenance windows: Set Up maintenance
windows and the User maintenance windows. A Set Up maintenance window is self
contained. That is, you do not need information from any other maintenance window
to complete this type of maintenance window. A User maintenance window, on the
other hand, is not self contained, and it requires that you use information from at
least one other (sometimes more) maintenance window, which can be either a Set Up
or User maintenance window.

Generally, a Set Up maintenance window only requires that you create an item
description and short description (as shown below).

S Set Up Maintenance E
[Eind | Neat | Prov | [iow | 894 | il ___Item Description
box
| =
_Short Description
Short Description | box
Save E Reset Delete Exit |

A User maintenance window, however, requires that you access (and insert)
information you have created with either another User maintenance window or a Set
Up maintenance window. When you select information from a list in Digital Dining,
you are almost always selecting information you have created in a different
maintenance window. If you cannot find the information you want in the list, you
can often drill through the window to open a different maintenance window to create
the information that you want. You can then select the new item from the list in the
original maintenance window.

Drilling Through

The drilling through feature is available to most Digital Dining programs. When you
drill through a maintenance window, another maintenance window appears. You
then create new information on this maintenance window, close it, and then choose
the newly created information from the list you just drilled through.

For example, let’s say you’re working with the Inventory program, and you have the
Inventory Item Maintenance window active. You can drill through the “Inventory
Type” label if you need to create a new inventory type for this inventory item.

Digital Dining
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[Find | Mow | - | [View | A |
Double-click the Item Code |1[|U1— Item Description |Amaretlo
Inventory Type label
to drill through to T e LT
@he Inventor)_f Type e e [Amaretto  Average Cast I
Maintenance window. | e 1 [Gawr =]  LestCost e,
You can then create | Foorder Period [Weekly 3]  YieldPercentage [ 10000
a new inventory type | Prefer Purchase Unit [Ger |  Swiege/PuchaseRatio [~ 700
an_d use it fo_r the | Stosage Umt |,_,|=,—j Usage / Storage Ratio [ w82
current inventory item. | Usage Unit W] Total Par
Key Item v Total Minimum 3.50

Inventory ltem Maintenance

Save Resel Delete

However, you cannot drill through all labels on all maintenance windows. Typically,
although not a rule, you can drill through the labels that have lists associated with
them.

Filters

Filters let you work more efficiently by limiting the number or type of records that
Digital Dining displays with the current maintenance window or for the current
report. For example, if you need to modify a group of records that belong to one
type, then you can exclude all the records that do not belong to that type.

You might use a filter, for example, when you are adding new menu items to an
existing menu. You can filter the existing menu items so that Digital Dining displays
only the correct sales or prep types of the existing menu items. Then, when you click
Add (to add the new menu item), Digital Dining will automatically bring up the next
available PLU number for the menu items matching that filter.

How does a Filter Work?

All filters work in essentially the same way: they allow you to limit what you view
and/or edit. The process is simple. You set the filter criteria, Digital Dining checks
every item based on the criteria you set, and then Digital Dining displays only those
items that meet the criteria you have set.

12 « Digital Dining
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Find Windows

Depending on the maintenance window you are working with, you have access to
Find windows. Find item windows allow you to find a records quickly so that you
can view or edit the record, which can save a lot of time and effort when you have a
large system.

Each Find window will identify what you will be finding (the example below shows
that you will find an Inventory Location), a box for you to type the name of the item
you’re looking for, and a list of items you can select from.

Pﬂ —— Jump totop of list

heloription
pud Fooa |
flterate Prep Area
Alterate Profit Cat
Cafeteria Price Levels
Charges

Check Status

Clear Holds

Corment Check
Complaint

Default Tip

Delivery Customer
IDiscounts

Display Check

End Holds

Exit

FD Customer

[Fire Holds

Freguent Dining App
Hold 1 Minute

Hold 2 Minute
Interrupt Check

Item Out List

Memo

(Modi fier

Conce e

| —— Scroll up one page

| | —— Highlight previous item

AL

—— Highlight next item

RAE.IK]

~—— 8croll down one page

“—— Jump to bottom of list

If you can click Find on the maintenance window, if the maintenance window has a

J, or if the maintenance window has a J, you can access one of the many Find
windows in Digital Dining.

Using Find Windows

Once you access a Find window, you have several options or methods for searching
the list of records in the window. You can use any of the tools that allow you to
scroll (for example, highlight the next item, scroll up one page, or jump to top list).
You can also begin typing text in the description box. The description box
coordinates with the list of records and selects the records depending on what and
how much you type. For example, if you type “s”, the first record (based on the
alphabet) that starts with “s” will be highlighted (let’s say it’s “salad”). If you type

Digital Dining
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“st”, salad is no longer highlighted; rather, the first record that starts with “st” is
highlighted (let’s say it’s “strip steak™). You can continue to type more letters until
you see the record you want or until the record is automatically selected.
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Frequent Diner Basics

Overview

Many restaurants earn the bulk of their profit from repeat business, rather than one-
time-only customers. If you earn most of your money from the customers who
patronize your restaurant regularly, you should take special care to please them. We
designed the Digital Dining Frequent Diner/Delivery program with this in mind, to
help you identify and reward your most valuable customers. Using this program, you
can create frequent dining plans to offer your regular customers special deals, such
as discounts, coupons, or other benefits. By rewarding them for their patronage, you
can encourage their continued business. Also, by creating a frequent diner customer
database, you can analyze customer information in various ways, recognize trends
among your customers, and customize your marketing efforts accordingly.

In this chapter, we will discuss the basic concepts behind a frequent diner service,
and how it can enhance your business. We will also discuss how you might set up
and use frequent dining plans. Before creating frequent dining plans in the system,
you must first make some decisions. You need a basic understanding of what kind of
plans you want and how you want to use them. By the end of this chapter, you
should be able to make those decisions.

Collecting Customer Information

In any frequent dining rewards service you must first collect customer information.
To use the Frequent Diner/Delivery program, you must ask your customers to give
you some personal information, such as their names, addresses, and telephone
numbers. You must then enter this information into a customer record, located in the
Frequent Diner/Delivery program. Once you have this information in your program,
you can examine and use it in creative ways. Early on, you should decide how best to
collect this information and when to enter it into your records.

Digital Dining Frequent Diner/Delivery User’s Guide e 15



Frequent Diner Basics

Printed Applications

Most managers prefer to use printed applications to collect customer information.
Invite customers to fill out an application, a printed form, which they can complete
and return at their leisure. Once you collect a batch of these applications, you can
enter them all into the Frequent Diner/Delivery program at a later time, in the back
office. You could print blank applications and place them on your tables or have
your servers offer them to customers with their checks.

Ideally, you should ask your customers to fill out and return an application on a
single visit, perhaps while they wait for their order. You could ask customers to fill
out applications at home and return them on a later visit, but this method is
unreliable. A patron who leaves with an application will probably never return it.

For a better response, you can instruct your servers to invite customers to apply for a
frequent diner account immediately after taking their order. When customers agree,
they can fill out the printed application while waiting for their food and return the
application as they pay. You have their information immediately. You can enter this
information later in the back office, and (if necessary) mail membership cards (or
any other pertinent information) to the customers.

You can encourage customers to join your frequent diner plans and collect their
information in many different ways. You must decide which method is most suited
to your needs. If you decide to collect printed applications from your customers, you
should also decide when to enter these applications into the database. Try to do this
on a regular basis, such as nightly or weekly. You probably don’t want customer
applications to sit idle any longer than absolutely necessary. The sooner you register
these customers as frequent diner members, the sooner they will return to enjoy their
benefits.

Point of Sale

You can, if you wish, create new customer files directly at the POS. By doing so,
you could create new customer files by entering some, but not all, of their customer
information. You could enter all of a new customer’s information at the POS, but
this process is time consuming and very impractical. A more feasible method might
be to add part of their information, perhaps no more than a customer ID number, and
then add the rest of the customer information later, in the Back Office. You can then
create a customer’s account immediately at the POS, give the customer a special ID
number or card, save your copy of the customer’s application, and then enter the rest
of the data at a more convenient time.

16 o Digital Dining
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Customer Ildentification

Once you create new frequent diner accounts, the customers must have some way of
identifying themselves as frequent diners in the future. Each new account must have
a unique identification number, and frequent diner customers typically use this
number to identify themselves at the POS. The system can automatically generate
this number, or the server can enter it manually. You can use some other number
unique to the customer, such as a telephone number, driver's license number, or
credit card number. This method is fairly quick, and the customer is not likely to lose
it.

Many restaurateurs prefer to give their frequent diner customers some form of
special identification card, which features their customer ID number. Customers can
then use this card to identify themselves at the POS. You can customize your
frequent diner ID cards to your particular needs, such as printing cards which feature
your restaurant logo. If you create more than one frequent dining plan, you might
find ID cards particularly convenient. You could print cards with different colors or
styles for each of your separate plans.

Furthermore, you can give your customers special “swipe cards,” frequent diner ID
cards that include a magnetic strip, like an ATM or credit card. Your staff can
“swipe” such a card at the POS to enter the customer’s ID number automatically.
You can purchase a batch of individually prenumbered cards and give them to your
frequent diner customers in the restaurant or by mail. (You can use the pre-printed
card numbers as the ID numbers for new customers.)

If you are interested in using frequent diner swipe cards, contact your
Digital Dining dealer for more information. Our dealers can supply you
with cards and the hardware necessary to use them.

Note

If you decide to issue ID cards to your frequent diner customers, mail them to your
customers promptly after you create their accounts. Or, if you plan to create new
accounts at the POS, keep a stack of cards available near the register.
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Customizing Your System

With some imagination, you can find which methods of data collection and entry
work best for your particular restaurant, or you can modify or customize these
methods to meet your needs.

Consider the following scenario. While taking an order, your server invites a
customer to join a Frequent Dining plan. The customer agrees and fills out an
application while waiting for the order (see the sample application below).

Menusoft Bar & Grill For Official Use Only
Frequent Dining Application Form ID Nurber:
First Name Last Name
Street Address Bulding Mame or Muraber
City State Zip Code
Phone Nurmber Fax Nuraber
Spedial Inieresis: Special Occasions:
(Pick six macdmom by ropnbering 1 -6) (hwchade Nanes & Dates accordingly)
Bowling League Birthdyy
Beer Aficionados Date
Cigar Aficionados £pouss's Birthday
Little League Name Date
Rotary Chib Son'a Birthday
Silwrer Sendors Name Date
Soccer League Daughter'a Birthday
Softhall Lesgue Name Date
Wine Micionados Wedding Anniversary

Date
I, , have read and agree to the terras of the

Prind Narne
Ienusoft Bar & Gnll Frequent Dining program.
Signahme

When the customer finishes, the server takes the application to the register, creates a
new frequent diner account but does not enter all of the customer's information. The
server uses a new swipe card to enter the customer's ID number, thereby associating
the card with the new customer record. The server then writes the card number on
the printed application and stores the application in some special location. The new
frequent diner customer earns points immediately for that order. Later, a member of
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your staff takes the application and edits the new customer file, entering the
remaining information. With such a system, the server gives the customer a new
frequent diner card immediately, rewards the customer with frequent diner points on
that first meal, and creates a new customer record without occupying the register for
a long time.

You have various ways to carry out these tasks, but only you can decide how best to
collect and enter this data into your system. After some thought and experimentation,
you can determine which features best serve your particular needs.

Using Customer Information

After acquiring some frequent diner customers and entering their information into
the database, you can put that information to good use. The Frequent Diner/Delivery
program includes numerous reports that allow you to examine customer and sales
data. These reports will help you to monitor important trends and market to specific
groups.

8 You can export any of the frequent diner reports to other word
§ processing or spreadsheet applications, such as Microsoft Word or Excel.

Monitoring Trends

Using the frequent diner reports, you can determine who your best customers are,
exactly how much they are spending, or how often they are visiting your restaurant.
You will always know what is happening with your most valued customers,
individually and generally.

You can divide your customers by demographic area (such as zip codes) or by their
interests. You can also assess the exact benefit of your assorted frequent dining
plans. If you have multiple frequent dining plans, you can determine how many
customers are enrolled in each of them and how much business they are earning you.
You can determine which plans are succeeding and which are not. You can also
assess how well they are succeeding, and which groups are most valuable to you. For
instance, if you are providing uniforms for the local softball league, you will want to
know how much business they are earning you and if the investment is really
worthwhile. The frequent diner reports minimize the guesswork in such decisions.

You can also track the sales of certain menu items and determine their popularity
with your frequent diner customer base. If certain items are not selling well with
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your frequent diners, they may not be worth carrying. If you are introducing new
menu items, these reports can let you know how your frequent diners are responding
to them. If your frequent diners respond positively, then you should probably
continue serving those items.

You can also monitor lost business and negative feedback with our reports. If any
long-time frequent diner customers suddenly stop patronizing your restaurant, you’ll
know it. Having their contact information readily available, you can call them and
ask if they were dissatisfied on their last visit, and if so, why. You might offer them a
coupon for a free item to encourage them to come back. You may impress many
patrons with such a show of personal concern, and they may consider returning.

The Frequent Diner/Delivery program also allows you to monitor specific
complaints by your frequent diner customers. You can examine which customers
have been complaining and what they’ve been complaining about. If you find any
recurring complaints among multiple customers, you’ll know that these issues
require prompt attention. And if any of your frequent diner customers are chronic
complainers, you can quickly recognize it and not waste too much time and effort
trying to please someone who is impossible to satisfy.

Creative Marketing

Along with the usual contact information, you can also store more specialized
customer information, such as personal special occasions or special interests. With
this information, you can tailor your marketing efforts to individual frequent diner
customers or groups of customers. The Frequent Diner/Delivery program allows you
to print mailing labels for specific groups of customers, simplifying your
promotional direct mail campaigns.

On your frequent diner application, you might include a list of special interests and
ask your applicants to select their favorites. You should associate these interests with
certain clubs or groups that you are marketing towards, such as a Football Club, an
Imported Beer Club, or a Chess Club. You can then use this valuable information for
selective promotions. You can send a mass mailing of special coupons to all of your
frequent diners with a shared interest. For example, you might send a promotional
coupon to attract football fans to your restaurant on the afternoon of a popular
televised game. You’ll know which customers will be most receptive to that
promotion, and which will not. Therefore, you will not waste resources sending mail
to uninterested customers.
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Rather than marketing to select customers enrolled in a single Frequent
Dining plan, you can also offer different plans to different groups. You
may wish to market to groups that do not qualify as “special interests.”
For instance, you can create a Frequent Dining plan offering some
general discount to senior citizens.

Note

Also on your frequent diner application, you might ask for the customer’s birthday,
children’s birthdays, spouse’s birthday, wedding anniversary, or any other significant
personal dates. You can use this information for special promotions as well, by
sending personalized greeting cards, complete with customized coupons for some
item (maybe a free birthday cake). At the end of each month, you can print a list of
all your frequent diner customers with upcoming birthdays and send a mass mailing
to them.

Rewards

Once you have a healthy number of frequent diner customers, you can begin using
their information. But to encourage customers to join your frequent dining plans, you
need to offer them some incentive. You must decide what rewards to give your
frequent diners.

You have two main types of rewards to offer your customers: credit and coupons. A
reward credit is a cash discount off of a purchase. Customers earn credit with each
visit, which they can redeem immediately at the POS or save for a later visit.

A reward coupon is a document given directly to the customer, which they can use
on a future visit. Unlike reward credit, customers must usually earn a certain number
of points over many visits before earning a coupon. Since reward coupons offer a
wider range of options than reward credit, they tend to be more popular among our
users.

You can always modify these rewards, however, to meet whatever special needs you
may have. For instance, you could use frequent dining plans for charitable
promotions. You could offer to donate some percentage of your profit from a plan to
a particular charity. The more money a frequent diner customer spends in your
restaurant, the more you will donate to this charity. To calculate this, you might
attach a donation amount per frequent diner point. At the end of a visit, you could
give your customers a status report displaying their total points accumulated and the
total of your donation.
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Coupons

You can use reward coupons in a wide variety of ways. You can offer a coupon for a
free menu item, a percentage discount off a single menu item, or a percentage
discount off a total order. You can even offer rebate coupons, which customers can
redeem for cash. We discourage this, however, since the general goal of frequent
diner rewards is to encourage customers to buy more items more frequently.

Discount coupons are a good tool to foster general repeat business, but free-menu-

item coupons might prove more useful to encourage customers to try certain menu

items that they have not previously tried. For example, if you promote a new menu
item, a coupon can give your frequent diner customers a free sample. If they like it,
they may order it again in the future.

There are two different types of frequent diner coupons, depending on when you
print and give them to customers: immediate coupons and batch coupons.

Immediate coupons print at the POS. You can set your system to print a reward
coupon immediately at the POS when the customer accumulates the required points.
The POS will print both a receipt and the reward coupon. The customer will then
have the printed coupon, which they can redeem on a future visit.

Batch coupons do not print at the POS. On regular intervals (nightly, weekly), you
can print a list of all the frequent diner customers who have accumulated their
required points. You can then use another application to print a batch of reward
coupons (or outsource the print job to a professional print shop) and send them to all
the appropriate customers in a mass mailing.
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Setting Up a Frequent Dining Plan

Overview

Before you begin setting up a frequent dining plan, we suggest that you read
“Frequent Diner Basics” so that you have a better understanding of the different
methods of using frequent dining plans.

In this chapter, we will discuss the basic steps of setting up a new frequent dining
plan:

»

4
»
4
4

creating a frequent dining plan

creating a reward coupon for the plan
setting the POS Entries window properly
creating a customer record

creating a check option and adding it to an appropriate register in the Digital
Dining Setup program

We will describe these steps in more detail in subsequent chapters. In this chapter,
you will walk through a simple tutorial. You will create a frequent dining plan for a
free salad and a simple reward coupon for the plan.

Opening the Frequent Diner/Delivery Program

As with most programs, you can open the Digital Dining programs from the Start
menu on the Taskbar. Once you open the Frequent Diner/Delivery program, you can
create and edit frequent dining plans and customer records.

To Open the Frequent Diner/Delivery Program

1
2

On the Taskbar, click Start and point to Programs.

Point to Digital Dining and then click Freq Diner & Delivery.
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3 Inthe Name box, type your Digital Dining access name.
4  Press the TAB key and then type your password.
5 Click OK.

Your System Administrator assigns passwords based upon your position
title. Access rights to the program are defined by position titles. For more
information, please refer to the Digital Dining Setup User’s Guide or
your System Administrator.

Note

Creating a Frequent Dining Plan

Your first step is to create the frequent dining plan itself. But before you can do that,
you must decide what kind of plan you want to create. What reward do you want to
offer, a credit or coupon? If it is a coupon, where will it print, at the Point of Sale
(POS) or in the Back Office? Will the coupon expire? If so, when? How will your
customers accumulate points? And what will the point level be?
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For our tutorial, you will create a simple plan that gives customers a coupon for a
free salad. You want the coupon to expire 30 days after it prints. You want this
coupon to print at the POS. Your customers will earn this coupon after visiting the
restaurant five times.

Before creating a plan, we will briefly examine the Frequent Dining Plan
Maintenance window.

% Frequent Dining Plan Maintenance !EE
i [ ot | Pev

IFlee Sandwich j |Free Sandwich

1-Main  |_2Profit Cnt_|=3Sales Type=|  45ales |  D-Memo

Short Description IF,ee San Rewad —
Free Sandwich
Ha il INn of Menu Items j

) Level 10
Print Mode Ilmmediale (POS) vl

Convert [1.0000
Coupon Hame IFlee Sandwich 'I

Amount  [10.00
Expiration Mode IN“ of Days 'I

Cost 200
New Plan I i vl
Free Sandwich Credit [~

Mumber of Days |15
Include Special Items [~

PLU Code Range [1ppp  To [9999 Adjust by Discounts [
Save Reset | Delete | Exit I

Piint [+

Accumulate list

The Frequent Diner/Delivery program operates on a point system. It gives a certain
number of points to a customer and then prints the coupon after a customer

accumulates a specified level of points. Customers can earn points in four different
ways, so you must decide which way customers can accumulate points for our plan.

You want your coupon to print on a customer’s fifth visit. To do this, you must set
the program to give a customer one point per visit, and then print the coupon after a
customer earns five points. To set the program to reward the customer one point per
visit, you must set the plan to accumulate points by “number of purchases” in the
Frequent Dining Plan Maintenance window.

Print Mode list

The Frequent Diner/Delivery program can print reward coupons either at the POS
(immediately after a customer earns one) or in batches in the Back Office (after
many customers have earned them).
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You want your coupon to print at the POS, immediately after a customer earns it. To
set the program to print coupons at the POS, you must set the print mode to
Immediate (POS).

Coupon Name list

If you want your plan to print a reward coupon for a customer, then you must select
the coupon that the program will print. You must create your reward coupons in the
Reward Coupon Maintenance window. After you create it, the coupon name will
appear in the Coupon Name list of the Frequent Dining Plan Maintenance
window.

You have not created a coupon for your plan yet. You will do this after you have
edited the rest of the plan. You can create a reward coupon before creating a frequent
dining plan, but many users prefer to create the plan first.

For now, you will just set the Coupon Name to Default. You will change it later,
after you create a new reward coupon for it.

Expiration Mode list

If you want a reward coupon to expire after a certain amount of time, you must select
an expiration mode. You can set a coupon to expire after a certain number of days
after the customer receives it or you can set it to expire on a specific date.

You want your coupon to expire 30 days after the customer earns it, so you will set
the Expiration Mode to Number of Days. You will specify how many days (30)
in the next step.

Number of Days box

After you set the Expiration Mode to Number of Days, you must specify the
number of days. You must do this in the Number of Days box of the Frequent
Dining Plan Maintenance window. Had you selected Expiration Date in the
Expiration Mode list, you would now need to specify the date in this box.

Reward Description box

You should include a brief description of the reward in the Reward Description
box. By doing so, you can use this description in a reward coupon layout later.
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Point Level box

In the Level box you must enter the number of points that a customer must earn to
receive the reward coupon. You want your customers to earn a coupon after five
visits, earning one point per visit. Therefore, you should set your plan’s Level to
645”.

Print and Credit check boxes

As we discussed earlier in “Frequent Diner Basics,” you can offer reward coupons or
reward credit with a frequent dining plan. If you offer a coupon with your plan, you
must select the Print check box within the Rewards area. If you are offering credit,
you must select the Credit check box within the Reward area.

Now that you have reviewed the options necessary for your tutorial, you can create a
new frequent dining plan.

To Create a Frequent Dining Plan

1  On the Plans menu, click Frequent Dining Plans.
2 Click Add.

3 In the ltem Description box, type “Free Salad,” then press the TAB key. The
first eight letters of this description will automatically appear in the Short
Description box.

4 Click No of Purchases in the Accumulate list, then click Immediate
(POS) in the Print Mode list.

5 Select No of Days in the Expiration Mode list, then type “30” in the
Number of Days box, and then select Default in the Coupon Name list.

6 Type “Free Salad” in the Reward Description box, then type “5” in the
Level box, and then select the Print check box in the Rewards area.

7 Click Save to save the change(s) and keep the current window open and active.

OR Click Exit to save the change(s) and close the current window.
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Creating a Reward Coupon

Now that you’ve created a frequent dining plan, you need to create a coupon to go
with it. When you were creating the plan, you associated the plan to the “Default”
coupon. Now you will create a new coupon expressly for our “Free Salad” plan. We
will do this in the Reward Coupon Maintenance window.

To Add a Reward Coupon
1 On the Layouts menu, click Reward Coupons.
Layout box
% Reward Coupon Maintenance
[ [P [ | 200
Free Salad - \ iFlee Salad
Short Description  [Free Sal 5 nm\ 1 2Header |  3Footer |
ADDR_1 - = {BOLD_ON}z{ RESTAVEANT NRAME}=Z{BOLD_OFF} -
ADDR_2 i@ {BOLD_ON}@{RESTRVRANT_ ADDR}E{BOLD_OFF}
ALLOW_ |2 {BOLD_ON}2{RESTAVEANT_ADDR}Z{BOLI_OFF}
BOLD— [2{BOLD_ON}Z{RESTAVEANT_ PHONE}Z{BOLD OFF}
CALC I {BOLD_ON}E{PROFIT_CENTER_DESC}Z{BOLD_OFF} G{DRTE} @
E‘EEF“T‘EE‘RAWEH IThis Cowpon is issued to:
oy BICUST_TITLE} @{FIRST NAME} @{LRAST_NAME}
COMPANY E{SHP_'BL]\N'K}E[CI]]IP]\NY}
Token list / COMPLAINT_AGE (Company Name: 2{COMDANY}E{SKIP END}
CURRENT
CUST TITLE ILast Purchase Date: E{LAST_PUECH DATE}
CUSTOM_ Last Check Number: @{LAST_CHECK_NO} B
CUSTOMER_PHOME o | .
CUTTER =l
Save Reset | Delete | Preview Exit |

2 Click the Body tab and then click Add.

3 Type “Free Salad” in the Item Description box, then press the TAB key. The

first eight letters of this description (“Free Sal”) will automatically appear in the
Short Description box.

4 Click Save to save the change(s) and keep the current window open and active.

OR Click Exit to save the change(s) and close the current window.

You have just created a new coupon for the “Free Salad” frequent dining plan.
Right now, this coupon looks exactly like the default coupon, and you can edit it

later. Right now, let’s preview what the coupon will look like when it prints for
the customer.
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To Preview a Reward Coupon

1
2

On the Layouts menu, click Reward Coupons.

Click Next or Prev to scroll through your reward coupons until you find Free
Salad.

OR In the Reward Coupon list, select Free Salad.
Click Preview.

When you have finished previewing the coupon, click OK to close the Reward
Coupon Preview window.

By opening the Reward Coupon Preview window, you can preview how the
coupon will look when it prints for a customer at the POS. You can also see if
you need to edit the coupon. You will not be editing the coupon in our tutorial.

Now that you’ve created the coupon for our frequent dining plan, you should
edit the plan to associate it with the new coupon.

To Associate a Reward Coupon with a Frequent Dining Plan

1
2

On the Plans menu, click Frequent Dining Plans.

Click Next or Prev until you find Free Salad.

OR In the Frequent Dining Plan list, select Free Salad.
In the Coupon Name list, click Free Salad.

Click Save to save the change(s) and keep the current window open and active.
OR Click Exit to save the change(s) and close the current window.

Now the Frequent Diner/Delivery program will print the “Free Salad” reward
coupon when a customer earns the required five points.
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Setting Up POS Entries for Frequent Diner

Now that you’ve created the plan and the reward coupon, you are almost ready to
start enrolling customers. However, before you actually start creating customer files,
you must check the POS Entries settings.

The POS Entries window helps you to control how the Frequent Diner/Delivery
program functions at the POS. Most of the POS Entries settings are optional, but a
few of them are required for frequent diner service. We will examine the vital
settings here.

The POS Entries window includes two required settings for frequent diner service.
The first is in the New Entries area. You must select one of the three Entry
options:

» Full Entry. If you select this option, the program will require you to enter all of
the forced entries when creating a new customer record. You must also
manually enter a new member ID at the POS.

» Quick Entry. If you select this option, the program will automatically generate
a member ID number at the POS. However, you must still manually enter a
member when creating customer records in the Back Office.

» None. If you select this option, you will not be able to create new customer
files at the POS. You will create new customer files exclusively in the Back
Office.

You will set the program for Quick Entry, which will allow you to create customer
records either at the POS or in the Back Office.

You must select the Frequent Diner check box in the Customer Search area.
This setting allows the program to conduct customer record searches properly at the
POS. The program cannot search the frequent diner customer records unless you
select this check box.

You should also review the Forced Entries area. If any of the check boxes in this
area are selected, then the program will require that information when you try to
enter new customer records. For this tutorial, you only want to select the Name box
so that you will only have to enter the first and last name of the customer.
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To Set the POS Entries Window for Frequent Diner.

1 On the Setup menu, click POS Entries.

2 Click the Main tab.
POS Entries ]

I” Print New Check
¥ Print Dispatch Chk

1-Main T 2-Misc T 3-New Entiy T O-Memo 1
- Customer Search ~ Phone Number Prompt -~ Order |
W Delivery Enter Default [~ Enter Driver ID
¥ Frequent Dining r mmfm  Button % Line
¥ E E M Use Zones
—Assignment ——————— ™ Exztension

~ Orders Report ——— i
|De|ive|_v Checks _vj
Late order min [1]

Reset

3 Inthe New Entries area, click Quick Entry.

4

In the Customer Search area, click the Frequent Dining check box.

In the Forced Entries area, click the Name check box. Clear any of the other

boxes in the Forced Entries area if they are selected.

Click Save to save the changes and keep the current window open and active.

OR Click Exit to save the change(s) and close the current window.

Creating Customer Records

You can now enroll new customers in your “Free Salad” frequent dining plan. You
can enter new customer information either at the POS or in the Back Office by way
of the Customer Record Maintenance window.
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To Add a Customer Record

1 On the Customers menu, click Customer Records.

% Customer Record Maintenance Bm
[(Eind [ Nowt | Prov ]
Customer uiua First Name |.I|:|hn Last Name |D|:|r—,-

1Main |2Purchased 3-Sales | 4interests [5-0ccasions 6:-Messages| 7-Misc | D-Memo
Company Name | Phone () - «x
Search Name Doe ik L -
Title “MCF Building
Card Number 1
FD Plan Free Salad st Js"eu
o e o City State ZIP Code
Tax Exempt I 1 ,_ | j

Save 1 Reset I Delete I

o a A~ W DN

Click Add.

Type a customer ID number in the Customer # box, then press the TAB key.

In the First Name box, type “John” and press the TAB key.

In the Last Name box, type “Doe” and press the TAB key.

In the FD Plan list, click Free Salad.

Click Save to save the change(s) and keep the current window open and active.

OR Click Exit to save the change(s) and close the current window.

You have just created a customer record for “John Doe” and enrolled him in the
“Free Salad” frequent dining plan.

Digital Dining Setup Requirements

You have successfully created a new frequent dining plan, created a new reward
coupon for the plan, and enrolled a new customer into the plan. But you still can’t
use the Frequent Diner/Delivery program at the POS. To do that, you must create a
Frequent Diner check option in the Digital Dining Setup program and then add that

check option to a window of check options.
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Frequent Diner Check Option

Like all Digital Dining check options, you must create the Frequent Diner check
option in the Check Option Maintenance window of the Digital Dining Setup
program (for more information on check options, see the Digital Dining Setup User’s
Guide).

To Open the Setup Program

1

a A~ O N

Note

On the Taskbar, click Start and point to Programs.
Point to Digital Dining and then click Setup.

In the Name box, type your Digital Dining access name.
Press the TAB key and then type your password.

Click OK.

Your System Administrator assigns passwords based upon your position
title. Access rights to the program are defined by position titles. For more
information, please refer to the Digital Dining Setup User’s Guide or
your System Administrator.
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To Add a Frequent Diner Check Option

1  On the Misc menu, click Check Options.
2 Click Add.

% Check Option Maintenance [ ]x] |
(gt [ o | View | Add | [ son | Lin |

|FD Customer _'_] EFD Customer

1-Main | 2image | OMemo |

Shoit Description |FD Custa Password Level 4] 0 ﬂ

Function 1 ICuslomel Search _i IMember Number ﬂ |No Abort Warning ﬂ
Funcion2 [None .|
Function 3 [None _i
Function 4 anne—
Funcion5 [None .|
Funcion6 [None .|
Funcion? [None .|
Funcion8 [None .|
Funcion® [None |

save | Reset | Delete |

Abort Warning list

Search Method list

3 In the ltem Description box, type “FD Customer” and then press the TAB
key. The first eight letters of this description will automatically appear in the
Short Description box.

In the Function 1 list, click .
In the Find Function window, click Customer Search, then click OK.

In the Search Method list, click Member Number.

N o g b

Click Save to save the change(s) and keep the current window open and active.

OR Click Exit to save the change(s) and close the current window.

You have just created a check option with a customer search function. Thanks to this
search function, when you (or your staff) use the Frequent Diner/Delivery program at
the POS, you can run a search for an existing customer file. By selecting Member
Number in the Search Method list, you have told the program to search for
customer member ID numbers when running a search. At the POS, you will enter a
customer’s member number, and the program will search for a record with that
member number. If the program cannot find the customer’s member number, it will
assume that the customer is new and will prompt you to create a new customer
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record. Had you selected a different search method (such as phone number), then you
would enter a customer’s phone number at the POS .

Frequent Diner Window of Check Options

Now that you have created a Frequent Diner check option, you must add it to a
window of check options. You can either add it to an existing window of check
options or create a new window of check options. For this tutorial, you will simply
add the Frequent Diner check option to an existing window of check options.

Most restaurants will have a primary window of check options, typically named
“Main.” In this tutorial, you will add the Frequent Diner check option to a “Main”
window of check options. You can use this procedure to add the Frequent Diner
check option to any existing window of check options in the Digital Dining Setup
program (for more information on editing windows of check options, see the Digital
Dining Setup User’s Guide).

To Add a Frequent Diner Check Option to a Window of
Check Options

1  On the Windows menu, click Check Option Window.

|2 Window of Check Oplions Moimenance—————————————— mEIE|
[Viow | 20d | |
J Main _‘J IMain
Window list 1-Main T 2-Bottom T D-Memo ]
Short Description IMain Check Options
;Eheck Status ‘J IAIleIale Prep Area _.! |FD Customer J
;Splil Item ‘J IAIleIale Profit Cnt _..i |Delivew Customer J
,iTax Exempt J IPlil:e Level 2 _..i |N|me J
CheCk Optlon A ;Pivul Order J IPlil:e Level 3 _.i |Nune J
lists [Memo -| [Display Check | [None il
;Delaull Tip J ISEIId at 1:.00 _.! |Nune J
;Ilem Dut List _.I ICumpIainl _.! |Nuna J
[split Tk | [Retund | [None i
Save Beset | Delete | E it

2 Inthe Window list, click Main.

3 Find a Check Option list set to None, and click J

4 In the Find Check Options window, click FD Customer and then click OK.
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5 Click Save to save the change(s) and keep the current window open and active.
OR Click Exit to save the change(s) and close the current window.

The POS will now display “Frequent Diner” as one of your check options.

Frequent Diner Customer
check option

Alterate
Erep Area

Tes—c”"i_‘fv L ALL

j ipalgy
m Oout
List

Modifier B Discounts Charges

You can now use the Frequent Diner/Delivery program to create and/or update

customer records at the POS (for more information, see “Frequent Diner at the POS”
on page 191).
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Delivery Basics

Overview

In addition to providing frequent diner rewards to your customers, you can also use
the Digital Dining Frequent Diner/Delivery program to provide prompt and efficient
delivery service to your customers. Whether your business is primarily delivery-
based (such as a pizza delivery service) or both dine-in and delivery, our program
can help you organize and operate your deliveries with a maximum of efficiency and
a minimum of confusion.

In essence, the Frequent Diner/Delivery program is a single tool that you can use in
two different ways. In spite of their obvious differences, both frequent diner and
delivery services have one critical feature in common: a customer database. Both
services require that you record individual customer information, but each service
uses that information for very different purposes. A frequent diner service uses this
information primarily for marketing, whereas a delivery service uses it to reduce
delivery time as much as possible. For either service, you use the same maintenance
windows to create your customer and setup records. However, these two services
function very differently at the Point of Sale.

While you can use the Frequent Diner/Delivery program for very different purposes,
the frequent diner and delivery services are not mutually exclusive. Since both of
them use the same database, you can use the Frequent Diner/Delivery program to
offer frequent diner service, delivery service, or both together.

In this chapter, we will discuss the basic concepts behind a delivery service. If you
already offer delivery service to your customers or are considering offering such a
service, this chapter will suggest how to make your service as efficient as possible.
We will also discuss the general process of setting up a delivery service, as well as
some of the different ways you might use it.
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Delivery Order Life Cycle

The “life cycle” of a delivery order usually follows a typical pattern:

» The order taker (or dispatcher) takes a customer’s call and records the order and,
if it is a new customer, the telephone number and address.

» The order taker sends the order to the cook.

» The order taker assigns the order (or a group of orders) to a driver (unless the
order taker is also the driver).

» The driver takes the order and address and makes the delivery.

» The driver returns and pays the register.

In a delivery business, the priority is speed and accuracy. Any tool that reduces the
time between taking the call and delivering the order is valuable. Digital Dining
reduces the necessary time at several phases of the delivery order cycle. We will
discuss these phases in order and suggest methods to speed your deliveries without
compromising your efficiency.

Take the Order

The cycle begins when a customer calls your restaurant and places an order. Your
dispatcher takes the customer’s order, telephone number, address, and any other
important information. Digital Dining offers several ways to quicken this process.

If this call is from a first-time customer, the dispatcher must enter this data into the
program, creating a new customer record. The dispatcher usually types this
information manually at the Point of Sale, but the Frequent Diner/Delivery program
can accelerate this task by assigning default area codes, phone exchanges, and/or
delivery zones. You can also associate cities, states, and zip codes to specific phone
exchanges.

If this customer calls again, the dispatcher will already have their telephone number
and address, and can perform a quick search based on the customer’s phone number.
The program will immediately display the customer’s record, which the dispatcher
can simply verify.

You might prefer to use an even quicker tool, a Caller ID unit. With a Caller ID unit,
you have the caller’s telephone number immediately. You can set your program to
take the telephone number directly from your Caller ID, saving the dispatcher the
time and effort of entering the data. The dispatcher can simply confirm that the
information is accurate.
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If a previous customer calls again, the program can run a search immediately when
your dispatcher takes the call. You will already have the contact information, as well
as the customer’s last order. If this particular customer tends to order the same items,
you can use the Reorder option to reorder the previous menu items automatically.

If you are interested in using Caller ID with Point of Sale, contact your
dealer for more information.

Note

The default and Caller ID features help reduce the time spent typing customer data
when you or your dispatcher take a call. The sooner you have this information, the
sooner you can have the order prepared and delivered.

Assign the Order to a Driver

After your cooks prepare an order, someone must deliver it. You have several ways
of streamlining this process. For one, you can divide the duties. You can have one
person working as a dispatcher, taking the calls, handling the POS, and assigning
orders to drivers. A dispatcher can then find multiple orders in the same general area,
and assign them to a single driver. This method is often more efficient than allowing
drivers to decide for themselves which orders they wish to take. Overzealous drivers
might choose to take orders that cover a wider area, requiring more driving time. A
dispatcher can prevent this.

You can also give the dispatcher the power to print checks only after assigning them
to a certain driver. You can set your register to print a prep ticket to the kitchen
immediately after the order is taken, but print the check only upon assignment. By
using such a system, the drivers cannot take an order that is not assigned to them by
the dispatcher.

Delivery Zones

Typically, the most time-consuming element of the delivery cycle is the actual
delivery of the order. You can diminish wasted delivery time by using delivery
zones.

A delivery zone is a geographic area, defined by you before using the program. A
driver can deliver multiple orders within a single delivery zone in a reasonable
amount of time. You must do some preliminary work to create and use delivery
zones, but by doing so, you can maximize your drivers’ efficiency.
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To define your delivery zones, take a map of the area surrounding your business.
Draw a rough circle designating the limits of your delivery service. Most businesses
define their limits by estimated drive time, rather than strict distance. For instance,
you might offer delivery service only to customers within an eight-minute driving
range. These limits will vary, of course, but most businesses limit their service to a
five-to-ten minute drive radius. You may need to send drivers to different locations,
timing their runs, to better decide the limits of your service.

After you draw the limits of your service area on your map, divide this circle into
maybe six or eight smaller zones. You can divide them by specific subdivisions,
neighborhoods, city blocks, or however is most effective for your needs. You should
also label these separate zones, by name or number. Once you define your zones and
label them on a map, you can enter them in the Frequent Diner/Delivery program.
You should probably display this map in your work area, where your drivers can
refer to it easily.

%
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Once you define your delivery zones and enter them into the program, you can
associate them with new customer files. When new customers call, you can record
their phone number and address, and then assign a delivery zone to them. In the
future, you will know exactly which zone they are in.

You can view a list of all the orders going to a single zone and assign those orders to
a single driver. Your drivers will no longer need to drive to different parts of town to
deliver multiple orders. If business is slower, with few orders assigned to any
individual zones, you can widen your scope. You can view a list of orders going to
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several adjacent zones (for example, Zones 2, 3, and 4) and assign all of those orders
to a single driver.

Pay the Register

When your drivers return from delivering their orders, they must eventually cash in
at the Point of Sale. If they have just delivered many orders, they may have many
checks to cash in, requiring a lot of time on the POS to do so.

You can speed this process by using the Pay Driver Run function. With the Pay
Driver Run function, the POS can tally a sum for a driver's orders. The driver can
then pay this single sum to the POS. This feature effectively combines a driver’s
multiple checks into a single check, while still storing information on the separate
checks. Drivers can now pay the POS for a batch of checks in a fraction of the time
required to pay for each check individually.

Furthermore, you could use the Pay Driver Run feature to total some, but not all, of a
driver’s checks. For instance, drivers can total all their orders paid by cash and
check, pay that single total, and then individually pay all their credit card orders. If
you require your drivers to pay their checks or credit card orders separately, they can
pay their cash orders at once. They can select from a list of their orders which to total
and which to exclude.
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Setting Up a Delivery Service

Overview

Before you begin setting up a delivery service, we suggest that you read “Delivery
Basics” so that you have a better understanding of the different methods of using the
delivery service.

You can modify the POS to use the Delivery service in one of two general ways.
You can modify an existing quick service register to include a delivery check option,
allowing you to designate some—but not all—of your orders as delivery. Or you can
create a delivery register definition, which uses the Delivery register type, to
designate all of your orders as delivery.

In this chapter, we discuss the basic steps of adding a delivery check option to an
existing quick service register. This process includes the following tasks:

» setting the POS Entries window properly

» creating a delivery check option and adding it to an appropriate window of
check options

» adding delivery register options to a window of register options
» creating a delivery staff department

» assigning a staff member to a delivery staff department

We will describe these steps in more detail in subsequent chapters. In this chapter,
you will walk through a simple tutorial and set up a delivery service.

We will not describe the elaborate process of creating a delivery-only register
definition here. If you wish to add a delivery-only register definition to your POS,
you should either consult your dealer (who probably created your restaurant’s
existing register definitions) or review the Digital Dining Setup User’s Guide (which
describes how to set up register definitions in more detail).
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Opening the Frequent Diner/Delivery Program

As with most programs, you can open the Digital Dining programs from the Start
menu on the Taskbar. Once you open the Frequent Diner/Delivery program, you can
set up a delivery system to create and edit customer records.

To Open the Frequent Diner/Delivery Program

1 On the Taskbar, click Start and point to Programs.

2 Point to Digital Dining and then click Freq Diner & Delivery.
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3 In the Name box, type your Digital Dining access name.
4  Press the TAB key and then type your password.

5 Click OK.
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Your System Administrator assigns passwords based upon your position
title. Access rights to the program are defined by position titles. For more
information, please refer to the Digital Dining Setup User’s Guide or
your System Administrator.

Note

Setting Up POS Entries for Delivery

The first step in creating a delivery service is to set the POS Entries window
properly. The POS Entries window helps you to control how the Frequent
Diner/Delivery program functions at the Point of Sale (POS). Most of the POS
Entries settings are optional, but a few of them are required for the Frequent
Diner/Delivery program to function properly.

The POS Entries window includes two required settings for a delivery service. The
first is in the New Entries area. You must select one of the three Entry options:

» Full Entry. If you select this option, the program will require you to enter all of
the forced entries when creating a new customer record. You must also
manually enter a new member ID at the POS.

» Quick Entry. If you select this option, the program will automatically generate
a member ID number at the POS.

» None. If you select this option, you will not be able to create new customer
records at the POS. (This option applies chiefly to frequent diner service, and
you should not use it for delivery.)

While you have the option to create customer records either at the POS or the Back
Office, delivery service requires that you create and maintain most of your delivery
customer records directly at the POS. For this tutorial, you will set the program for
Quick Entry.

You must also select the Delivery check box in the Customer Search area. This
setting allows the program to conduct customer record searches properly at the POS.
The program cannot search the delivery customer records unless you select this
check box.

You should also review the Forced Entries area. If any of the check boxes in this
area are selected, then the program will require that information when you try to
enter new customer records. For this tutorial, you should select the Name, Street
Address, and Phone Number boxes, since this information is indispensable for
most delivery orders.
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To Set the POS Entries Window for Delivery

1  On the Setup menu, click POS Entries.

2 Click the Main tab.
POS Entiies ]

1Main | ZMisc

| 3MewEnuy | gHemo |

¥ Delivery
™ Frequent Dining

- Customer Search——— -

—Assignment ——————
I” Print New Check
™ Print Dispatch Chk

Enter Default | [ Enter Driver ID
r Aleal:mkE " Button * Line
~ E E ¥ Use Zones
[~ Estension
— Diders Report
|De|iveul Checks _:J
Late order min ]—l]

Reset

3 Inthe New Entries area, click Quick Entry.

4

In the Customer Search area, click the Delivery check box.

In the Forced Entries area, click the Name check box. Clear any of the other

boxes in the Forced Entries area if they are selected.

Click Save to save the changes and keep the current window open and active.

OR Click Exit to save the change(s) and close the current window.

Digital Dining Setup Requirements

Now that you have set up the POS Entries window for delivery service, you must
modify the Digital Dining Setup program to use the delivery service at the POS. To
do that, you must first create a Delivery check option in the Digital Dining Setup
program and then add that check option to your main window of check options. You
must also add two Delivery register options to your main window of register options.
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Delivery Check Option

Like all Digital Dining check options, you must create the Delivery check option in
the Check Option Maintenance window of the Digital Dining Setup program (for
more information on check options, see the Digital Dining Setup User’s Guide).

To Open the Setup Program

1

a A~ O N

Note

On the Taskbar, click Start and point to Programs.
Point to Digital Dining and then click Setup.

In the Name box, type your Digital Dining access name.
Press the TAB key and then type your password.

Click OK.

Your System Administrator assigns passwords based upon your position
title. Access rights to the program are defined by position titles. For more
information, please refer to the Digital Dining Setup User’s Guide or
your System Administrator.
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To Add a Delivery Check Option

1

On the Windows menu, point to the Check Options Maintenance
submenu, then click Check Option Definition.

2 Click Add.

Search Method list

N o g b

Abort Wamning list o BTG TR

&% Check Option Maintenance

n [ 801 [sou [ i |

IDeﬁvely Customer _'J !DEliVEry Customer

Shoit Description | Delivery Password Level 4| 0 ﬂ

Function 1 ICuslomer Search _i IPhnne Number ﬂ |Nn Abort Warning ﬂ
Funcion2 [None .|
Function 3 |[None _i
Function 4 anne—
Funcion5 [None .|
Funcion6 [None .|
Funcion? [None .|
Funcion8 [None .|
Funcion® [None |

Save | Reset | Delete |

In the Item Description box, type “Delivery Customer” and then press the
TAB key. The first eight letters of this description will automatically appear in
the Short Description box.

In the Function 1 list, click .
In the Find Function window, click Customer Search, then click OK.
In the Search Method list, click Phone Number.

Click Save to save the change(s) and keep the current window open and active.
OR Click Exit to save the change(s) and close the current window.

You have just created a check option with a customer search function. Thanks to
this search function, when you (or your staff) use the Frequent Diner/Delivery
program at the POS, you can run a search for an existing customer file. By
selecting Phone Number in the Search Method list, you have told the
program to search for a telephone number when running a search. At the POS,
you will enter a customer’s telephone number, and the program will search for a
record with that phone number. If you enter the customer’s phone number and
the program cannot find it, the program will assume the customer is new and
will prompt you to create a new customer record. Had you selected a different
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search method (such as search name), then you would enter a customer’s search
name at the POS.

Delivery Window of Check Options

Now that you have created a Delivery check option, you must add it to a window of
check options. You can either add it to an existing window of check options or create
a new window of check options. For this tutorial, you will add the Delivery check
option to a new window of check options.

Most restaurants will have a primary window of check options, typically named
“Main.” In this tutorial, you will add the Delivery check option to a “Main” window
of check options. You can use this procedure to add the Delivery check option to any
existing window of check options in the Digital Dining Setup program (for more
information on editing windows of check options, see the Digital Dining Setup
User’s Guide).

To Add a Delivery Check Option to a Window of Check
Options

1  On the Windows menu, point to the Check Options Maintenance
submenu, then click Check Option Window.

|2 Window of Check Oplions Moimenance—————————————— mEIE|
[Viow | 20d | |
J Main _‘J IMain
Window list 1Man | 2Botom ]| OMemo |
Short Description IMain Check Options
;Eheck Status ‘J IAIleIale Prep Area _.! |FD Customer J
;Splil Item ‘J IAIleIale Profit Cnt _..i |Delivew Customer J
,iTax Exempt J IPlil:e Level 2 _..i |N|me J
CheCk Optlon A ;Pivul Order J IPlil:e Level 3 _.i |Nune J
lists [Memo -| [Display Check | [None il
;Delaull Tip J ISEIId at 1:.00 _.! |Nune J
;Ilem Dut List _.I ICumpIainl _.! |Nuna J
[split Tk | [Retund | [None i
Save Beset | Delete | E it I

2 Inthe Window list, click Main.

3 Find a Check Option list set to None, and click J
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4  In the Find Check Options window, click Delivery Customer and then click
OK.

5 Click Save to save the change(s) and keep the current window open and active.
OR Click Exit to save the change(s) and close the current window.
The POS will now display “Delivery Customer” as one of your Check Options.

Delivery Customer
check option

Description Price Qty PN S Alterate A Frequent

Prep Area Lo Diner

Check Status

Delivery.
Customer

Split Item

Price Level

Profit Cnt
Tax Exempt 5

Pri evel

Display
Check
Send At 1:00

Split Ck Pefund

Pivot Order

Default Tip

Item Oout
List

Modifier ® Discounts 8 cCharges

Delivery Window of Register Options

You also need to create a new window of register options devoted to your delivery
service. Unlike the Frequent Diner program, Delivery includes many special register
options. Of the various Delivery-specific register options, we will discuss the two
that are indispensable to any delivery service: Driver Select and Pay Driver Run.
The Driver Select register option allows a server or dispatcher to assign an order to
a driver. The Pay Driver Run register option allows returning drivers to pay their
check(s) quickly at the POS (for more information, see “Pay Driver Run” on page
187).
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In this tutorial, we will add the required Delivery register options to an existing
window of register options. You could also create a new window of register options.
If your restaurant is not primarily delivery-oriented and you have a dine-in area, you
might wish to create a register devoted to your dine-in business and another devoted
to delivery. However, most restaurants use a main register, and will add Delivery
register options to a main window of general register options.

To Add a Delivery Window of Register Options

1  On the Windows menu, point to the Register Options Maintenance
submenu, then click Register Option Window.

2 Click View, and select your main window of register options.

% Window of Register Options Maintenance !EE

Neat View | Add | [ Sort | List |
IDElaull Functions :J |DEfﬂu|l Functions

{Main | OMemo |

Short Description [Default Register Options
lTlansfer Check FII]lJ |Enler Paid Duts _.l Iwhu Is Clocked ln':d
!Display Table Slalu.J |Enler Server Diop _.’ IChange Check Dean
ICIuck Dut J |Free Table Number _.’ IChange Item Out LiJ
]Currenl Register SE.J |Juin Table/Tab _l |Change Prep PliMBJ
]Pa,v Table Checks J |T|aining Mode _’ |Change Printer J
ISlafl Card Function.J |Pl'l1l Selected Cheu_.l |Change Receipt Ded

ISEIVGI Bank J |Reopen a Check _’ |Change Register PIJ
Iane Orders J |Etil Station Tables _l |Futule Orders J
Save ! Reset Delete Exit

3 Find a Register Option list set to None, and click J

4 In the Find Register Options window, click Driver Select and then click OK.

5 Find another Register Option list set to None, and click J

6 In the Find Register Options window, click Pay Driver Run and then click
OK.

7 Click Save to save the change(s) and keep the current window open and active.
OR Click Exit to save the change(s) and close the current window.

You have now added both the Driver Select and Pay Driver Run register
options to your main window of register options. When you access this window
of register options at the POS, the Driver Select and Pay Driver Run buttons
will appear.
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Delivery
register options

Register Option List AlL Who Is s E Lk
- Assigned Clocked In? L o Repox:
Pay Driver Staff Card Delivery Set
Run Functions Late Time
Change Driver Display Table
Assignment Status
Driver Change Check
Select Details
Driver Print Selected
Single Checks
J J
Enter Paid ::!_'Et“t
gister
Uiz Settings
Clock Out Change Item
Dut List
Enter Server
Dxrop

Digital Dining Back Office Requirements

To use the delivery service at the POS, you must also modify the Digital Dining
Back Office program. You must create a staff department for your drivers, and you
must assign one or more members of your staff to that department.

Staff Department Maintenance

You have two ways of creating a driver staff department. You can create a new staff
department and designate it as a driver department, or you can modify an existing
staff department and designate it as a driver department. For this tutorial, you will
simply create a new staff department. You can modify any of your other staff
departments later, if you wish (for more information on staff departments, see the
Digital Dining Back Office User’s Guide).

The Staff Department Maintenance window of the Digital Dining Back Office
program features a Driver Department check box. Using this check box, you can
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designate any staff department as a driver department. If your restaurant is primarily
a delivery service (such as a pizza delivery service), you will probably want to create
a driver department and a dispatcher (or order-taker) department. However, if your
restaurant offers delivery as a sideline service, you may wish to designate other non-
delivery staff departments as driver departments. By doing so, you can assign
delivery orders to staff members whose duties are not primarily delivering orders.

To Open the Back Office Program

1

a A~ WO DN

Note

On the Taskbar, click Start and point to Programs.
Point to Digital Dining and then click Office.

In the Name box, type your Digital Dining access name.
Press the TAB key and then type your password.

Click OK.

Your System Administrator assigns passwords based upon your position
title. Access rights to the program are defined by position titles. For more
information, please refer to the Digital Dining Setup User’s Guide or
your System Administrator.
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To Add a Delivery Staff Department

1 On the Staff menu, point to Staff Setup, then click Staff Departments.

2  Click Add.

M. Staff Department Maintenance
s [ [
IBallendel j IEartender

1-Main Tg—Day PaltsT 3-Breaks T 4-lmage TQ—Passwolq’ O-Memo ]
Short Description Delivery (Pl et isfioes
Regular lBSI]—
Department Group lm Overtime IW
Register Timer Driver Timer 'I (o =1 0.00
Meal Dizcount <None>» vl Driver Department i
Declare Cash Tips v
Meal Qualification ll]_ minutes worked Exclude Paproll Export [
Save | Reset | Delete I

3 In the Iltem Description box, type “Delivery Driver” and then press the TAB
key. The first eight letters of this description will automatically appear in the

Short Description box.

4  Click the Driver Department check box.

5 Click Save to save the change(s) and keep the current window open and active.

OR Click Exit to save the change(s) and close the current window.

Staff Member Maintenance

You have just created a new staff department devoted to delivery drivers. Now you
can assign staff members to this department. To do so, you must access the Staff
Member Maintenance window in the Digital Dining Back Office program and assign
staff members to any department which you have designated as a “Driver
Department.” In this tutorial, you will create a new staff member and assign him to
the “Delivery Driver” staff department that you have just created (for more
information, see the Digital Dining Back Office User’s Manual).

To Assign Staff Members as Delivery Drivers

1  On the Staff menu, click Staff Members.
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2 Select an existing staff member from the Staff Member list.

3 Click the Dept tab.

End | Newt | Prev | (e | 4 | [Brder | Pt
Staff ID |E First Name |-John Last Name |Doe
( & i) T S-Message T D-Memo
3Parall | tAval | 5-Dept
Cancel | Vacation Rate 0.00

Rating Level Reqular | Overtime +
Trial Pesiod 8/20/02 B.50 375

Next Review jNot Entered E :I

Save

In any of the Department ID lists, click Delivery Driver.

Click Save to save the change(s) and keep the current window open and active.
OR Click Exit to save the change(s) and close the current window.

You have just assigned one of your staff members to the “Delivery Driver” staff
department. Now, at the POS, when you or your dispatcher access a list of
available drivers, this staff member’s name will appear on the list.
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Complaints

Overview

The Frequent Diner/Delivery program includes a series of windows that allow you to
record and track customer complaints, as well as offer compensation to dissatisfied
customers. You can use these complaint functions with either frequent diner or
delivery service.

The Frequent Diner/Delivery program includes three complaint windows, each of
them featured in a different menu:

» Complaint Reason Maintenance window (featured in the Setup menu)
» Complaint Coupon Maintenance window (featured in the Layouts menu)

» Complaints Reports Maintenance window (featured in the Reports menu)

We will briefly discuss how the different complaint windows relate to one another,
and what modifications you must make to the Digital Dining Setup program to use
complaints at the Point of Sale (POS). We discuss each of these windows in more
detail in the chapters devoted to their respective menus.

How Complaints Work

The relationship between the complaint windows is fairly simple. You can create
several general complaint reasons, such as “overcooked food” or “poor service,” in
the Complaint Reason Maintenance window. You can then create a complaint
coupon for each of your complaint reasons in the Complaint Coupon Maintenance
window. You can associate one or more complaint reasons to a single complaint
coupon. You can then create a new check option (featuring the “Customer
Complaint” function) in the Digital Dining Setup program, enabling you and your
staff to access the complaint reasons from the POS.

At the POS, if a customer has a complaint, the server can select the check option
containing the “Customer Complaint” function to access a list of all your complaint
reasons. The server can then select the appropriate complaint reason, and the POS
will print its associated complaint coupon for the customer.
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You can use the complaint features with either frequent diner or delivery service, but
you can only record complaints and generate complaint coupons for frequent diner
and/or delivery customers (that is, customers who have records in your data files).
You can review any customer’s complaint history in the Customer Record
Maintenance window. You can also generate complaint reports that allow you to
analyze your complaint information in a variety of ways.

Complaint Reasons

A complaint reason is any reason for customer dissatisfaction. You can create a
record for each complaint reason that you want to add to the POS. These files should
represent general complaints that are relatively common, such as “overcooked food”
or “poor service.” Once you create a complaint reason, you can then create a coupon
customized to that specific complaint reason. You can also collect information in a
complaints reports regarding this complaint reason and the customers making the
complaint. You can create complaint reasons in the Complaint Reason Maintenance
window, featured in the Setup menu (for more information, see “Complaint Reason
Maintenance” on page 64).

Complaint Coupons

A complaint coupon is a reward given to a customer as compensation for a
complaint. The Complaint Coupon Maintenance window allows you to create
layouts for complaint coupons, which you can then associate with a particular
complaint reason. If a customer ever makes a complaint that matches one of your
complaint reasons, the server can select that complaint reason and the program will
automatically print the appropriate complaint coupon.

For instance, if you create a complaint reason for “overcooked food,” you could then
create a complaint coupon and include a specific apology for overcooked food.
Later, if a customer makes this complaint, the staff member handling the order can
tap the “overcooked food” complaint button at the POS, and the program will print
the “overcooked food” complaint coupon. You can create complaint coupons in the
Complaint Coupon Maintenance window, featured in the Layouts menu (for more
information, see “Complaint Coupon Maintenance” on page 83).

Complaints Reports

Once you have created and used complaints at the POS, you can create a series of
complaint reports to help analyze your customer complaint information. Using these
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reports, you can create detailed lists of complaints to determine if certain complaints
are more common than other complaints, or if particular customers are complaining
more than other customers. You can also create a list of customers who have made
complaints, along with their contact information. These reports can help you pinpoint
possible problems, as well as help you decide which complaints are valid and which
are not.

You can preview or print complaint reports in the Complaints Reports window, and
you can define new complaints reports in the Complaints Report Maintenance
window, featured in the Reports menu (for more information, see “Complaints
Report Maintenance” on page 132).

Digital Dining Setup Requirements

Just like the other check option functions of the Frequent Diner/Delivery program,
you must modify the Digital Dining Setup program in order to use the Customer
Complaint check option function at the POS. You must create a “Complaints” check
option with the Customer Complaint check option function, and then add that check
option to a register definition. You and your staff can then record customer
complaints and print complaint coupons as compensation.

Customer Complaint Check Option Function

To use the Customer Complaint check option function at the POS, you must create a
“Complaints” check option in the Digital Dining Setup program. In the Setup
program, open the Check Option Maintenance window of the Digital Dining Setup

program. Click Add to create a new check option, and then click J in any of the
Function boxes to open the Find Function window. In this window, select
Customer Complaint and click OK. Then click Save to save the check option
(for more information on check options, see “Check Options and Check Option
Functions” in the Digital Dining Setup User’s Guide).

Window of Check Options

Once you have created a “Complaint” check option, you can add it to a window of
check options. You can either add it to an existing window of check options or create
a new window of check options. In the Setup program, open the Window of Check
Option Maintenance window of the Digital Dining Setup program. Select the
window of check options to which you wish to add the complaint check option. Find

an available Check Option box and click J to open the Find Check Options
window. In this window, select the “Complaints” check option that you created in
the Check Options Maintenance window and then click OK. Then click Save to
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save the window of check options (for more information, see “Window of Check
Options” in the Digital Dining Setup User’s Guide).

When you or your staff open the Check Options screen in the POS, the “Complaints”
check option will display as one of the available check options. Most restaurants will
have a primary window of check options, typically named “Main.” You can add a
complaints check option to a “Main” window of check options or any other
appropriate window of check options in the Digital Dining Setup program.
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Setup Menu

Overview

The Setup menu contains several maintenance windows which allow you to create
files that you can then associate with customer files. Some of these maintenance
windows are specific to either frequent diner or delivery service, while some of them
are used by both.

The Frequent Diner/Delivery program includes six different maintenance windows:
Special Occasion Maintenance (Frequent Diner only)

Special Interest Maintenance (Frequent Diner only)

Complaint Reason Maintenance (both)

Phone Exchange Maintenance (both)

Delivery Zone Maintenance (Delivery only)

ZIP Code Maintenance (both)

v Vv Vv Vv Vv Vv

The Setup menu also includes the POS Entries window, which can help you control
how your staff enters customer information at the POS. The POS Entries also allows
you to modify how delivery orders display at the POS. In this chapter, we will
discuss each of these windows in detail.

Special Occasion Maintenance

A special occasion is a personal day of celebration, such as a birthday or an
anniversary. The Special Occasion Maintenance window allows you to create a list
of special occasions, which will appear in the Customer Record Maintenance
window. You can create a general special occasion (such as “Birthday”), which you
can then associate with multiple customers. The Customer Record Maintenance
window can also store specific customer information (such as a precise date) with a
general occasion. For example, you can create a special occasion called “Birthday”
in the Special Occasion Maintenance window, apply it to several new customer
records, and then record their individual birth dates.
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Special Occasion Maintenance Window: Main Tab

Using the Main tab of the Special Occasion Maintenance window, you can create up
to 50 special occasions (including “None””). When you enter a special occasion name
in the Item Desc box, the system captures the first eight characters of the

description (including spaces) and displays these characters in the Short Desc box.

. Special Dccasion Maintenance !Eﬁ
‘ MNext I Prey I | View ‘ Add I | Sont I List I

IWedding Anniversary j IWedding Anniversary

Shoit Desc ‘Wedding
Dccasion Label Spouse's Name

Save | Reset | Delete I

You can also enter a label for a special occasion in the Occasion Label box. Later,
this label will display when you select this occasion from the Special Occasions
list in the Occasions tab of the Customer Record Maintenance window. This label
should specify additional data unique to the customer. For instance, if the special
occasion is “Wedding Anniversary,” you might enter an occasion label such as
“Spouse’s Name.” Then, when you select “Wedding Anniversary” from the Special
Occasion list, “Spouse’s Name” will display beside the Name box.
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Special Occasion Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Special Interest Maintenance

A special interest is a social club or organization that you can target for special
promotions, such as a Little League team, a Bowling Club, or a local Elk’s Club.
Using the Special Interest Maintenance window, you can create a list of special
interests which will appear in the Customer Record Maintenance window. Using the
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Special Interest Maintenance window, you can associate new customer files to
specific groups. You could then print a list of all your frequent diner customers
associated with that group. With such information, you might wish to mail special
promotional material to these specific customers or offer them specialized frequent
dining plans.

Special Interest Maintenance Window: Main Tab

Using the Main tab of the Special Interest Maintenance window, you can create up
to 24 special interests (including “None’”). When you enter a special interest name in
the Item Desc box, the system captures the first eight characters of the description
(including spaces) and displays these characters in the Short Desc box.

{
M Special Interest Maintenance | _ ] ]

‘ Hext I Prev I | View I Add I ‘ Soit I List I

IBowIing Team ﬂ EBleing Team

Short Desc IB owling

Save | Reset Exit

Special Interest Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Complaint Reason Maintenance

A complaint reason is any reason for customer dissatisfaction. You can create
multiple complaint reasons in the Complaint Reason Maintenance window. Each
complaint reason should represent a general complaint, such as “overcooked food”
or “poor service.”
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Complaint Reason Maintenance Window: Main Tab

Using the Main tab of the Complaint Reason Maintenance window, you can create
up to 24 complaint reasons. When you enter a complaint reason name in the ltem
Description box, the system captures the first eight characters of the description
(including spaces) and displays these characters in the Token Name box.

You can also associate your complaint reasons with specific complaint coupons by
selecting an appropriate complaint coupon from the Complaint Coupon list. If
you do not see a complaint coupon that you want to use for a particular complaint
reason, then you can double-click the “Complaint Coupon” label to open the
Complaint Coupon Maintenance window. With the Complaint Coupon Maintenance
window open and active, you can add or modify your complaint coupons. After you
save and close the Complaint Coupon Maintenance window, Digital Dining will
make the new or modified complaint coupon available in the Complaint Coupon
list.

% Complaint Reason Maintenance !E
]

IPool Service j EPnur Service

Token Hame Poor Sry
Complaint Coupon Default it

Save | Reset | Delete |

Complaint Reason Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.
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Phone Exchange Maintenance

A phone exchange is the first three digits of a telephone number, following the area
code. (For instance, in the telephone number 123-456-7890, “456” is the exchange.)
Most telephone companies restrict their telephone exchanges to specific areas. All
residents with a common phone exchange will live in the same city, state, and ZIP
Code. Therefore, if you know a customer’s phone exchange, you can also determine
that customer’s city, state, and ZIP Code. Typically, you can find a list of local
exchanges in any standard telephone directory.

The Phone Exchange Maintenance window is an optional feature, like the ZIP Code
Maintenance window. Using it, you can create a list of the phone exchanges most
common to your customers. You can associate a phone exchange to a particular city,
state, and ZIP Code. Later, if you enter that phone exchange while creating new
customer files, the City, State, and ZIP Code boxes will fill in automatically. You
will save time and reduce the likelihood of errors. You might find this feature
particularly valuable in a Delivery scenario, where quick data entry is essential.

Phone Exchange Maintenance Window: Main Tab

Using the Main tab of the Phone Exchange Maintenance window, you can create up
to 99 phone exchanges. Type a new phone exchange in the Phone Exchange box,
and then type the appropriate address information in the Default City, Default
Area Code, and Default State boxes.

You can also select an appropriate ZIP Code from the Default ZIP Code list. If you
do not see a ZIP Code that you want to use for a particular phone exchange, then you
can double-click the “ZIP Code” label to open the ZIP Code Maintenance window.
With the ZIP Code Maintenance window open and active, you can add or modify
your ZIP Codes. After you save and close the ZIP Code Maintenance window,
Digital Dining will make the new or modified ZIP Code available in the ZIP Code
list.
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Phone Exchange Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Delivery Zone Maintenance

Before using delivery zones, you must plan and create them. First, you should take a
map of the area surrounding your business, draw a rough circle outlining the limit of
your delivery area (usually equivalent to a drive-time of five-to-ten minutes), and
then divide the total delivery area into smaller zones. You should then label these
zones (such as “Zone 1,” “Zone 2”).

By dividing your delivery area into smaller zones, you can maximize your drivers’
efficiency. Your dispatcher can assign various orders going to a single delivery zone
to a single driver. Or, if there are fewer orders, your dispatcher can assign orders
from several adjacent delivery zones (for example, Zones 2, 3, and 4) to a single
driver.

Once you have created your delivery zones, you can associate them to customer
records. When new customers call your restaurant, you can take their name,
telephone number, and address. Based on their address, you can determine which
delivery zone they live in. In the future, when these customers call again, you will
immediately know which zone they are in (for more information on using delivery
zones, see “Delivery Zones” on page 39).
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Delivery Zone Maintenance Window: Main Tab

Using the Main tab of the Delivery Zone Maintenance window, you can create up to
24 delivery zones. When you enter a delivery zone name in the Iltem Description
box, the system captures the first eight characters of the description (including
spaces) and displays these characters in the Short Description box.

% Delivery Zone Maintenance W= E3 [
‘ MNext I Prey I | View | Add I ‘ Sort I List I
IZune 2 j IZI:InE 2

Shoit Description Zone 2
Delivery Check Dptions Delivery Customer | ™

Save Reset | Delete |

Delivery Check Options list

The Delivery Check Options list allows you to associate a delivery zone with a
check option. If you associate a delivery zone with a check option, the POS
automatically associates new customer records with the check option associated with
their delivery zones.

For instance, you might associate a delivery zone (“Zone 1”) with a delivery check
option (“Delivery Charge”). At the POS, if you create a new customer record and
select Zone 1, the POS will automatically associate that customer record with the
“Delivery Charge” check option. Furthermore, the POS will run the “Delivery
Charge” immediately after you create the new record.

To associate a delivery zone with a check option, select an appropriate check option
in the Delivery Check Options list. The Delivery Check Options list includes
all the check options associated with the check option window selected in the
Delivery Check Option Window list on the Misc tab of the POS Entries window
(for more information, see “POS Entries Window: Misc Tab” on page 75).

Delivery Zone Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.
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You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

ZIP Code Maintenance

Using the ZIP Code Maintenance window, you can create a list of ZIP Codes that
appear in the ZIP Code boxes of the Phone Exchange Maintenance and Customer
Record Maintenance windows. You can save time entering customer information and
reduce the possibility of errors. This feature also allows you to generate reports that
sort or filter customer information by ZIP Code. For example, you could print a list
of all your frequent diner or delivery customers within a specific ZIP Code. The ZIP
Code Maintenance window is an optional feature.

ZIP Code Maintenance Window: Main Tab

Using the Main tab of the ZIP Code Maintenance window, you can create up to 24
ZIP Codes. When you type a ZIP Code in the Iltem Description box, the system
displays it in the ZIP Code box.

M. ZIP Code Maintenance [_ (][] |

‘ MNext I Prey I | View | Add I ‘ Sort I List I

22304 vl |223l]4

ZIP Code City State
[22304 [Alexandria va

Save | Reset I Delete |

You can associate each ZIP Code with a city and state by typing an appropriate city
name in the City box and state abbreviation in the State box. Later, when you
create new customer records (either in the Customer Record Maintenance window or
at the POS) and select this ZIP Code, the program will automatically add the city and
state associated with the ZIP Code to the new customer record without prompting the
staff member.

ZIP Code Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
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automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Street Maintenance Window

The Street Maintenance window allows you to create records that represent streets
within your delivery area. You can also associate these street records with a range of
street numbers, a ZIP code, and a delivery zone. Later, when you create new
customer records at the POS, you can select a street from a list of street records.
When you select a street record, the POS will automatically add the street's
associated delivery zone and ZIP code to the new customer record. Furthermore, if
you have also associated the ZIP code with a city and state, the POS will also add the
city and state to the new customer record. (In other words, when you select a street
record at the POS, the POS automatically adds the appropriate delivery zone, city,
state and ZIP code to the customer's record.)

[NSwostMamonance ____________ mEE|

IDuke Street

1Main | OMemo |
Street Name IDuke Street
Abbrevation |Duke Str
| Minaddess | MaxAddess |  ZpCode | DeliveryZone |+
2000 8000 2030 ZOME 1 |
Delete Line I New I Export I
Save | Reset I Delete I Exit

To create a street record, click Add and then type the street's name in the Street
Name box. When you enter a street name in the Street Name box, the system
captures the first eight characters of the name (including spaces) and adds these
characters in the Abbreviation box.
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Street Maintenance Window: Main Tab

The Main tab features a grid listing information about the street. In each row, you
can set a range of address numbers and select an appropriate delivery zone and ZIP
code. (You can add more than one row to a grid if necessary.) To add a row to the
grid, click New. To remove a row from the grid, select the row you wish to remove
and then click Delete Line. You can also export the contents of the grid to a report,
which you can then print or export in MS Excel or MS Word format, by clicking
Export.

Min Address box

Type the minimum address number within the delivery area of your restaurant. For
instance, you might create a street record called “Main Street”, but only deliver from
the 2000 block to the 8000 block. In such a case, you would type “2000” in the Min
Address box.

Max Address box

Type the maximum address number within the delivery area of your restaurant. For
instance, you might create a street record called “Main Street”, but only deliver from
the 2000 block to the 8000 block. In such a case, you would type “8000” in the Max
Address box.

ZIP Code list

Select the ZIP code of the street. If you do not see the appropriate ZIP code, then you
can double-click the “ZIP Code” label to open the ZIP Code Maintenance window.
With the ZIP Code Maintenance window open and active, you can add or modify
your ZIP codes. After you save and close the ZIP Code Maintenance window,
Digital Dining will make the new or modified rating level available in the ZIP Code
list.

Delivery Zone list

Select the delivery zone of the street. If you do not see the appropriate delivery zone,
then you can double-click the “Delivery Zone” label to open the Delivery Zone
Maintenance window. With the Delivery Zone Maintenance window open and
active, you can add or modify your delivery zones. After you save and close the
Delivery Zone Maintenance window, Digital Dining will make the new or modified
rating level available in the Delivery Zone list.
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Street Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text automatically
wraps to the next line, just as in most text and word processing programs. The
Memo tab always has the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

POS Entries Window

The POS Entries window allows you to define how the Frequent Diner/Delivery
program operates at the POS. In this window, you will set the program for either
frequent diner service, delivery service, or both. You will determine if you or your
staff can create new customer records at the POS and (if so) what customer
information is required. You can also set several defaults from this window.

The POS Entries window also includes additional functions specific to delivery
service. To use delivery zones, you must set the POS Entries window properly. You
can set the program to require a driver ID before accepting an order. You can modify
the appearance of unassigned orders in the POS. You can set the system to print a
copy of each check for the driver. You can set the program to display a list of late
orders, which have not been assigned to any available drivers for a certain period of
time.

POS Entries Window: Main Tab

The Main tab is divided into different areas, and we will examine each of them
separately. The Order, Assignment, and Order Reports areas apply only to
delivery service and do not affect frequent diner service.
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Customer Search area

When you create new customer files, you should designate them as frequent diner
customers, delivery customers, or both. You can set the program to search only
frequent diner or delivery customers when searching for existing customer files at
the POS. If you are only using frequent diner or delivery, then you should select the
box that represents the system you are using. If you are using both, then you can
select both or exclude either group.

Assignment area

The check boxes in the Assignment area allow you to set the program to print
additional copies of each check for the driver. The Assignment area applies only to
delivery service, and does not effect frequent diner service. If you select the Print
New Check check box, the program will print a new check for your driver when
you (or your dispatcher) assigns an order. The program will print two checks: one for
the restaurant and one for the driver. If you select the Print Dispatch Chk check
box, the program will print a dispatch check based on the layout you select in the
Dispatch Check Layout list (on the Misc tab).

Phone Number Prompt area

By using the options in the Phone Number Prompt area, you can set the program
to require any part of a telephone number when you create new customer files. Also,
you can set a default area code or exchange to help save time at the POS.
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To set the program to require the area code, exchange, and/or extension, select their
respective check boxes. To set a default area code, enter it in the Area Code
Default box. To set a default exchange, enter it in the Exchange Default box.

You can create phone exchange files in the Phone Exchange
Maintenance screen that will automatically fill in the City, State, and
ZIP Code boxes when you enter a particular phone exchange at the POS
or in the Customer Record Maintenance window (for more information,
see “Phone Exchange Maintenance” on page 66).

Note

Order area

The Button and Line options determine how unassigned delivery orders will
display at the POS. You must select one of these options. These settings only pertain
to delivery service, and do not affect frequent diner service.

Enter Driver ID. If you select this box, the program will require that you (or your
dispatcher) assign a driver to each order. The program will display a list of available
drivers, from which you can choose. You must select a driver ID from this list before
placing the order.

Button. If you select this option, unassigned delivery orders will display as buttons
on the Selection panel of the POS. The dispatcher can tap these buttons and then tap
the Assign button to assign the orders to available drivers.

Line. If you select this option, unassigned delivery orders will display as lines of
text in the display area of the POS. The dispatcher can tap these lines and then tap
the Assign button to assign the orders to available drivers.

Use Zones. You must select this check box to use delivery zones. If you do not
wish to use delivery zones, you should verify that this box is not selected. This check
box affects the appearance of both the POS Entries and Customer Record
Maintenance windows.
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Orders Report area

The Orders Report area allows you to set up a Delivery Late Orders Report, which
you can view at the POS. A Late Orders Report is a list of orders that have not been
assigned to a driver for a specified amount of time. To use a Late Orders Report at
the POS, you must

» Select your delivery check layout in the Orders list of the POS Entries window,

» Decide how many minutes an order must go unassigned before being considered
late and enter that number in the Late Order Min box of the POS Entries
window,

» Add the Delivery Late Orders Report register option to your primary window of
register options in the Digital Dining Setup program.

Once you have set up your Delivery Late Orders Report, you can view the Late
Orders Report at the POS whenever necessary. The report will list any unassigned
orders that are older than the designated time limit.

Orders Report. You should select the layout of your delivery check in the Orders
Report list. By doing so, you will be able to view the checks of late orders
appearing in the Late Orders Report. All of the check layouts created in the Digital
Dining Setup program will appear in this list (for more information, see “Check
Layouts” in the Digital Dining Setup User’s Guide).

Late Order Min. You should enter the number of minutes that must pass before an
order is considered late. For instance, you might enter a Late Order Min of “10”
(ten minutes). Later, at the POS, if you select the Late Orders Report option, the
program will display a list of all orders that have been unassigned for ten or more
minutes.

POS Entries Window: Misc Tab

The Misc (Miscellaneous) tab of the POS Entries window allows you associate
special check options with individual customer records, as well as set a minimum
driver delivery time and a maximum number of orders assigned to a driver. You can
also select a check layout that will print at the POS specifically for delivery drivers.
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The Delivery Check Option Window and Dine In Check Option Window
lists allow you to associate special check options with individual customer records.
You can create special check options in the Digital Dining Setup program to use with
the Frequent Diner/Delivery program. You can then put these new check options into
one or more windows of check options. Having created a window of special check
options, you can then select this window of check options in either the Delivery or
Dine In Check Option Window lists.

If you select a window of check options in the Delivery Check Option Window
list, all of the check options in that window of check options will appear in the
Delivery Check Option list of the Misc tab of the Customer Record Maintenance
window. Likewise, if you select a window of check options in the Dine In Check
Option Window list, all of the check options in that window of check options will
appear in the Dine In Check Option list of the Misc tab of the Customer Record
Maintenance window. The Delivery and Dine In Check Option lists allow you to
associate certain check options to specific Delivery and/or Frequent Diner customers.
If you associate a customer record with a check option, the program will perform this
check option when you take an order from this customer at the POS (for more
information, see “Customer Record Maintenance Window: Misc Tab” on page 107).

POS Display area

The POS Display area allows you to customize how unassigned delivery orders
display at the POS by selecting what information displays on the buttons that
represent unassigned orders. The POS Display area includes six check boxes, each
representing different information about an order. You can select up to three of these
check boxes. Later, at the POS, the program will label each button representing an
unassigned order with the information you have selected.
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You can add any of the following selections:

Table Number (the table number associated with the order)
Check Number (the check number associated with the order)
Check Name (the name of the customer)

Order Time (the time that the order was taken)

Phone Number (the phone number of the customer)

Address (the address of the customer)

v Vv Vv Vv Vv Vv

Dispatch Layout list

If you select a layout from the Dispatch Layout list, the POS will print this check
for your delivery drivers. The Dispatch Layout list contains all of the check
layouts you create in the Check Layout Maintenance window of the Setup program.
This list allows you to create and print a customized dispatch check specifically for
your delivery drivers. To set the Frequent Diner/Delivery program to print this
dispatch check at the POS, click the Print Dispatch Chk check box in the
Assignment area of the Main tab.

Minimum Driver Out Time box

You can also set a minimum delivery time for your drivers by typing a number of
minutes in the Minimum Driver Out Time box. If a driver returns from a delivery
and logs in before the time specified in the Minimum Driver Out Time box, the
POS will ask the driver if the orders were delivered.

Assigned Check Maximum box

You can set a maximum number of orders to be assigned to a single driver by typing
the maximum number in the Assigned Check Maximum box. If a dispatcher tries
to assign more than this maximum number of items to a single driver, the POS will
prompt for a manager's password.

POS Entries Window: New Entry Tab

The New Entry tab allows you to set how staff members create new customer
records at the POS and what information the new customer records require.
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New Entries area

Note

The New Entries area allows you to determine how staff members create new
customer records. The Full Entry, Quick Entry, and None options determine if
you (or your staff members) can create new customer records at the POS. If you
select the Full Entry option, you can create new customer records at the POS. The
POS will require any information that you have set as “forced” in the Forced
Entries area. The POS will also select an available customer ID number, which you
can accept or replace. If you select the Quick Entry option, you can create new
customer records at the POS. When you tap the New Customer button in the POS,
the program will automatically create a new customer record with an available
customer ID number, without any information about the customer. You can edit the
record at the POS, as needed. If you select the None option, the POS won’t allow
you to create new customer records at the POS. You can create new customer
records exclusively in the back office (in the Frequent Diner/Delivery program).

If you select the Quick Entry option, the program will not require any
information set as “forced” in the Forced Entries area when you create

new customer records in the POS. However, the program will still
require “forced” information if you create new records in the Customer
Record Maintenance window.

The Print Enrollment Slip check box allows you to set the POS to print

enrollment slips for new enrollees. If you select the Print Enrollment Slip check
box, the POS will print an enrollment slip when you create a new customers record
at the POS. You can then give this slip to the newly enrolled frequent diner

customer.
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The Prompt Customer ID check box allows you to set the POS program to
prompt staff members for customer ID numbers for new enrollees. If you select the
Prompt Customer ID check box, the POS will prompt the staff member to enter a
customer ID number when creating a new customer record. If you clear the Prompt
Customer ID check box, the POS does not prompt the staff member to enter a
customer ID number. (Regardless of the Prompt Customer ID setting, the POS
does not prompt for a customer ID number if you select the Quick Entry option.)

The Default FD Plan list allows you to set a default frequent dining plan for new
enrollees. Select a default plan from the Default FD Plan list, which includes all
the frequent dining plans you’ve created in the Frequent Dining Plan Maintenance
window.

The Delivery check box and Default Delivery Zone list allow you to set the POS
to designate new enrollees as delivery customer by default. The Default Delivery
Zone list only appears if you set the program to use delivery zones (by selecting the
Use Zones check box on the Main tab). The Delivery check box only appears if
you set the program to not use delivery zones (by clearing the Use Zones check
box on the Main tab).

POS Entries POS Entries
1-Main 2-Mizc 1-Main I 2-Misc
~Mew Entries ~Mew Entries
=" Full Entry = Full Entry
i~ Quick Enbry i~ Quick Entiy
= None " None

¥ Print Enrollment Slip
" Prompt Customer ID

¥ Print Enroliment Slip

If you clear the
" Prompt Customer ID

Use Zones check

If you select the
Use Zones check

. Default FD Plan . Default FD Plan
box on the Main tab, T box on the Main tab, \ Newo P =

the Default Delivery || Default Defivery Zone the Delivery check
Zone list displays. omez = box displays. Y Delivery

If you use delivery zones, you can use the Default Delivery Zone list to set the
POS program to offer a default delivery zone when you create new customer records
at the POS. You can select the default zone from this list, which will include all the
delivery zones you’ve created in the Delivery Zone Maintenance window.

If you do not use delivery zones, you can use the Delivery check box to set the POS
program to automatically designate new customer records as delivery customers. If
your restaurant is a delivery service (such as a pizza delivery restaurant), then all of
your records will be delivery customers and you should probably check this box.
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Forced Entries area

The Forced Entries arca features a list of many of the boxes from the Customer
Record Maintenance window. By selecting any of these check boxes, you are setting
the program to demand this information whenever you create new customer files,
either in the POS or in the Back Office. For instance, if you select the Phone
Number check box and then try to save a new customer file without entering a
phone number, the program will display an error message and require that you enter
a phone number for the customer.

You can force any of the following information:

Name

Company

Building

Street Address

City, State, & ZIP Code (the POS will require all three)
Phone Number

(Delivery) Instructions

Frequent Dining Plan

v v Vv VvV VvV VvV Vv Vv Vv

Delivery/Delivery Zone

POS Entries Window: Memo Tab

POS Entries also has a Memo tab, which is a large multiline, editable text box. If
you type more than one line of information in this field, the text will automatically
wrap to the next line, just as in most text and word processing programs. The Memo
tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

80 o Digital Dining

Frequent Diner/Delivery User’s Guide



Layouts Menu

Layouts Menu

Overview

A layout is a template for printed items, such as checks, receipts, prep tickets,
coupons, or status reports. If you have been using the Digital Dining Setup program,
then you are probably familiar with using layouts for more common documents
(checks, receipts, prep tickets).

The Layouts menu includes three layout maintenance windows:
» Reward Coupon Maintenance (Frequent Diner only)
» Complaint Coupon Maintenance (both)
» Status Report Maintenance (Frequent Diner only)
In this chapter, we will discuss each of these windows in detail. For information on

the tokens relating specifically to the Frequent Diner/Delivery layouts, see the
Digital Dining Setup User’s Guide.

Reward Coupon Maintenance

To encourage customers to join your frequent dining plans, you must offer them
some incentive. You must give them some reward for their repeat business. One of
the easiest and most effective rewards you can offer is a reward coupon.

If you use frequent dining plans that offer reward coupons at the Point of Sale (POS),
you must associate each plan with a reward coupon layout. Frequent diner customers
earn reward coupons when they accumulate a required number of points. You
determine the number of required points and the value of the reward in the Frequent
Dining Plan Maintenance window, but you create the accompanying reward coupon
in the Reward Coupon Maintenance window. Once you create a reward coupon, you
can then associate it with a frequent dining plan.

If you plan to print immediate reward coupons at the POS, you must create them in
the Reward Coupon Maintenance window. However, if you plan to print batch
coupons and mail them to your frequent diner customers, you do not need to create
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them in the Reward Coupon Maintenance window. Instead, you should print your
batch coupons with some other application or outsource the print job to a
professional print shop.

Reward Coupon Maintenance Window

You can add, view, edit, or delete reward coupons from the Reward Coupon
Maintenance window. When you enter a reward coupon in the Item Description
box, the program captures the first eight characters of the description (including
spaces), and displays these characters in the Short Description box. You can
change the Short Description or you can keep the system-defined, eight-character
description. If this description is not clear enough for you, specify a Short
Description of your own.

We have included a default coupon template in the Reward Coupon Maintenance
window, which you can use to create new coupons. Our template includes most of
the information you might need to appear on a reward coupon. You can remove any
unnecessary information and customize the text for your restaurant.

The Reward Coupon Maintenance window features three tabs: Body, Header, and
Footer. Each tab contains a Layout box. Any text you enter in the Layout box of
the Header tab will print immediately above the text of the Body tab. Any text you
enter in the Layout box of the Footer tab will print immediately below the text of

the Body tab.

Token list —/

Layout box
2% Reward Coupon Maintenance
(- [ Ber] [Viow | B4 ot | L |
[Free Soled
Short Description  [Free Sal 1 nnﬂ)\ 1 2Header | 3Footer |
ADDR_1 - [2{BOLD_ON}E{ RESTAVEANT NAME}E{BOLD OFF} -
ADDR_2 @ {BOLD_ON}@{ RESTAURANT_ADDR}E{BOLD_DFF}
ALLOW @ {BOLD_ON}E{ RESTAURANT_ ADDR}Z{BOLD_OFF}
EEH?, 2{BOLD_ON}2{RESTAVRANT DPHONE}({BOLD OFF}
CASH_DRAWER 2{BOL)_ON}@{PROFIT_CENTER_DESC}@{BOLD_OFF} G{DRTE} @

CENTER

ciTy

COMPANY
COMPLAINT_AGE
CURRENT_
CUST_TITLE
CUSTOM_
CUSTOMER_PHONE
CUTTER

Save

|

Reset i

This Cowpon iz izsued to:

@{CVST_TITLE} A{FIRST NRAME} (R{LAST_NAME}
@ { SKIP_BLANK}2{ COMPANY}
[Company Name: G{COMPANY}E{SKIP END}

ILast Purchase Date: B{LAST_PURCH DATE}
Last Check Number: @{LAST CHECK NO}

| |

Delete I Preview
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Complaint Coupon Maintenance

A complaint coupon is a reward given to a customer as compensation for some
complaint. You can create a complaint coupon and associate it with a particular
complaint reason. If a customer ever makes a complaint that matches one of your
complaint reasons, the server can select that complaint reason, and the program will
automatically print the appropriate complaint coupon.

Complaint Coupon Maintenance Window

You can add, view, edit, or delete complaint coupons from the Complaint Coupon
Maintenance window. When you enter a complaint coupon in the Item
Description box, the program captures the first eight characters of the description
(including spaces), and displays these characters in the Short Description box.
You can change the Short Description or you can keep the system-defined, eight-
character description. The text that appears in the Short Description box is the
description that will show on reports. If this description is not clear enough for you,
specify a Short Description of your own.

We have included a default coupon template in the Complaint Coupon Maintenance
window, which you can use as a general starting point in creating new coupons. Our
template includes most of the information you might need to appear on a complaint
coupon. You can remove whatever information is unnecessary, and customize the
text as appropriate to your restaurant.

The Complaint Coupon Maintenance window features three tabs: Body, Header,
and Footer. Each tab contains a Layout box. Any text/token(s) you enter in the
Layout box of the Header tab will print above the text/token(s) of the Body tab.
Any text/token(s) you enter in the Layout box of the Footer tab will print below
the text/token(s) of the Body tab.
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Status Report Maintenance

A status report contains information on the status of a customer’s Frequent Diner
account. You can set up a status report displaying the customer’s name, the name of
the plan they are enrolled in, their current point count, or any other information you
need. You can then print it at the POS, whenever necessary. You can offer this status
report to customers who want to know their current point count.

Status Report Maintenance Window

You can add, view, edit, or delete status reports from the Status Report Maintenance
window. When you enter a status report in the Iltem Description box, the program
captures the first eight characters of the description (including spaces), and displays
these characters in the Short Description box. You can change the Short
Description or you can keep the system-defined, eight-character description. The text
that appears in the Short Description box is the description that will show on

reports. If this description is not clear enough for you, specify a Short Description of
your own.

We’ve included a default report template in the Status Report Maintenance window,
which you can use as a general starting point in creating new coupons. Our template
includes most of the information you might need to appear on a status report. You

can remove any unnecessary information and customize the text as appropriate to
your restaurant.

The Status Report Maintenance window features three tabs: Body, Header, and
Footer. Each tab contains a Layout box. Any text you enter in the Layout box of
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the Header tab will print above the text of the Body tab. Any text you enter in the
Layout box of the Footer tab will print below the text of the Body tab.

Layout box

2% Status Report Maintenance
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Plans Menu

Overview

The Plans menu includes one maintenance window and two utilities devoted to
creating and maintaining frequent dining plans:

» Frequent Dining Plan Maintenance (window)
» Deduct Batch Rewards (utility)
» Frequent Dining PTD (Period-To-Date) Reset (utility)

Using them, you can create new plans, edit or delete existing plans, reset the batch
reward points for all your customers, or reset the sales information for your reports.

These functions only pertain to frequent diner service, and do not effect delivery
service.

Frequent Dining Plan Maintenance

Before you can enroll customers in a frequent dining plan, you must define all the
features of the plan in the Frequent Dining Plan Maintenance window, which
contains five tabs: Main, Profit Center, Sales Type, Sales, and Memo.

Frequent Dining Plan Maintenance Window: Main Tab

Using the Main tab of the Frequent Dining Plan Maintenance window, you can
create the bulk of the settings for each of the 99 frequent dining plans you can create.
When you enter a frequent dining plan name in the ltem Description box, the
system captures the first eight characters of the description (including spaces) and
displays these characters in the Short Description box.
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Accumulate list

You must select the method by which customers will earn frequent diner points for
this plan. The frequent diner program offers four methods of accumulating points:

Method Name Method

Number of Purchases For each visit, the customer earns one point.

Value of Purchases For every dollar spent, the customer earns one
point.

Number of Frequent Diner | For any menu item with a special point value, the
Points customer earns that number of points.

Number of Menu Items For each individual menu item purchased, the
customer earns one point.

If you select FD Points as your accumulation method, you must assign a frequent
diner point value to each eligible menu item. You can assign different point values to
different menu items. By doing so, customers can earn points only by purchasing
certain eligible items. However, customers will earn no points for purchasing items
having no frequent diner point value. You can assign point values to menu items in
the Menu Item Maintenance window of the Digital Dining Back Office program.
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Print Mode list

If your plan features a reward coupon rather than a reward credit, you can set the
program to print this coupon immediately at the Point of Sale (POS) or to print it as
part of a batch of coupons in the Back Office. If you want customers to receive their
reward coupons immediately as they earn them, you should select Immediate
(POS). If you plan to process batches of coupons and mail them to customers, you
should select Batch (Back Office).

If you select Immediate (POS), the program will automatically deduct reward
points from a customer’s record when it prints the reward coupon at the POS.
However, if you select Batch (Back Office), the program will not automatically
deduct reward points from your customer records. You must manually deduct these
reward points by using the Deduct Batch Rewards utility (for more information, see
“Deduct Batch Rewards” on page 95).

Coupon Name list

If your plan features a reward coupon rather than a reward credit, you must select a
coupon to print when a customer earns the required points. You must select which
reward coupon is associated with this plan in the Coupon Name list. To add a new
coupon to this list, you must create it in the Reward Coupon Maintenance window.

8 You can drill through to the Reward Coupon Maintenance window by

§ double-clicking Coupon Name, create a new reward coupon for your
frequent dining plan, save the coupon, and return to the Frequent Dining
Plan Maintenance window. The new coupon will then appear in the
Coupon Name list.

Expiration Mode list

You must select an expiration mode for the reward. You can set a coupon to expire
within a certain number of days or on an exact date. If you select No of Days, then
the Number of Days box will appear below. If you select Selected Date, then
the Date of Expiration box will appear below. If you do not want the reward to
expire, you can select No of Days, then type “0” in the Number of Days box.
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New Plan list

A customer can enroll in only one plan at a time. However, you can set a plan to
escalate (that is, to switch to another plan automatically) after the customer reaches
the reward level. If you want this plan to escalate to a new frequent dining plan,
select the new plan from the New Plan list.

Number of Days box

If you select No of Days as the Expiration Mode, then you must enter the number
of days that the coupon will be valid.

If you click “No of Days” as Coupon Mame [Fros Samdwicn =]
your Expiration Mode ... ¢, i o Mode

Mo of Days S

New Plan Free Sandwich =

Number of D ays
... then the Number of Days ~ -
box will appear.

Date of Expiration box

If you select Selected Date as the Expiration Mode, then you must enter the date
that the coupon will expire. You can type the date directly into the Date of
Expiration box, click the scrolling arrows to select a date, month, or year, or click
the calendar arrow to select the date from a calendar box.

If you click “Selected Date” as Coupon Name  [Froq Sandwich =]

your Expiration Mode ... Expiration Mode 5oy T

New Plan Free Sandwich =

Date of Expiration I—ET
... then the Date of Expiration /1o leronr2em i

box will appear.

PLU Code Range boxes

You can specify a range of eligible menu items by entering a PLU (“Price Look Up”)
Code range in these two boxes. The program will exclude any menu item whose
PLU Code is outside of this range, and the customer will not earn any points for
them (for more information regarding PLU Codes, see “PLU Code box” in the
Digital Dining Back Office User’s Guide).

90 o Digital Dining Frequent Diner/Delivery User’s Guide



Plans Menu

Reward area

In the Reward area of the Frequent Dining Plan Maintenance window, you define a
plan’s reward, including its type (coupon or credit), level, and amount.

Reward

IFlee Salad
Level 5
Convert [p 5000

Amount W
Cost lﬁ“ﬁﬁ‘mw

Credit [ Piint [V

Reward Description. You can enter a description of the reward in this box. (For
example, “Free Sandwich” or “Buy one dessert, get one free.”)

Level, Convert, and Amount. These boxes allow you to define the value of a
particular reward. However, the program treats the data differently, depending on
whether the reward is a credit or a coupon.

If the reward is a coupon... If the reward is a credit...

Level ...enter the number of points the | ...enter the number of points the
customer must accumulate to customer must accumulate to
earn the coupon. earn the credit amount.

Convert The conversion factor fills in The conversion factor fills in
automatically. Do not edit it. automatically. Do not edit it.

Amount You can enter the amount of the | You must enter the monetary

coupon here, if the coupon is for
a specific monetary amount
(“$2.00 off any purchase”). If the
coupon is for a free item, you
should not enter an amount.

amount of credit the customer
will earn for accumulating the
specified point level.

If you are offering a reward coupon, the customer must accumulate the points

specified in the Level box before earning the coupon. However, if you are offering a
reward credit, the customer will earn credit for any accumulated points. By setting
the Level and Amount boxes, you determine the rate at which a customer will earn
credit.

For example, if you set the Level box to “50” and the Amount box to “$5.00”, then
the customer will earn a $5 credit for every 50 points accumulated. However, if the
customer accumulates only 25 points, the customer will earn a credit of $2.50. In
other words, the amount of credit a customer earns is proportional to the amount of
points the customer accumulates. The program automatically calculates the points-
to-credit ratio.
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Level. You must enter the number of points a customer must accumulate to receive
the reward. Customers will earn the reward when they accumulate this number of
points, but the type of points they earn depends on which accumulation method you
select. For example, if you select an accumulation method of Number of Items and a
point level of “10”, then the customer will earn the reward after purchasing 10 menu
items. If you select an accumulation method of Value of Purchases, then you should
enter a monetary amount in the Level box, such as “30.00”.

Convert. This box fills automatically, calculated from the Level and Amount
boxes (Level / Convert = Amount). The program uses this formula to calculate
the amount of a credit reward. The program does not use this calculation for reward
coupons.

Amount. You must enter the monetary amount of a reward credit in this box. You
can also enter an amount for reward coupons of specific monetary amounts (“$2.00
off any purchase”), but you are not required to do so.

Cost. You can enter the cost of the reward to the restaurant. This should be the
actual cost, rather than the sale price of the particular item. For instance, if you are
offering a coupon for a dessert that typically sells for three dollars, but costs your
restaurant two dollars to prepare, you should enter “2.00” in the Cost box. You can
then use this information in your frequent dining plan reports to analyze the cost and
effectiveness of your plan.

Credit. You must select either the Credit check box or the Print check box for the
program to give any reward to customers. You should select the Credit check box if
you are offering a reward credit with this plan. The customer will earn credit on each
visit and can redeem that credit at the POS or save it to use on a later visit. If you
select a reward credit, you do not need to create a reward coupon for the plan.

Print. You must select the Print check box if you are offering a reward coupon with
this plan. The customer will earn points on each visit and when they earn a sufficient
level of points (determined by you in the Level box) the program will print a reward
coupon (either at the POS or the Back Office, depending on how you set the Print
Mode). If you select the Print check box, you need to select a reward coupon for the
plan in the Coupon Name list or create a new coupon in the Reward Coupon
Maintenance window.

If you clear both the Credit and Print check boxes, customers cannot earn frequent
diner points from the plan. If you try to save the plan without checking one of these
boxes, the program will display an error message . Click Yes if you still wish to save
the plan or click No to cancel the operation. If you click Yes, the plan will be
effectively inactive until you edit it again and select Credit or Print check boxes.
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Include Special Items check box

If you want Digital Dining to give customers reward points when they buy special
items, click the Include Special Items check box. If you want Digital Dining to
exclude special items from the plan, clear this check box.

Adjust by Discounts check box

If you want the Frequent Diner/Delivery program to adjust reward points by any
discounts used, select the Adjust by Discounts check box. For instance, you
might create a plan with an accumulation method set to Value of Purchases.
Later, a customer enrolled in this frequent dining plan might purchase a meal for
$50, but use a 10% discount. If you want the Frequent Diner/Delivery program to
ignore the discount and reward points for the original total of $50, do not select the
Adjust by Discounts check box. If you do want the Frequent Diner/Delivery
program to adjust the reward points for the discount (that is, to calculate reward
points for a $45 purchase, rather than $50), then select the Adjust by Discounts
check box.

If you create frequent dining plans with other accumulation methods (such as
Number of Purchases, Number of Menu Items, or Number of Frequent
Diner Points), you can use the Adjust by Discounts check box to set the
frequent dining plan to ignore discounted items. If you select the Adjust by
Discounts check box, the program will not give reward points to customers for
items “purchased” with a 100% discount. This method allows you to control if
frequent diner customers receive reward points for free or complimentary items.

Frequent Dining Plan Maintenance Window: Profit Cnt
Tab

The Profit Center tab features a filter that allows you to include or exclude specific
profit centers from your frequent dining plan. You can include all your profit centers
or only certain ones. Using this feature, you can use frequent dining plans to
encourage business in particular profit centers. For instance, you might not wish to
give customers points for carryout purchases or purchases from the bar. If you have
established different profit centers for different times of the day (such as breakfast,
lunch, and dinner), you could use this filter to exclude breakfast purchases from your
frequent dining plan.
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Frequent Dining Plan Maintenance Window: Sales Type
Tab

The Sales Type tab features a filter that allows you to include or exclude sales
types from your frequent dining plan. You can include all your sales types or only
certain ones. Using this feature, you can use frequent dining plans to promote menu
items of particular sales types. For instance, if you were promoting a “Free Dessert”
plan, you could choose to give points for dessert purchases only. If you were
promoting a “Wine Taster’s” club, you might give points for wine purchases only.
You might also wish to exclude inappropriate items, such as liquor or seafood.

Frequent Dining Plan Maintenance Window: Sales Tab

The Sales tab displays a list of sales totals for the plan. The report includes total
purchases, sales, cost and credit amounts. The report also lists totals for each of the
past 12 months, each of the past 7 days, week to date, month to date, year to date,
and the period to date. You can modify the width of a column by clicking the edge of
a column heading and dragging it left or right.

9 You can reset the period-to-date for all your frequent dining plans by
2 using the Frequent Dining Plan PTD Reset utility (for more information,
see “Frequent Dining Plan PTD Reset” on page 95).

N Frequent Dining Plan Maintenance [_ ] x] |
[ Find | Next | Prev | [ View | Add | [ son | List |
Column Heading e H [Gotd
IMain [ *2-Profit Cnt* [*3-Sales Type"|  4.Sales | DMemo
Peiiod [ Puch | Soles | Cost | Coedt | Date [=
Jaruaty 0 0.00 0.00 0.00 1731199 ||
Febiuary 0 0.00 0.00 000 2/28/%3
March 0 000 0.00 000 3/31/99
Apri 0 000 0.00 000 473033
May 0 0.00 0.00 000 531493
June 0 000 0.00 000 5/30/99
July 0 000 0.00 000 7731/
August 0 0.00 0.00 000 5731433
September 0 0.00 0.00 0.00 9/30/99
Dctaber 0 000 0.00 000 10/24/39
Movember 0 0.00 0.00 0.00 11/30/98
December 0 000 0.00 000 12/31/38
Sunday 0 000 0.00 000 10724/ |
Save | Reset | Delete I Ezit
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Frequent Dining Plan Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Frequent Dining Plan Utilities

The Frequent Dining Plan utilities allow you to reset reward points and sales
information for all your customer records. You can use them to help manage your
frequent dining plans and customer records.

Deduct Batch Rewards

By using the Deduct Batch Rewards utility, you can deduct the reward points from
your customer records after printing a batch of reward coupons. The program will
only deduct the appropriate points from customers who have earned a reward
coupon. For instance, if you have a customer enrolled in a frequent dining plan
which rewards a coupon after 10 points and the customer has earned 25 points, the
Deduct Batch Rewards utility will deduct 10 points from this customer’s record and
leave 15 points. This utility will only adjust the reward point totals of customers
associated with frequent dining plans set to print reward coupons in batches.

Frequent Dining Plan PTD Reset

By using the Frequent Dining Plan PTD Reset utility, you can clear the period-to-
date sales totals on the Sales tab of the Frequent Dining Plan Maintenance window.
This utility will reset all of your frequent dining plans simultaneously. It will not
clear any of the other sales information. After you reset it, the program will add the
PTD sales totals from that point.
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Customers Menu

Overview

The Customer menu includes two maintenance windows and one utility devoted to
creating and maintaining customer records:

» Customer Record Maintenance (window)
» Customer Label Maintenance (window)
» Customer PTD (Point-to-Date) Reset (utility)

You can enter customer records by way of the Customer Record Maintenance
window at any time. However, if you wish to enter or edit customer records at the
Point of Sale (POS), you cannot do so until setting the Check Options and Register
Options properly in the Digital Dining Setup program.

If you are using the Frequent Diner/Delivery program for frequent diner service, you
can create customer records either at the POS or in the Back Office, depending on
how you choose to collect customer information. If you are using the Frequent
Diner/Delivery program for delivery service, you will create customer records
primarily at the POS. We will discuss the process of creating customer records at the
POS in a later chapter.

Customer Record Maintenance

The Customer Record Maintenance window allows you to create and edit frequent
diner and delivery customer records. When you create new records, the Customer
Record Maintenance window only requires the information set as “Forced Entries”
by you in the POS Entries window. If you wish to change the forced entries, you can
return to the POS Entries window and modify them at any time.
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Customer Record Maintenance Window: Main Tab

You can add, view, edit, or delete customer records from the Main tab. The program
will only require the information you have specified as “forced entries” in the POS
Entries window. If you selected Full Entry in the New Entries area of the POS
Entries window, you must manually enter a customer number in this box. If you
selected Quick Entry in the New Entries area of the POS Entries window, the
program will automatically generate a new customer number. You can then enter the
customer’s first name in the First Name box, and the customer’s last name in the
Last Name box.

% Customer Record Maintenance !EE
[ Eind | Hoxt | Prev | [ Viow | Add |
Customer u|89l]1 First Name: lw‘ilsnn Last HnﬂeiFreyermuth
1-Main [2Purchased 3-Sales | 4 5 iond 6 | ZMisc | OMemo

Company Hame IAcme Sales Tax Exempt m

Search Name IFleyel Phone 1[573] 449-2563 x

Search Company IAcme 5 Fax ]l5?3] 8751245

Title [Mr. GMCF Loy cem |Mone =

E-mail | i fabeet

Card Number |89l]1 456978854589 im‘ 5. Gillospie Road

FD Plan IFlee Sandwich = City State ZIP Code

Default Receipt  [American Express ¥ | |Columbia Mo  [65201 =l

Reset | Delete | Exit |

Company Name box

The name of the company the customer works for, if any.

Search Name box

The first eight letters of the customer’s last name automatically fill in this field, but
you can edit it. If you perform a search at the POS using the customer’s name, the
program will look for this search name.

Search Company box

The first eight letters of the company name automatically fill in this field, but you
can edit it. If you perform a search at the POS using the customer’s name, the
program will look for this search name.
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Title box

The customer’s title (Mr., Mrs., Ms.).

E-mail box

If a frequent diner customer has an e-mail account, you can type the e-mail address
in the E-mail box.

Card Number box

If a customer prefers to use a particular credit card to pay for his or her meal, you can
store that credit card number in this box.

FD (Frequent Diner) Plan list

If you are enrolling a frequent diner customer, you can select the appropriate plan
from this list. If you do not see a frequent dining plan that you want to use for a
particular customer record, then you can double-click the “FD Plan” label to open
the Frequent Dining Plan Maintenance window. With the Frequent Dining Plan
Maintenance window open and active, you can add or modify your frequent dining
plans. After you save and close the Frequent Dining Plan Maintenance window,
Digital Dining will make the new or modified frequent dining plan available in the
FD Plan list.

Default Receipt list

You can set a default receipt for a particular customer. This feature can help speed
the payment process, particularly if the customer frequently uses a particular credit
card or an A/R account to pay out checks. (This feature is not yet implemented.)

Tax Exempt check box

If the customer has a tax exempt status, you can select this check box. The program
will not charge tax to this customer’s checks.

Phone box

The customer’s telephone number.
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Fax box

The customer’s fax number, if any.

Delivery check box

You should select this check box for delivery customers.

Delivery Zone list

If you are using delivery zones, you should select the customer’s zone from this list.

Building/Street boxes

The Building and Street boxes allow you to store the customer’s street address. If
you are entering a delivery customer, you can enter some descriptive information
about the customer’s location in the Building box.. For instance, if the customer is
ordering a delivery to a particular office building in an industrial park, you could
specify the specific building where the customer was located. You can also type the
customer’s street address in the Street box.

City box

The customer’s city of residence.

State box

The customer’s state of residence.

Zip Code list

The customer’s zip code of residence.
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Customer Record Maintenance Window: Purchases Tab

The Purchases tab displays purchasing information regarding the customer,
including any reward credit or reward points the customer may have. You cannot
enter or edit any information from the Purchases tab.

M. Customer Record Maintenance !EE
|_Emd ] Hewt | Prov | [ View | Add |
Customer “lr First Name m Last HMW
[ 1Main |ZPuichase]| 3-Sales |4 = iong 6 J ZMisc | DMemo
- Date + Cumrent ~ Total
Last Purchase e IU No of Purchases 3
|71 0721799 Value of Purchases |_0 Value of Purchases W
Dk || [(estiemten [o ~ | MoofMenulems [T
No of Complaints In No of Complaints 0
Last C.
[12/30/99 e - L 5
Details I D |2_ & =
Save | Reset | Delete | Exit |
Date area

The Last Purchase box displays the date of the customer’s last purchase. By
clicking Details, you can view the customer’s last order. The Last Complaint box
displays the date of the customer’s last complaint, if any. By clicking Details, you
can view the customer’s last complaint.

Current area

The program will adjust all of the totals in the Current area if a customer receives a
coupon or if you use the Deduct Batch Rewards utility.

No of Purchases The customer’s current number of purchases.

The customer’s current value of purchases, in monetary
terms.

Value of Purchases

The customer’s current number of purchased menu
items.

No of Menu Items

No of Complaints The customer’s current number of complaints.
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Available area

The Available area includes the two boxes, the FD Points box and the FD Credit
box, displays The FD Points box displays the customer’s current amount of
available frequent diner points. The FD Credit box displays the customer’s current
amount of available frequent diner credit. Digital Dining adjusts the totals in the
Available area if a customer receives a coupon, uses a reward credit, or if you use
the Deduct Batch Rewards utility. However, you can adjust these totals manually.

Total area

The program records all of the frequent diner points and reward credit totals in the
Total area, and does not reset them. These numbers represent the total frequent diner
points the customer has ever earned since first enrolling in any of your frequent

dining plans.

No of Purchases The customer’s total number of purchases.

Value of The customer’s total value of purchases, in monetary
Purchases terms.

No of Menu Items The customer’s total number of purchased menu items.

No of Complaints The customer’s total number of complaints.

FD Points The customer’s total amount of accumulated frequent
diner points. (You can adjust these totals manually.)

FD Credit The customer’s total amount of accumulated frequent
diner credit. (You can adjust these totals manually.)

Customer Record Maintenance Window: Sales Tab

The Sales tab displays a sales report listing sales totals for the customer. The report
includes total purchases, value, credit-total and credit-used. The report also lists
totals for each of the past 12 months, each of the past 7 days, week to date, month to
date, year to date, and the period to date. You can modify the width of a column by
clicking the edge of a column heading and dragging it left or right.
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8 You can reset the period-to-date for all your customers by using the
2 Customer PTD Reset utility (for more information, see “Customer PTD
Reset” on page 110).

M Customer RecordMaintanence M= B [
| Eind | Next | Prev | View | Add |
. Customer #|8901 First Name (Wilson Last Name [Freyermuth
Column Heading ! ! |
]_\l ain TZ-Pllchlsaq’ 3-Sales T A-Interests E_Uccuion{ ﬁ-llesngeﬂ’ T-Misc T 0-Memo
Pesiod | Puchases |  WVale [ CredtTot [ Creditlised [ Date E
January 0 0.00 0.00 0.00 1/31/99 1
February 0 0.00 0.00 noo 24287593
March 0 0.00 0.00 oo 3431793
Apiil 0 0.00 0.00 0.00 4/30/39
May 0 0.00 0.00 oo 5/31/93
June 0 0.00 0.00 noo 6/30/93
July 0 0.00 0.00 0.00 7/31/93
August 1] 000 000 0,00 8/31/93
September 0 0.00 0.00 0.00 9/30/93
October 0 0.00 0.00 0.00 10/24/99
MNovember 1] 000 000 0.00 11/30/38
L . L O.00 L.00 L.00 45054 S50 =
Save I Beset | Delete Exit

Customer Record Maintenance Window: Interests Tab

The Interests tab allows you to associate each customer record with up to six
special interests. You can also designate one of these six special interests as the
customer's primary interest by selecting the Primary button beside the appropriate
special interest. You can only designate one interest as primary.

Each of the six Interest lists will display any special interests that you have entered
in the Special Interest Maintenance window. You can drill through to the Special
Interest Maintenance window by double-clicking the Interest label (for more
information, see “Special Interest Maintenance” on page 63).
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e —
| Eind ] Next | Prev | View | Add | |
Customer ulr Fust Name |Jul|n Last HmiFﬂrmer

1Main [2-Purchase] 3Sales | ¥interests |5-Occasiony & ] ZMisc | OMemo
Interest Primary
C— -
[Dinner and a Movie 7] c
[Wine Tasting Club =] s
[None =] c
Save | Reset | Delete Exit |

Customer Record Maintenance Window: Occasions Tab

You can associate customer records with special occasions in the Occasions tab of
the Customer Record Maintenance window. You can select up to six special
occasions for a customer.

QOccasion Date box Occasion label Name box

N Customer Record Maintenance

[Eind [ Mot [ Prov | [ow [ 20d |
_ o Customer #[123 \-.;: Name [Judy Laﬂﬁme [Andresen
Special Occasion list e e ,&‘T!_Iwmﬁqg&imw' ?&. L e
\ [Member's Bithday =] |IZ§27I131N =B Name——/ fudy =
[Spouse’s Bithday x|  [05/1671966 [S]+] Name Rob
[wedding Anniversa x|  [09/2471984 [£]+] Spouse'sName [Ron
[Mone =] [o170171997 [§~] MNone [None
[None =| [0170171997 [5+] Mone [None
|Mone =] [mz0171997 (]| MNone [None
save | Reset |  Delete | Eit

Special Occasion lists

The Occasions tab features six Special Occasion lists, from each of which you
can select a special occasion to associate with the customer. The Special

104 o Digital Dining Frequent Diner/Delivery User’s Guide



Customers Menu

Occasion lists will display all the special occasions you have created in the Special
Occasion Maintenance window.

Occasion Date boxes

Each Special Occasion list has an accompanying Occasion Date box. Here you
can enter the date of the customer’s special occasion. You can type the date directly
into the Occasion Date box, click scrolling arrows to select a date, month, or year,
or click the calendar arrow to select the date from a calendar box. By entering the
date of the first occurrence of the occasion here, the program can automatically
determine the age of the recurring dates. For instance, if you enter a customer’s
wedding anniversary as “11/15/90”, then the program can calculate that the
“11/15/00” is the customer’s 10™ anniversary.

To display this information on a check or coupon layout, you should use
the Special Occasion Age tokens, such as
@{OCSN_AGE_NUMERAL 1}, @{OCSN_AGE_ORDINAL 1}, or
@{OCSN_AGETEXT_ORDINAL 1}.

Note

Occasion labels

Each Special Occasion list also has an accompanying Occasion label, which
should label the content’s of the Name box. You can rename the Occasion label in
the Special Occasion Maintenance window. For instance, if you create a special
occasion named “Wedding Anniversary,” you might rename the Occasion label to
display as “Spouse’s Name.”

You can drill through to the Special Occasion Maintenance window by double-
clicking the Occasion label (for more information, see “Special Occasion
Maintenance” on page 61).

Name boxes

Each Special Occasion list also has an accompanying Name box. You can also
enter an additional name in the Name box for special occasions involving persons
other than the customer. For example, if the special occasion is “Wedding
Anniversary,” you can enter the name of the customer’s spouse in the Name box.

Digital Dining

Frequent Diner/Delivery User’s Guide ¢ 105



Customers Menu

Customer Record Maintenance Window: Messages Tab

The Messages tab of the Customer Record Maintenance window features two text
boxes: POS Message and Delivery Instructions. Both of these text boxes offer
you a place to record additional information regarding an individual customer.

[ Customer Hecord amenonee |
£ | ton | pre | (ow | ada |

Customer u|3333 First Hame |W'ﬂy||e Last Nm;Rudgers

1-Main _|[2-Puichased 3 SGales | 41 |5-0ccasiond & ] FMisc | 0-Memo
PDS Message Delivery Instructions
Very Good Tipper ... Loves Beer on Left end of Building.
R good golfer. ch for the attack catl!!

Save | Reset I Delete I

Any message you enter into the POS Message box will appear at the POS when a
server searches for the frequent diner customer record. Using this tool, you can store
special instructions regarding customers.

Any message you enter in the Delivery Instructions box will appear at the POS
when a dispatcher searches for a delivery customer record. Using this tool, you can
store special delivery instructions for that customer, which can help the driver deliver
the order.

@ You can add Delivery Instructions to a delivery check layout. By doing
g so0, you can include these special delivery instructions with the
customer’s address on the driver’s copy of the check.
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Customer Record Maintenance Window: Misc Tab

The Misc (Miscellaneous) tab of the Customer Record Maintenance window allows
you to associate special check options with specific customer records. You can create
special check options in the Digital Dining Setup program to use with individual
customers in the Frequent Diner/Delivery program. To do this, you must follow
these general steps:

What step? In which window? Of which program?
Create a new check ...in the Check Option ...of the Digital Dining
option... Maintenance window... Setup program.

Add your new check ...in the Window of ...of the Digital Dining
option to a window of Check Options Setup program.

check options... Maintenance window...

Select this window of ...in the POS Entries ...of the Frequent

check options in the window... Diner/Delivery program.

Delivery Check
Option Window list or
the Dine In Check
Option Window list...

Select the new check ...in the Customer ...of the Frequent
option in the Delivery Record Maintenance Diner/Delivery program.
list or the Dine In list... | window...

By performing these steps, you can set specific check options to perform their
functions when a specific customer places an order or pays a check. You can use
these specialized check options in several ways. For instance, if you are using the
program for delivery service, you can create a series of check options that charge
different rates for delivery (based on distance and/or varying delivery times). You
can then associate these check options to your various delivery customers. Then,
when a customer calls and places a delivery order, the program will automatically
add the appropriate delivery charge to that customer, based on the special check
option you’ve assigned.

Just as POS Entries includes two window of check option lists (one for Delivery and
one for Dine In), the Customer Record Maintenance window includes two check
option lists. The check options selected in the Delivery list will function for delivery
customers only. The check options selected in the Dine In list will function for non-
delivery customers (presumably Frequent Diner customers). We have included both
lists to allow you to use this option for both delivery and frequent diner service
simultaneously.
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[N Customer Record Mamtenance |
| Find | Neat | Prev | [ Yiew | 2dd | |
Customer “lﬂi First Name |P||i| Last Hm;HinE
1Main_|2Purchasey 3Sales | 4 [5-0ccasiony & ] ZMisc | OMemo
Customer Check Options
Delivery Iﬁ
Dine In Iﬁ
Run On
Check Access
Save | Reset I Delete I

If you select a check option from the Delivery list, the check option will perform its
functions at the POS when you enter an order for this customer. This list includes all
the check options within the window of check options selected in the Delivery
Check Option Window list in the POS Entries window. If you select a check
option from the Dine In list, the check option will perform its functions at the POS
when you enter an order for this customer. This list includes all the check options
within the window of check options selected in the Dine In Check Option
Window list in the POS Entries window.

The Run On Check Access check box allows you to control when the POS runs
the check option(s) selected in the Delivery and/or Dine In lists. If you select the
Run On Check Access check box, the POS will run the check option(s) each
time the server opens the check. If you clear the Run On Check Options check
box, the POS will run the check option(s) when the server creates the check (or
assigns the check to the customer).

Customer Record Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.
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Customer Label Maintenance

ot | s
jhpaltmerl j |Apﬁrtment
1-Main I 0-Memo
By renaming the
“Building” label to Default Description [Building
“Apartment” ...
Save | Reset
% Customer Record Maintenance 1
v [ on | | [Viow | 204 | (Dder | iter
Customer l|2014 First Name ;F’Swipe] Last Name [LSwipel
1-Main [2Purchasey 3-Sales |4 |5-0ceasiond 6-M J  7Misc | O-Memo
... the new renamed
label appears in the Company Name  |Camp N L8 ol o
Customer Record Search Name LSwipe Phone I[?l]]] 1111111«
Maintenance window. Search Company [Compi e o3 111 1111
Title Til CMCF Delivery Zone IZDNE 1 'I
E-mail Iame'l@ldenusdl,cnm Apartment / Street
[Buil
Card Number I |5t 3
FD Plan Ith_PIan "I City State ZIP Code
Default Receipt  [Cash =l [cea VA [203010000 ~|
Save | Reset I Delete | Exit

Using the Customer Label Maintenance window, you can customize the labels that
appear on the Customer Record Maintenance window. You can rename labels to
better fit your restaurant’s needs. Such modified labels will also appear when you

create new customer records at the POS.

For instance, if you are using the program for frequent diner service only, you might
not need a box devoted to “Building.” You might prefer to use this box to store a
customer’s apartment number. In such a case, you could rename the “Building” label

to “Apartment”.

% Customer Label Maintenance

Customer Label Maintenance Window: Main Tab

You can view or edit customer labels from the Main tab. The Customer Label
Maintenance window features a Default Description box, which displays the
default description of each label. You cannot edit the default description; this is
Digital Dining’s original label and we have included it if you should ever wish to

edit the label back to its original setting.
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% Customer Label Maintenance HE
]
IEmaiI Address j IEmail Address

Default Description IBuiIding

Customer Label Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Customer Utilities

The Customer menu features two customer utilities, the Customer PTD Reset utility
and the Frequent Dining Point Reset utility. The Customer PTD Reset utility allows
you to reset period-to-date sales information for all your customer records. The
Frequent Dining Point Reset utility allows you to reset frequent diner point totals for
all of the customers enrolled in one or more frequent dining plans. Together, these
utilities can help you manage your customer records.

Customer PTD Reset

By using the Customer Period-to-Date Reset utility, you can clear the Period-to-Date
sales totals on the Sales tab of the Customer Record Maintenance window. After
you reset it, the program will add the PTD sales totals from that point on. This utility
will reset all of your customer records simultaneously. It will not clear any of the
other sales information.
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Frequent Dining Point Reset

The Frequent Dining Point Reset utility allows you to reset the frequent diner point
totals and credit totals for all of the customers associated with one or more frequent
dining plans.

2% Frequent Dining Point Reset

Select FD Plan
Available:  Include Exclude

MODE.......ocrr * Exclude
ey .|
Homs. Fian » |

|
_ ;I << I

Reset Cancel |

The Frequent Dining Point Reset window features a filter that allows you to include
or exclude specific frequent dining plans. You can set the program to include or
exclude frequent dining plans by adding plans to the Include/Exclude list. To
move an item from the Available list to the Include/Exclude list, select that item
and click > | To move an item from the Include/Exclude box to the
Available list, select the item and click _‘l To move all items from the
Available list to the Include/Exclude box, click Ll To move all items in the

Include/Exclude box to the Available list, click |

You can set the program to either include or exclude the frequent dining plans in the
Include/Exclude list by clicking Include or Exclude. If you click Include, the
program will only include frequent dining plans in the Include/Exclude list. If you
click Exclude, the program will exclude all items associated with the frequent
dining plans in the Include/Exclude list.

Customer Import

The Customer Import utility allows you to import frequent diner customer records
exported from the Digital Dining for DOS data files into the Digital Dining for
Windows data files. Before importing customer records from the Digital Dining for
DOS data files, your dealer must first export the customer records from the Digital
Dining for DOS data files into a file named CusFil.exp and then modify the file in
Microsoft Visual FoxPro into a file named FDCusImp.dbf.

After your dealer creates the FDCusImp.dbf file, you can import the data from that
file to the active data files by using the Customer Import utility. To run the Customer
Import utility, run the Digital Dining for Windows Frequent Diner/Delivery
program, click the Customers menu, point to Customer Utilities, and click
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Customer Import. The program will import any customer records it finds in the
FDCusImp.dbf file. It will add the new records to the customer records that already
exist (if any) in the data files.

112 o Digital Dining Frequent Diner/Delivery User’s Guide



Reports Menu

Reports Menu

Overview

The Reports menu includes five report maintenance windows:
Customer Reports (both)

Complaints Reports (both)

Frequent Dining Plan Reports (Frequent Diner only)

Menu Item Sales Reports (both)

No Sale Reports (both)

v Vv Vv Vv Vv

Using them, you can create reports for a variety of purposes, such as collecting
information on specific groups of customers, printing mailing labels for specific
groups of customers, printing lists of customer complaints, or examining sales trends
of specific customers and/or menu items.

We will first discuss some features that are common to all the reports in the Frequent
Diner/Delivery program. We will then discuss the individual reports and how to
define them.

Using Reports

Every report in the Reports menu has two windows: a Reports window and a
Report Maintenance window. Most of the seven Reports windows are identical, but
their Report Maintenance windows are quite different. You will create and define
your reports in the Report Maintenance windows.

Reports Windows

You can preview and print a report from its Reports window, and you can preview
all of your reports of a particular type from the Reports window of that particular
type. For instance, you can preview or print any of your Customer Reports from the
Customer Reports window.
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Click Define to access the Report Maintenance window for this particular report,
where you can create new report definitions or edit existing report definitions. Click
Print to generate either a preview or a printed copy of the report, or click EXit to
close the Report window.

Report |Euslumel Sales by Plan j T
Preview
L. -
- I ast Quarter J B =
Range list Pawe | [0770172000 [2]+ [0373072000 5] ] ]
~~— Print area

Report list

This list displays all of the reports you have created for that particular group (for
example, the Report list of the Customer Reports window will list all of your
different receipts reports). You can select the one you wish to view, print, or edit.

Range list

This list features a variety of general time periods, such as any day of the week, any
month of the year, the preceding pay period, and so on. If you wish to set an irregular
date range, you can click Custom and then type the specific date range in the Date
Range boxes.

Date Range boxes

If you wish to view a report with a specific date range, you can type the dates in the
two Date Range boxes or select them from the calendar boxes. For example, if you
wish to view a Customer Report for the months of June, July, and August, you would
type “06/01/00” in the first box and “08/31/00” in the second box. Click = to select
a date from each calendar box.

Print area

In the Print area, you can set the program to print your report or preview a report
before printing. You can preview a report by clicking the Preview option and then
clicking the Print command. The program will display a preview of the report,
which you can then print or save (that is, export as a file). You can print your report
without previewing it by clicking the Print option and then clicking the Print
command.
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¥ Customer Reports [x]

Repoit |Cuslumer Sales by Plan ﬂ

ITII': Quarter d |

hate  [1070172000 [&]~] [27z772000 [l |

Define
¥ Customer Reports [ x]
Report |Cuglnmer Sales by Plan j
| Preview
ITIis Quarter _'J 3 |
| Print o 1 ]
g:‘ﬁ“ 1070172000 (2 ~| [1272772000 [ ~] |

Define

If you click the Preview option and then
click the Print command, the program
will display a preview of the report.

If you click the Print option and then
click the Print command, the program
will print the report.

Report Maintenance Windows

Every type of report (such as a Customer Report) also has a Report Maintenance
window. You can define (that is, create) new reports from the Reports Maintenance
window. In a Report Maintenance window, you decide the format of a new report.
You also decide which records to include or exclude from the report and how to
organize the information. You must define all of your reports of a particular type
from the Reports Maintenance window of that particular type. For instance, you must
define all of your Customer Reports in the Customer Report Maintenance window.

% Customer Report Maintenance !El
(£ | Hew [ 0 | (Vi | 290 |
|Customer Sales by Plan j Repoit Name |Custnmer Sales by Plan

1-Main T'Z-FD FIans'T J-Interests T‘j_-ZIP Cudu‘f 5-Zones rﬁ-ﬂccasiunsr 0-Memo
Report Format ISaIex Summary *| Curr Purchases | 10 To | 9999
Grouping IF‘raqusn! Dines Plar »| Total Purchases | 0 To I 9999
Hheir Nom —1 CumentValue | 0.00 To | 99999.99

Total Yalue | 0.00 To | 99999.99
Sorting ILasI Name -

Available Points | 0.00 To [ 9999.00
Optional Input |None _:] Total Points I 0.00 To I 9999.00
Default Range IThix Quarter *| Curr Complaints I 0 To I 9999
Primary Interest Only r Total Complaints I 0 To I 9999
Save | Reset I Delete I Exit I
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Report Format list

Some of the register reports are available in different formats, each producing a
report with different information and/or arrangement. Different reports feature
different kinds of formats, so you should review the formats specific to the report
you define.

Grouping list

You can control how the program organizes the information in a report by selecting a
grouping option from the Grouping list (or Group By 1 list). The program will list
each group alphabetically and list all the items in that group together. For instance, if
you are defining a customer report and you select a grouping of Frequent Diner
Plan, the report will alphabetically list all the customers enrolled in the first frequent
dining plan together. After that group, the program will list all of the customers in
the next frequent dining plan:

Frequent Dining Plan A
Customer A

Customer D

Frequent Dining Plan B
Customer B

Customer C

Subgrouping list

Some of the Report Maintenance windows feature a Subgrouping list (or Group
By 2 list), allowing you to group records by a second level. You can use the
Subgrouping list to group the data in a report by a second level. This list allows
you to create subgroups of items within groups. For instance, if you are defining a
customer report and you select a grouping of Frequent Diner Plan and a
subgrouping of Special Interest, the report will group all the customers enrolled in
the same frequent dining plan together and then list those customers in subgroups by
special interest:
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Frequent Dining Plan A
Special Interest A
Customer A
Customer D
Special Interest B
Customer B

Customer C

Frequent Dining Plan B
Special Interest A
Customer E
Customer G
Special Interest B
Customer F

Customer H

If you set the Grouping list to None, the Subgrouping list will not appear.

Sorting list

You can also control how the program organizes the information in a report by
selecting a sorting option from the Sorting list. The program will sort records in
alphabetical and/or numerical order by whatever item you select in the sorting list.
For instance, you can create a customer report and select Last Name in the
Sorting list. When the program prints the report, it will list customer records in
alphabetical order by last name.

Optional Input list

If you select an optional input, the program will display a filter window for the
selected data each time you print or preview this report at the Reports window. For
instance, if you were defining a customer report, you could select an optional input
of Frequent Diner Plan. The next time you print this customer report at the
Customer Reports window, a filter window will open, allowing you to include or
exclude customers from particular frequent dining plans.
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Exclude Include
None IS »
lsﬂieli:l’rFD Plan S
Elﬂgls.;l;dwich [ £
amily Plan > o
Reset (114 I
Default Range list

If you select a default range from this list, this default range will appear in the
Range list of the Report window. For instance, you could define a customer report
and select a default range of This Quarter. From then on, whenever you open the
Customer Records window and select that report, the Range list will default to This
Quarter. You can still select a new range, if necessary.

Report Preview

You can preview any report by opening its Report window, selecting the report in the
Report list, clicking Preview, and then clicking Print. In the preview window, you
can choose to print or export (that is, save) the report. You can also choose to
enclose the report in an email message.

Report Preview Window

What can you expect to see in the preview report window? In the upper left hand
corner, you will see the date and time you previewed the report and the name of the
current operator; in the upper right hand corner, you will see the current page; in the
middle of the page under the report’s title, you will see the Sorting option (for
example, “Frequent Dining Plan” or “Special Interest”) that you chose for this report.
Below this, is the actual report, which gathers the information based on the definition
you have created.

Report Preview Toolbar

When you click Preview, the program displays the report with a Print Preview
toolbar. The Print Preview toolbar allows you to manipulate the report: you can view
different pages, print, export, or enlarge the details of the report.
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Export to File or
Mail Report ﬁa&

Page of Page area ——
\ \l’
Number of Records

Goto First Page \ \
i T, |
Go to Previous Page \b\ \ \ /—Zoom box /" of Total Records
\ /
\<I\1 1of 1+ » | I-I| u| & & 100% =] Towa302  100% :nzélanz
// ~
.
Go to Next Page /ﬂ/ / ~— Total Number of
/ Records in this Report

{

Goto Last Page |
/

/
Print Report —

When you first open any multipage report, the “Page of Page area” will
display “1 of 1+”. If you move forward one page at a time, this area will
change to “2 of 2+” or “3 of 3+” and so on. You can quickly see how

many pages are in your report by clicking Go to Last Page.

Note

Customer Report Maintenance

Customer Reports allow you to analyze information about your frequent diner and/or
delivery customers in a variety of ways. You can list customer records grouped and
sorted by frequent dining plan, special interest, special occasion, zip code, or
delivery zone. You can also analyze sales of individuals or special groups, collect
addresses and telephone numbers of customers, or print mailing labels to customers.

Customer Report Maintenance Window: Main Tab

In the Main tab, you will determine the format of your new report, as well as decide
how the program will organize and sort your records. The Main tab also allows you
to filter customer records based on accumulated frequent diner points and

complaints.
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1
% Customer Report Maintenance [_ =] x]
[ [ e [ | [ow | 800
|Cuslumel Sales by Plan j Repoit Name |Custumer Sales by Plan

1-Main T'Z-FD FIans'T J-Interests T‘j_-ZIP L'odu‘f 5-Zones ]’_ﬁ-lilccasiuns]’ 0-Memo

Report Format ISaIes Summary ~| Curr Purchases | 10 To | 9999
Grouping IFraquant Diner Plar »| Total Purchases | 0 To I 9999
Subgrouping  [Neme 3] Current Value | 0.00 To | 99999.99

Total Yalue | 0.00 To | 99999.99
Sorting ILaxl Name -

Available Points | 0.00 To | 999900
Optional Input |Nnne LJ Total Points I 0.00 To I 9399 00
Default Range IThis Quarter *| Cuw Complaints I 0 To I 9999
Primary Interest Only r Total Complaints I 0 To I 9999
Save | Reset I Delete I Exit I

Report Format list

You can select one of five different report formats. Each format will produce a report
with different information and/or arrangement:

Report Format Contains

Name and Address | Name, address, and telephone number of each customer
record.

Sales Summary Sales totals of each customer record.

Interest and Special interests and special occasions of each

Occasion customer record.

Mailing Labels Name and mailing address of each customer record,

printed as mailing labels.

Batch Report The name, address, and frequent diner point totals of
each customer record.
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Grouping list

You can control how the program organizes the information in your report by
selecting a grouping option from the Grouping list. The program will list the
customer records alphabetically by the grouping option you select. You can group
your customer records by any of the following criteria:

Frequent Dining
Plan

Click Frequent Dining Plan to group your records by
the frequent dining plans of the customers.

Special Interest

Click Special Interest to group your records by the
special interests of the customers.

Zip Code

Click Zip Code to group your records by the zip codes
of the customers.

Delivery Zone

Click Delivery Zone to group your records by the
delivery zones of the customers.

Day of Week

Click Day of Week to group your records by the days
of the week that the transactions took place. (This option
is only available for reports in the Sales Summary
format.)

Special Occasion

Click Special Occasion to group your records by the
special occasions of the customers.

Label Type list

If you select a report format of Mailing Labels, the Label Type list will appear
instead of the Grouping list. You should select the brand and product number of the

labels you are using.

Subgrouping list

You can group your data to a second level by selecting a subgrouping option from
the Subgrouping list. The Subgrouping list is identical to the Grouping list.
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Sorting list

You can also control how the program organizes the information in a report by
selecting a sorting option from Sorting list. The program will sort records in
alphabetical and/or numerical order by whatever item you select in the Sorting list.
You can sort your customer records by any of the following criteria:

Last Name Click Last Name to sort your report by the last name of
each customer.
Sort Name Click Sort Name to sort your report by the search name

of each customer.

Company Name

Click Company Name to sort your report by the name of
each customer’s company.

Last Purchase
Date

Click Last Purchase Date to sort your report by the last
purchase date of each customer.

PTD Purchases

Click PTD Purchases to sort your report by the
purchases of each customer for the present period-to-date.

PTD Value of Click PTD Value of Purchases to sort your report by

Purchases the value of purchases of each customer for the present
period-to-date.

PTD Points Click PTD Points to sort your report by the frequent diner

points of each customer for the present period-to-date.

PTD Complaints

Click PTD Complaints to sort your report by the number
of complaints of each customer for the present period-to-
date.

Total Purchases

Click Total Purchases to sort your report by the total
purchases of each customer.

Total Value of
Purchases

Click Total Value of Purchases to sort your report by
the total value of purchases of each customer.

Total Points

Click Total Points to sort your report by the total
frequent diner points of each customer.

Total
Complaints

Click Total Complaints to sort your report by the total
number of complaints of each customer.
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Optional Input list

If you select an optional input, the program will display a filter window for the
selected data each time you print this report at the Customer Reports window. You
can select one of the following optional input criteria:

Frequent Dining
Plan

Click Frequent Dining Plans to filter your report by the
frequent dining plan of the customers.

Special Interest

Click Special Interest to filter your report by the special
interests of the customers.

Zip Code

Click Zip Code to filter your report by the zip codes of the
customers.

Delivery Zone

Click Delivery Zone to filter your report by the delivery
zones of the customers.

PTD Purchases

Click PTD Purchases to filter your report by the
purchases of the customers for the present period-to-date.

PTD Value of Click PTD Value of Purchases to filter your report by

Purchases the value of purchases of the customers for the present
period-to-date.

PTD Points Click PTD Points to filter your report by the frequent diner

points of the customers for the present period-to-date.

PTD Complaints

Click PTD Compilaints to filter your report by the number
of complaints of the customers for the present period-to-
date.

Total Purchases

Click Total Purchases to filter your report by the total
purchases of the customers.

Total Value of

Click Total Value of Purchases to filter your report by

Purchases the total value of purchases of the customers.
Total Points Click Total Points to filter your report by the total
frequent diner points of the customers.
Total Click Total Complaints to filter your report by the total
Complaints number of complaints of the customers.
Default Range list

If you select a default range from this list, this default range will appear in the
Range list of the Customer Report window.
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Primary Interest Only check box

The program will use only the primary special interest for sorting and/or grouping
purposes. The program will disregard any non-primary special interests when
printing this report.

Curr Purchases boxes

You can enter a range of current purchases. The program will not include any
records in the report if their current purchases are outside of this range. For instance,
if you set a range from “10” to “20”, then any customer records with current
purchases of less than 10 or greater than 20 will be excluded from the report.

Total Purchases boxes

You can enter a range of total purchases. The program will not include any records
in the report if their total purchases are outside of this range.

Current Value boxes

You can enter a range of current value. The program will not include any records in
the report if their current value are outside of this range.

Total Value boxes

You can enter a range of total value. The program will not include any records in the
report if their total value are outside of this range.

Available Points boxes

You can enter a range of available frequent diner points. The program will not
include any records in the report if their frequent diner points are outside of this
range.

Total Points boxes

You can enter a range of total points. The program will not include any records in the
report if their total points are outside of this range.
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Curr Complaints boxes

You can enter a range of current complaints. The program will not include any
records in the report if their number of current complaints are outside of this range.

Total Complaints boxes

You can enter a range of total purchases. The program will not include any records
in the report if their number of total purchases are outside of this range.

Customer Report Maintenance Window: FD Plans Tab

The FD Plans tab features a filter that allows you to include or exclude customers
associated with specific frequent dining plans. The program will only print
customers associated with frequent dining plans in the Include list and will not print
any customers associated with frequent dining plans in the Exclude list.

Customer Report Maintenance Window: Interests Tab

The Interests tab features a filter that allows you to include or exclude customers
associated with specific special interests. The program will only print customers
associated with special interests in the Include list and will not print any customers
associated with special interests in the Exclude list. If you have associated any
customers with special interests in both the Include list and Exclude list, the
program will include them in the report.

Customer Report Maintenance Window: Zip Codes Tab

The Zip Code tab features a filter that allows you to include or exclude customers
living in specific zip codes. The program will only print customers living in zip
codes in the Include list and will not print any customers living in zip codes in the
Exclude list.

If you wish to include customer records with any zip code, you can select the
Include Any check box. The report will include customers living in any zip code,
even if they appear in the Exclude list.
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Customer Report Maintenance Window: Zones Tab

The Zones tab features a filter that allows you to include or exclude customers
living in specific delivery zones. The program will only print customers living in
delivery zones in the Include list and will not print any customers living in delivery
zones in the Exclude list.

Customer Report Maintenance Window: Occasions Tab

The Occasions tab features a filter that allows you to include or exclude customers
associated with specific special occasions. The program will only print customers
associated with special occasions in the Include list and will not print any customers
associated with special occasions in the Exclude list. If you have associated any
customers with special occasions in both the Include list and Exclude list, the
program will include them in the report.

=% Customer Report Maintenance !El
B [viow | 04
|Customer Sales by Plan j Report Name |Custnmer Sales by Plan
1-Main I"Z-FD FIuns'T 'ﬁ-lntarultl'Ti-ZlP CuduT 5-Zones T_ﬁ-l:lccaaiunsl 0-Memo
Exclude Include
» | None
Spouse's Birthday
> | Son's Bithday
Daughter's Birthday
Wedding Anniversary
A I Member's Birthday
— | MEMBER ANNIVERSA
Pl e e e R
{* Anniversary
June =1 | 10 TO Aug |31 | 20
Save | Reset I Delete I

You can filter your report further by clicking the Use Dates check box and then
entering a date range in the Date Range lists. You can use the Date Range boxes
to filter your report by year or by anniversary.

If you select Year, the two sets of Date Range lists will each include a Year list.
You can select an appropriate date, month, and year for your starting and ending date
range. For example, if you wish to view a report of customer records with special
occasions in the months of June, July, and August (that is, from June 1*, 2000 to
August 31*, 2000), you would enter “June”, “01”, and “2000” in the first set of
boxes and “August”, “31”, and “2000” in the second set of lists. The report will then
include only customer records with special occasions with dates that fall within that
three-month period.

126 o Digital Dining Frequent Diner/Delivery User’s Guide



Reports Menu

If you select Year .../ .

¥ Use Dates + Year
" Anniversary

June =1 =]z000 =] 0 Aug =|31 =]2000 ]

— e
— o

T
... the Year lists will appear. —~

If you select Anniversary, the two sets of Date Range lists will each include an
Anniversary Age box. You can select an appropriate date and month for your
starting and ending date range, but you can also enter the anniversary age in the
starting and ending Anniversary Age boxes. For example, if you wish to view a
report of customer records with special occasions in the months of June, July, and
August (that is, from June 1* to August 31*), but only special occasions that are 10
to 20 years old, you would enter “June”, “01”, and “10” in the first set of boxes and
“August”, “31”, and “20” in the second set of boxes. The report will then include
only customer records with special occasions whose 10™ to 20™ anniversary fall
within June 1* and August 31%.

If you select Anniversary ... .
\
¥ Use Dates  Year
= Anniversary
June =1 =] 10 T0 Aug Tln = 20
-Rk“a T -

— i
—

... then the Anniversary Age
boxes will appear.

Customer Report Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Customer Report Examples

You can use Customer Reports to analyze frequent dining/delivery sales figures and
generate mass or marketing mailings based on points, interests, or occasions. Digital
Dining provides six different report formats for this report. You can customize how
and what reports show by defining reports (for more information, see “Customer
Report Maintenance Window: Main Tab” on page 119).
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Customer Report: Name and Address Format

You can change the report format by using the Report Format list on the Main tab
of the Customer Report Maintenance Window. The Name and Address format of
the Customer Report allows you to generate a report that lists the name and address
of each frequent dining/delivery customer.

DD CAFE

Date 214103 15:41:09 Page 1
Operator: Wizard

Customer List by Plan
Last Purchase Date Range: 01/01/2002 to 02/04/2003
Sorted By: Last Name Grouped By: Frequent Diner Plan
Filtered By: Total Purchase Count, Total Purchase Value, Total Points Value

Gold
2345
GoldTotal

Silver
7777
Building 1
aaaa
SilverTotal
Grand Total

Member No. Name Company Street /Building City State Zip Code Phone Number
Family

123 Ms. Judy Andersen Menusoft Systems 916 Clopper Road, Apt B-2 Rockville Md 20878 (703) 912-3000x
Hall 16, Room 101

FamilyTotal 1

Free Sandwich

5555 Mr. Ric Beccari Menusoft 7370 Steel Mill Dr Springfield Md 23508-1234  (703) 912-3000x
4444 Pres Graham Granger Menusoft 7370 Steel Mill Dr Springfield Md 22150 (703) 912-3000x

Building 16, Room 101
Free SandwichTotal 2

Mr. John Farmer Acme Sales 3703 Ridge Road Columbia Mo 65203 (703) 912-3000x
1

New FD PlanTotal 1

Mr. Rob Miller Menusoft Systems 916 Clopper Road, B-2 Gaithersburg  Md 20878 (703) 912-3000x
Mr. Wayne Rodgers Menusoft Corporation 7500 Steel Mill Dr Springfield Md 20215 (703) 912-3000x
2

7

*** End of Report ***

You can customize how and what reports show by defining reports (for more
information, see “Customer Report Maintenance Window: Main Tab” on page 119).

Customer Report: Sales Summary Format

You can change the report format by using the Report Format list on the Main tab
of the Customer Report Maintenance Window. The Sales Summary format of the
Customer Report allows you to generate a report that summarizes the purchasing
history of each frequent dining/delivery customer.
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DD CAFE

Date 2/4/03 15:42:10 Page 1
Operator: Wizard

Customer List by Plan
Last Purchase Date Range: 01/01/2002 to 02/04/2003
Sorted By: Last Name Grouped By: Frequent Diner Plan
Filtered By: Total Purchase Count, Total Purchase Value, Total Points Value

Purchases Sales Value tems Count Credit Points Complaints

Member No. Name Last PTD Total PTD Total PTD Total Current Total Curmrent Total Last PTD Total
Family

3456 Ms. Julie Wison 12/20/02 0 5 .00 3B6.25 0 44 3613 36.13 3B6.25 386.25 12/30/99 0 0
FamilyTotals: o 10 .00 772,50 ] 88 7226 7226  772.50 772.50 0 ]
Gold

2345 Mr. John Farmer 12/20/02 0 302 00 12B58.56 0 2186 14800 98.00 B.00 1844.0 12/30/99 0 4

9012 Ms. Lynn Mcintosh 2711102 0 5 00 296.84 0 39 1700 37.00 00 37.00 12/30/99 0 0
GoldTotals: 0 614 00 26310.80 0 4450 33200  270.00 16.00 3762.0 0 8
New FD Plan

FIXTINY] Jji J BITI02 [T 00 168188 0 236 2087 1167.40 00 860.70 12/30/99 0 3

NC39 John H Johnson 1122103 0 1 00 33.50 0 2 00 00 00 00 12130099 0 0

7B7532588522365 Tony Jones 311702 0 1 00 18.95 0 2 00 .00 00 .00 12/30/99 0 0

NC38 L 112102 0 1 00 27.50 0 2 00 00 0 00 12130099 0 0
New FD PlanTotals: 0 194 .00 3543.86 0 484 4074 2334.80 00 1721.4 0 &
Silver

7777 Mr. Rab Miller 11714102 0 94 00 170570 0 235 2370 1214.70 00 907.70 12/30/99 0 3

3333 Mr. Wayne Rodgers 11/14/02 0 126 00 5308.00 0 584 219.00  2570.00 28.00 2305.0 2/10/03 0 3

NC13TOM SMITH Bob Thomas 2711102 0 7 00 183.25 0 30 2028 73.30 00 73.30 12/30/99 0 0

4567 Ms. Anne Wikler 3/8/02 0 14 .00 462.20 0 69 00 18.00 00 18.00 12/30/99 0 0
SilverTotals: 0 482 00 15338.30 0 1856 52598 775200 56.00 6608.0 0 12

Grand Totals: 0 2600 00 91930.92 0 13756 194196 20856.12  1689.00 25727, [ -1

/y

You can customize how and what reports show by defining reports (for more
information, see “Customer Report Maintenance Window: Main Tab” on page 119).

Customer Report: Interest and Occasion Format

You can change the report format by using the Report Format list on the Main tab
of the Customer Report Maintenance Window. The Interest and Occasion format
of the Customer Report allows you to generate a report that lists each interest and
occasion for each frequent dining/delivery customer.
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DD CAFE

Date 2/4/03 15:42:56 Page 1
Operator: Wizard Customer List by Plan
Last Purchase Date Range: 01/01/2002 to 02/04/2003
Sorted By: Last Name Grouped By: Frequent Diner Plan
Filtered By: Total Purchase Count, Total Purchase Value, Total Points Value
Customer No. Customer Plan Occassions Name Date Years
Family
123 Ms. Judy Andersen Family None None 11197 6
Wedding Anniversary Rob 9/24/34 8
Spouse’s Birthday Rob 5/16/66 36
None None 11787 6
Member's Birthday None 12/27164 38
lone None 11787 6
Spouse’s Birthday Rob 5/16/66 36
None None 11787 6
FamilyTotal 1
Free Sandwich
4444 Pres Graham Granger Free Sandwich Wedding Anniversary Tia Leone 10424792 10
Nona MNona 12/30/99 103
Mone 12/30/99
MNone 12/30/99
Mone 12/30/88
Member's Birthday None 1/30/00
Wedding Anniversary Tia Leone 10/24/92 10
Nene Mone 12/30/99 103
5555 Mr. Ric Beccari Free Sandwich Nona Mone 12/30099 103
Mone 12/30/99

Free SandwichTotal
Grand Total

2
7

*** End of Report ***

You can customize how and what reports show by defining reports (for more
information, see “Customer Report Maintenance Window: Main Tab” on page 119).

Customer Report: Mailing Labels Format

You can change the report format by using the Report Format list on the Main tab
of the Customer Report Maintenance Window. The Mailing Labels format of the
Customer Report allows you to generate a report that allows you to print the name

and address of each frequent dining/delivery customer on mailing label sheets.

Ms. Judy Andersen

916 Clopper Road, Apt B-2
Hall 16, Room 101
Rockville, MD 20878

Mr. Wayne Rodgers
7500 Steel Mill Dr
Springfield, VA 22015

Mr. Paul Speckman
456 Main St
New York, MD 11221

Ms. Julie Wilson

1471 E. Broadway St.

Columbia, MO 65203

Mr. John Farmer
3703 Ridge Road
Columbia, MO 65203

Ms. Anne Wilder
1758 Iris Drive
Columbia, MD 65201

You can customize how and what reports show by defining reports (for more

information, see “Customer Report Maintenance Window: Main Tab” on page 119).
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Customer Report: Batch Report Format

You can change the report format by using the Report Format list on the Main tab
of the Customer Report Maintenance Window. The Batch Report format of the
Customer Report allows you to generate a report that lists purchase history of each
frequent dining/delivery customer who is associated with a plan that has Batch
(Back Office) selected from the Print Mode list on the Main tab of the Frequent
Dining Plan Maintenance window.

DD CAFE
Date 2M0/03 11:33:35

Page 1
Operator: Wizard

Customer List by Plan
Last Purchase Date Range: 01/01/2002 to 02/04/2003
Sorted By: Last Name Grouped By: Frequent Diner Plan
Filtered By: Total Purchase Count, Total Purchase Value, Total Points Value
Required Accum. Exp.

Member No. Last Name First Name Building Street Address City State Zip Plan Reward Points Points Date
Family

123 Andersen  Judy Hall 16, Room 101 916 Clopper Road, Apt B-2 Rockville Md 20878 Family Menusoft Bucks 1.00 550 5/11/03
FamilyReward 1

** End of Report **

You can customize how and what reports show by defining reports (for more
information, see “Customer Report Maintenance Window: Main Tab” on page 119).

Customer Report: Contact List Format

You can change the report format by using the Report Format list on the Main tab
of the Customer Report Maintenance Window. The Contact List format of the
Customer Report allows you to generate a report that lists the contact information for
each frequent dining/delivery customer.
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DD CAFE

Date:2/4/03  15:45:06 Page 1
Operator: Wizard

Customer List by Plan
Last Purchase Date Range: 01/01/2002 to 02/04/2003
Sorted By: Last Name Grouped By: Frequent Diner Plan
Filtered By: Total Purchase Count, Total Purchase Value, Total Points Value

Member No. Name Company Phone Number Fax/ Altemate  E-Mail / Web Address
Family
123 Ms. Judy Andersen Menusoft Systems (703) 912-3000 -
FamilyTotal 1
Free Sandwich
5555 Mr. Ric Beccari Menusoft (703) 912-3000 -
4444 Pres Graham Granger Menusoft (703) 912-3000
Free SandwichTotal 2
Gold
2345 Mr. John Farmer Acme Sales (703) 912-3000 -
GoldTotal
New FD Plan
NNNNNNN) Jjji J () 222-2222 -
New FD PlanTotal 1
Silver
7777 Mr. Rob Miller Menusoft Systems (703) 912-3000 -
3333 Mr. Wayne Rodgers Menusoft Corporation (703) 912-3000
SilverTotal 2
Grand Total 7

***End of Report ***

You can customize how and what reports show by defining reports (for more
information, see “Customer Report Maintenance Window: Main Tab” on page 119).

Complaints Report Maintenance

Complaints Reports allow you to analyze your customers’ complaints in a variety of
ways. You can create detailed lists of complaints or lists of customers who have
made complaints, with their contact information.

Complaints Report Maintenance Window: Main Tab

In the Main tab, you determine the format of your new report, as well as decide how
the program organizes and sorts your records. The Main tab also allows you to filter
customer records based on accumulated frequent diner points and complaints.
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mplaints Report Maintenance

End [ Hon [ 0| [iow [ 88 |
ICompIaints by Profit Cent(j Report Name ICumpIaints by Profit Center
r F-Complaint T 8-Day T O-Memo ]
1-Main | “ZProfitCnt= | =3FD Plan= | 4lnterest | *5ZIP Code” | 6Zone ||
Report Format ICumpIainl Audit *| PTD Purchases I 0 To I 9999
Group By 1 IPmlil Center ¥ | Total Purchases I 0To I 9999
Group By 2 INnne ~| PTD Value | 0.00 To | 99999.99
Sort By [Mone ~| Total Value | 0.00 To | 99999.99
Optional Input INune ~| PTD Points | 000 To |  9999.00
Default Range IPelind ToDate | Total Points | 0.00 To |  9999.00
PTD Complaints | 0 To | 9399
Staff ID | 1 To [ 9999 Total Complaints | 0To | 9999 | | |
Save I Reszet I Delete I
Report Format list

You can select one of three different report formats. Each format will produce a
report with different information or arrangement:

Report Format

Contains

Name and Address

A list of customers who have made one or more
complaints within the date range, with addresses.

Complaint Audit

A list of complaints made within the date range,
including details.

Complaint Summary

A total of all the complaints made within the date
range.
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Group By 1 list

You can control how

the program organizes the information in your report by

selecting a grouping option from the Group By 1 list. The program will list the data
alphabetically by the grouping option you select. You can group your data by any of

the following criteria:

Profit Center

Click Profit Center to group your data by the profit centers
within which the customers made the complaints.

Frequent Dining
Plan

Click Frequent Dining Plan to group your data by the
frequent dining plans of the customers.

Special Interest

Click Special Interest to group your data by the special
interests of the customers.

Zip Code

Click Zip Code to group your data by the zip codes of the
customers.

Delivery Zone

Click Delivery Zone to group your data by the delivery
zones of the customers.

Day of Week Click Day of Week to group your data by the days of the
week that the customers made the complaints.

Customer Click Customer to group your data by each customer.

Staff Click Staff to group your data by the ID numbers of the staff

members who took the complaints from the customers.

Complaint Type

Click Complaint Type to group your data by the each
complaint reason.

Group By 2 list

You can group your data to a second level by selecting a subgrouping option from

the Group By 2 list.
Grouping list.

The Group By 2 list includes the same options as the

Sort By list

You can also control

how the program organizes the information in a report by

selecting a sorting option from the Sort By list. The program will sort records in
alphabetical and/or numerical order by whatever item you select in the sorting list.
You can sort your data by any of the following criteria:
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Last Name Click Last Name to organize your report by the last name
of each customer.
Sort Name Click Sort Name to organize your report by the search

name of each customer.

Company Name

Click Company Name to organize your report by the
name of each customer’s company.

Last Purchase
Date

Click Last Purchase Date to organize your report by the
last purchase date of each customer.

PTD Purchases

Click PTD Purchases to organize your report by the
purchases of each customer for the present period-to-date.

PTD Value of Click PTD Value of Purchases to organize your report

Purchases by the value of purchases of each customer for the present
period-to-date.

PTD Points Click PTD Points to organize your report by the frequent

diner points of each customer for the present period-to-
date.

PTD Complaints

Click PTD Complaints to organize your report by the
number of complaints of each customer for the present
period-to-date.

Total Purchases

Click Total Purchases to organize your report by the
total purchases of each customer.

Total Value of

Click Total Value of Purchases to organize your report

Purchases by the total value of purchases of each customer.

Total Points Click Total Points to organize your report by the total
frequent diner points of each customer.

Total Click Total Complaints to organize your report by the

Complaints total number of complaints of each customer.

Complaint Time

Click Complaint Time to organize your report by the
time that each complaint was made.

Complaint
Date/Time

Click Complaint Date/Time to organize your report by
the date and time that each complaint was made.

Complaint Type

Click Complaint Type to organize your report by each
complaint reason.
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Optional Input list

If you select an optional input, the program will display a filter for the selected data
each time you print this report in the future. You can select one of the following
optional input criteria:

Profit Center

Click Profit Center to filter your report by the profit centers
within which the customers made the complaints.

Frequent Dining
Plan

Click Frequent Dining Plans to filter your report by the
frequent dining plan of the customers.

Special Interest

Click Special Interest to filter your report by the special
interests of the customers.

Zip Code

Click Zip Code to filter your report by the zip codes of the
customers.

Delivery Zone

Click Delivery Zone to filter your report by the delivery
zones of the customers.

Day of Week Click Day of Week to filter your report by the days of the
week that the customers made the complaint.
Staff ID Click Staff ID to filter your report by the ID numbers of the

staff members who took the complaints from the customers.

PTD Purchases

Click PTD Purchases to filter your report by the purchases
of the customers for the present period-to-date.

PTD Value of Click PTD Value of Purchases to filter your report by the

Purchases value of purchases of the customers for the present period-to-
date.

PTD Points Click PTD Points to filter your report by the frequent diner

points of the customers for the present period-to-date.

PTD Complaints

Click PTD Compilaints to filter your report by the number of
complaints of the customers for the present period-to-date.

Total Purchases

Click Total Purchases to filter your report by the total
purchases of the customers.

Total Value of
Purchases

Click Total Value of Purchases to filter your report by the
total value of purchases of the customers.

Total Points

Click Total Points to filter your report by the total frequent
diner points of the customers.

Total
Complaints

Click Total Complaints to filter your report by the total
number of complaints of the customers.
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Default Range list

If you select a date range from this list, this default range will appear in the Range
list of the Complaints Reports window.

Staff ID boxes

You can enter a range of staff ID numbers. The report will only include complaints
made to staff members whose ID number are within this range.

PTD Purchases boxes

You can enter a range of current purchases. The report will only include complaint
information from customers whose period-to-date purchases are within this range.

Total Purchases boxes

You can enter a range of total purchases. The report will only include complaint
information from customers whose total purchases are within this range.

PTD Value boxes

You can enter a range of current value. The report will only include complaint
information from customers whose period-to-date value of purchases are within this
range.

Total Value boxes

You can enter a range of total value. The report will only include complaint
information from customers whose total value of purchases are within this range.

PTD Points boxes

You can enter a range of period-to-date frequent diner points. The report will only
include complaint information from customers whose period-to-date frequent diner
points are within this range.
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Total Points boxes

You can enter a range of total frequent diner points. The report will only include
complaint information from customers whose total frequent diner points are within
this range.

PTD Complaints boxes

You can enter a range of current complaints. The report will only include complaint
information from customers whose period-to-date complaints are within this range.

Total Complaints boxes

You can enter a range of total complaints. The report will only include complaint
information from customers whose total complaints are within this range.

Complaints Report Maintenance Window: Profit Cnt Tab

The Profit Cnt (profit center) tab features a filter that allows you to include or
exclude complaints associated with specific profit centers. The program will only
print complaints associated with profit centers in the Include list and will not print
any complaints associated with profit centers in the Exclude list.

Complaints Report Maintenance Window: FD Plan Tab

The FD Plan tab features a filter that allows you to include or exclude complaints
associated with customers enrolled in specific frequent dining plans. The program
will only print complaints associated with customers enrolled in frequent dining
plans in the Include list and will not print any complaints associated with customers
enrolled in frequent dining plans in the Exclude list.

Complaints Report Maintenance Window: Interest Tab

The Interest tab features a filter that allows you to include or exclude complaints
from customers with specific special interests. The program will only print
complaints from customers with special interests in the Include list and will not
print any complaints from customers with special interests in the Exclude list. The
report will include any complaints from customers with special interests in both the
Include list and Exclude list.
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Complaints Report Maintenance Window: Zip Code Tab

The Zip Code tab features a filter that allows you to include or exclude complaints
associated with customers living in specific zip codes. The program will only print
complaints associated with customers living in zip codes in the Include list and will
not print any complaints associated with customers living in zip codes in the
Exclude list.

If you wish to include complaints from customers with any zip code, you can select
All Zip Codes. The program will include complaints from customers with any zip
code in the report, even if they appear in the Exclude list.

Complaints Report Maintenance Window: Zone Tab

The Zone tab features a filter that allows you to include or exclude complaints from
customers living in specific delivery zones. The program will only print complaints
from customers living in delivery zones in the Include list and will not print any
complaints from customers living in delivery zones in the Exclude list.

Complaints Report Maintenance Window: Complaint Tab

The Complaint tab features a filter that allows you to include or exclude specific
complaints. The program will only print complaints from the Include list and will
not print any complaints from the Exclude list.

Complaints Report Maintenance Window: Day Tab

The Day tab features a filter that allows you to include or exclude complaints made
by customers on specific days of the week. The program will only print complaints
made on days of the week in the Include list and will not print any complaints made
on days of the week in the Exclude list.

Complaints Report Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.
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You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Complaints Report Examples

You can use Complaints Reports to analyze complaints your frequent dining/delivery
customers have submitted. You can use this information to redesign frequent dining
programs, assess staff training needs (both front and back of the house), or gauge
frequent dining/delivery customer satisfaction. Digital Dining provides three
different report formats for this report. You can customize how and what reports
show by defining reports (for more information, see “Complaints Report
Maintenance Window: Main Tab” on page 132).

Complaints Report: Name and Address Format

You can change the report format by using the Report Format list on the Main tab
of the Complaints Report Maintenance Window. The Name and Address format
of the Complaints Report allows you to generate a report that lists the name and
address of each frequent dining/delivery customer who submitted a complaint for the
date range or period you provide.
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You can customize how and what reports show by defining reports (for more

DD CAFE
Date 2/13/03 17:30:56 Page 1
Operator: Wizard
Complaints
Name And Address
Sorted By: Last Name Grouped By: Customer
Filtered By: Staff ID

Member No. Name Building Street City ST Zip Code Phone Number Complaint Type  Complaint Detail
Anders

123 Ms. Judy Andersen Hall 16, Room 1 916 Clopper Road, Apt B-2  Rockville Md 20878 (703)912-3000- Overcoocked Food  Steak Tough

123 Ms. Judy Andersen Hall 16, Room 1 916 Clopper Road, Apt B-2  Rockville Md 20878 (703)912-3000- Waited too long
Anders Total 1
Speek

1234 Mr. Paul Speckman 456 Main St New York  Md 11221 (703)912-3000- Overcoocked Food  Steak Tough

1234 Mr. Paul Speckman 456 Main St. New York  Md 11221 (703)912-3000- Owercooked Food

1234 Mr. Paul Speckman 456 Main St. New York Md 11221 (703)912-3000- Poor Service Waited 45
Minutes

1234 Mr. Paul Speckman 456 Main St New York  Md 11221 (703)912-3000- Poor Service
Speck Total 1
Rodger

3333 Mr. Wayne Rodgers 7500 Steel Mill Dr Springfield  Md 20215 (703)912-3000- Owercooked Food

3333 Mr. Wayne Rodgers 7500 Steel Mill Dr Springfield Md 20215 (703)812-3000- Waited too long

3333 Mr. Wayne Rodgers 7500 Steel Mill Dr Springfield  Md 20215 (703)912-3000- Waited too long
Rodger Total 1
Grange

4444 Pres Graham Granger Building 16, Ro 7370 Steel Mill Dr Springfield Md 22150 (703)812-3000- Overcocked Food  Dry Meat

4444 Pres Graham Granger Building 16, Ro 7370 Steel Mill Dr Springfield Md 22150 (703)912-3000- Owercooked Food  Pizza Was Cold

4444 Pres Graham Granger Building 16, Ro 7370 Steel Mill Dr Springfield  Md 22150 (703)912-3000- Waited too long 60 Min Wait
Grange Total 1
Farmer

2345 Mr. John Farmer 3703 Ridge Road Columbia Mo 65203 (703)912-3000- Poor Service Waited Too Long

2345 Mr. John Farmer 3703 Ridge Road Columbia Mo 65203 (703)912-3000- Owvercooked Food

2345 Mr. John Farmer 3703 Ridge Road Columbia Mo 65203 (703)812-3000- Overcocked Food  Steak Tough

2345 Mr. John Farmer 3703 Ridge Road Columbia Mo 65203 (703)812-3000- Overcocked Food  Steak Tough
Farmer Total 1
Grand Total 5

*** End of Report ™

information, see “Complaints Report Maintenance Window: Main Tab” on page

132).
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Complaints Report: Complaint Audit Format

You can change the report format by using the Report Format list on the Main tab
of the Complaints Report Maintenance Window. The Complaint Audit format of

the Complaints Report allows you to generate a report that lists each complaint that a

frequent dining/delivery customer submitted for the date range or period you
provide.

Date
Operator: Wizard

2/13/03 17:31:36

DD CAFE

Complaints
Audit

Sorted By: Last Name Grouped By: Customer

Filtered By: Staff ID

Page 1

Complaint Type Complaint Detail Customer FD Plan Zone Staff POS Profit Center Check No Date  Time
Anders
Overcooked Food  Steak Tough Ms. Judy Andersen Silver Zone 3 Kay Main Dining Room  1,472.00 4/2/98 15:43
Waited too long Ms. Judy Andersen Family Zone 3 Rob Main Dining Room  8,854.00 2/10/03 14:34
Anders Total 1
Speck
Overcooked Food — Steak Tough Mr. Paul Speckman Silver None Kay Main Dining Room  2,020.00 7/22/98 10:43
Overcooked Food Mr. Paul Speckman Silver Mone Kay Main Dining Room  3,181.00 6/8/99 16:53
Poar Service Waited 45 Minutes Mr. Paul Speckman Silver None Kay Main Dining Room  3,401.00 10/18/99 16:05
Poor Service Mr. Paul Speckman Silver Mone Rob Main Dining Room  8,855.00 2/10/03 15:38
Speck Total 1
Rodger
Overcooked Food Mr. Wayne Rodgers New FD Plan Zone 2 Kay Main Dining Room  1,462.00 4/2/98 11:36
Waited too long Mr. Wayne Rodgers New FD Plan  Zone 2 Kay Main Dining Room  1,462.00 4/2/98 11:38
Waited too long Mr. Wayne Rodgers Silver Zone 2 Rob Main Dining Room  8,856.00 2/10/03 16:38
Rodger Total 1
Grange
Overcooked Food  Dry Meat Pres Graham Granger Free Sandwich Zone 3 Julie Counter 0.00 2/15/00 13:02
Overcooked Food  Pizza Was Cold Pres Graham Granger Free Sandwich Zone 3 Kay Main Dining Room  4,547.00 9/18/00 10:11
Waited too long 60 Min Wait Pres Graham Granger Free Sandwich Zone 3 Susan Delivery 4,879.00  1/9/01 16:57
Grange Total 1
Farmer
Poor Service Waited Too Long Mr. John Farmer Gold None Kay Main Dining Room  2,030.00 7/22/98 15:28
Overcooked Food Mr. John Farmer Gaold Mone Kay Main Dining Room  2,575.00 11/11/98  14:32
Overcooked Food  Steak Tough Mr. John Farmer Gold None Kay Main Dining Room  4,285.00 7/27/00 12:43
Overcooked Food — Steak Tough Mr. John Farmer Gold Mone Kay Main Dining Room  4,946.00 2/6/01 09:41
Farmer Total 1
Grand Total 5

*** End of Report ***

You can customize how and what reports show by defining reports (for more
information, see “Complaints Report Maintenance Window: Main Tab” on page
132).
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Complaints Report: Complaint Summary Format

You can change the report format by using the Report Format list on the Main tab
of the Complaints Report Maintenance Window. The Complaint Summary format
of the Complaints Report allows you to generate a report that summarizes the
number of complaints from frequent dining/delivery customers based on the
complaint for the date range or period you provide.

DD CAFE
Date 2/13/03 17:32:35 Page 1
Operator: Wizard
Complaints
Summary

Sorted By: Last Name Grouped By: Customer
Filtered By: Staff ID

Anders

Anders Total 1
Speck

Speck Total 1
Rodger

Rodger Total 1
Grange

Grange Total 1
Farmer

Farmer Total 1
Grand Total 5

f **" End of Report ™

You can customize how and what reports show by defining reports (for more
information, see “Complaints Report Maintenance Window: Main Tab” on page
132).
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Menu Item Sales Report Maintenance

Menu Item Sales Reports allow you to analyze information about your specific menu
items. For instance, you can analyze sales of certain items to gauge how well they
are selling. You can also analyze which items specific customers have been ordering.

Menu Item Sales Report Maintenance Window: Main Tab

In the Main tab, you determine the format of your new report, as well as decide how
the program organizes and sorts your menu item records. The Main tab also allows
you to filter the sales information of menu item records based on the staff ID
number, table number and time of the transactions. You can also include or exclude

cash sales and/or zero-priced items.

% Menu Item Sales Report Maintenance !EIE

[_Eind | Neat | e |

(Vw04 |

[Sou | ot |

IIlems By Staff

[

Report Name IItems By Staff

|’ *7-Plans™ T B8-7ones Tg—lnlelesle Z-ZIP* T W-Totals T D-Memo

1-Main T‘g—SaIes Typ'T‘g-Plep TypesT A-Prep Grps T'Q-meit CIIS'T

B-Days

Report Format Iﬁ Cash Sales

Repont Level lm Zero-Priced Items
Grouping Im Staff 1D |1_
Subgrouping lﬁ Table ll]_
Sorting Time W
Optional Input lﬁ Time Interval ll]—

Default Range IIhis Quarter | PLU Number |1l]l]l]

To
To
To

To

Save I

Reset |

Delete I
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Report Format list

You can select one of three different report formats. Each format will produce a
report with different information and/or arrangement:

Report Format Contains

Audit Detailed sales history of each menu item.

Sales Sales totals for individual menu items.

Customer Detailed purchasing history of individual customers.
Report Level list

You can select one of six different report levels. By selecting a report level, you
control how the program will subtotal sales information. For instance, if you define a
sales report with a level of Main Group, the report will include sales totals for each

main group.

Report Level

Contains

Grand Totals

No subtotals.

Menu Items Sales information for each individual menu item.
Sales Type Subtotals for each sales type.
Main Group Subtotals for each main group.

Main Group Type

Subtotals for each main group type.

Audit

No subtotals. Includes details of each transaction,
including time.
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Grouping list

You can control how the program organizes the information in your report by
selecting a grouping option from the Grouping list. The program will list the menu
items alphabetically by the grouping option you select. You can group your items by
any of the following criteria:

Staff Member Click Staff to group your records by the ID numbers of the
staff members who handled the transactions.

Prep Type Click Prep Type to group your records by their prep type.

Profit Center Click Profit Center to group your records by their profit
center.

Weekday Click Weekday to group your records by the days of the

week that the sales took place.

Time Interval

Click Time Interval to group your records by whatever
time interval you have entered in the Time Interval box,
if any.

FD Plan

Click FD Plan to group your records by the frequent
dining plans of the customers.

Primary Interest

Click Primary Interest to group your records by the
primary special interests of the customers.

Zip Code

Click Zip Code to group your records by the zip codes of
the customers.

Delivery Zone

Click Delivery Zone to group your records by the
delivery zones of the customers.

Customer

Click Customer to group your records by each customer.

Subgrouping list

You can group your data to a second level by selecting a subgrouping option from
the Subgrouping list. The Subgrouping list is identical to the Grouping list.

Sorting list

You can also control how the program organizes the information in a report by
selecting a sorting option from Sorting list. The program will sort items in
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alphabetical and/or numerical order by whatever item you select in the Sorting list.
You can sort your items by any of the following criteria:

PLU Number Click PLU Number to sort your report by the PLU
number of each menu item.

Check Click Check Description to sort your report by the

Description check description of each transaction.

Check Number

Click Check Number to sort your report by the check
number of each transaction.

Last Name

Click Last Name to sort your report by the last name of
each customer.

Search Name

Click Search Name to sort your report by the search
name of each customer.

Company

Click Company to sort your report by the name of each
customer’s company.

Purchase Date

Click Purchase Date to sort your report by the purchase
date of each transaction.

PTD Purchase
Value

Click PTD Purchase Value to sort your report by the
value of purchases of each customer for the present period-
to-date.

Total Purchase
Value

Click Total Value of Purchases to sort your report by
the total value of purchases of each customer.

PTD Number of
Purchases

Click PTD Number of Points to sort your report by the
number of frequent diner points of each customer for the
present period-to-date.

Total Number of
Purchases

Click Total Number of Purchases to sort your report
by the total number of purchases of each customer.

PTD Number of
Complaints

Click PTD Number of Complaints to sort your report
by the number of complaints of each customer for the
present period-to-date.

Total Number of
Complaints

Click Total Number of Complaints to sort your report
by the total number of complaints of each customer.

Current Credit

Click Current Credit to sort your report by the reward
credit of each customer for the present period-to-date.

Total Credit

Click Total Credit to sort your report by the total reward
credit of each customer.
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Optional Input list

If you select an optional input, the program will display a filter window for the
selected data each time you print this report at the Menu Item Sales Reports window.
You can select one of the following optional input criteria:

Profit Center Click Profit Center to filter your report by the profit
centers within which the transactions took place.
Sales Type Click Sales Type to filter your report by the sale types of

the menu items.

PTD Purchase
Value

Click PTD Purchase Value to filter your report by the
value of purchases of the customers for the present period-
to-date.

Total Purchase
Value

Click Total Purchase Value to filter your report by the
total value of purchases of the customers.

PTD Number of
Purchases

Click PTD Number of Purchases to filter your report by
the number of purchases of the customers for the present
period-to-date.

Total Number of
Purchases

Click Total Purchases to filter your report by the total
number of purchases of the customers.

Current Credit

Click Current Credit to filter your report by the reward
credit of the customers for the present period-to-date.

Total Credit

Click Total Credit to filter your report by the total reward
credit of the customers.

PTD Number of
Complaints

Click PTD Number of Complaints to filter your report
by the number of complaints of the customers for the present
period-to-date.

Total Number of
Complaints

Click Total Number of Complaints to filter your report
by the total number of complaints of the customers.

Main Interest

Click Main Interest to filter your report by the primary
special interests of the customers.

FD Plan Click FD Plans to filter your report by the frequent dining
plans of the customers.
Zip Code Click Zip Code to filter your report by the zip codes of the

customers.

Delivery Zone

Click Delivery Zone to filter your report by the delivery
zones of the customers.
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Default Range list

If you select a default range from this list, this default range will appear in the
Range list of the Menu Item Sales Report window.

Cash Sales check box

You should select Cash Sales if you wish to include cash sales in your report.

Zero-Priced Items check box

You should select Zero-Priced Items if you wish to include zero-priced items in
your report.

Staff ID boxes

You can enter a range of staff ID numbers. The program will only include sales
information from transactions handled by staff members whose ID falls within this
range.

Table boxes

You can enter a range of table numbers. The program will only include sales
information from transactions from tables that fall within this range.

Time boxes

You can enter a time range. The program will only include sales information from
transactions that took place within this time range. For instance, if you enter a time
range of “6:00” to “9:00”, the program will only include information from
transactions that took place between 6:00 and 9:00 of each day within the date range.

Time Interval box

You can enter a time interval by which the program will group the records in the
report. The program will group sales information from transactions by whatever
number of minutes you enter in the Time Interval box. For instance, if you enter
“30”, the program will collect information for transactions occurring within each 30-
minute interval of the specified time range. If you enter a time range of “5:00” to
“7:00” and a time interval of “30”, the program will print a report with sales
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information in four groups: transactions occurring from 5:00 to 5:30, from 5:30 to
6:00, from 6:00 to 6:30, and from 6:30 to 7:00.

PLU Number boxes

You can enter a range of PLU numbers. The program will only include sales
information from menu items whose PLU number falls within this range.

Menu Item Sales Report Maintenance Window: Sales
Typ Tab

The Sales Typ (sales types) tab features a filter that allows you to include or
exclude menu items associated with specific sales types. The program will only print
menu items associated with sales types in the Include list and will not print any
menu items associated with sales types in the Exclude list.

Menu Item Sales Report Maintenance Window: Prep
Types Tab

The Prep Types tab features a filter that allows you to include or exclude menu
items associated with specific prep types. The program will only print menu items
associated with prep types in the Include list and will not print any menu items
associated with prep types in the Exclude list.

Menu Item Sales Report Maintenance Window: Prep
Grps Tab

The Prep Grps (prep groups) tab features a filter that allows you to include or
exclude menu items associated with specific prep groups. The program will only
print menu items associated with prep groups in the Include list and will not print
any menu items associated with prep groups in the Exclude list.

Menu Item Sales Report Maintenance Window: Profit
Ctrs Tab

The Profit Ctrs (profit centers) tab features a filter that allows you to include or
exclude sales information from menu items sold within specific profit centers. The
program will only include sales information of menu items sold in profit centers in
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the Include list and will not include sales information of menu items sold in profit
centers in the Exclude list.

Menu Item Sales Report Maintenance Window: Days Tab

The Days tab features a filter that allows you to include or exclude sales information
from menu items sold on specific days of the weeks. The program will only include
sales information of menu items sold on days of the weeks in the Include list and
will not include sales information of menu items sold on days of the weeks in the
Exclude list.

Menu Item Sales Report Maintenance Window: Plans
Tab

The Plans tab features a filter that allows you to include or exclude sales
information from menu items sold to customers enrolled in specific frequent dining
plans. The program will only print sales information from menu items sold to
customers enrolled in frequent dining plans in the Include list and will not print any
sales information from menu items sold to customers enrolled in frequent dining
plans in the Exclude list.

Menu Item Sales Report Maintenance Window: Zones
Tab

The Zones tab features a filter that allows you to include or exclude sales
information from menu items sold to customers living in specific delivery zones. The
program will only print sales information from menu items sold to customers living
in delivery zones in the Include list and will not print any sales information from
menu items sold to customers living in delivery zones in the Exclude list.

Menu Item Sales Report Maintenance Window: Interests
Tab

The Interests tab features a filter that allows you to include or exclude sales
information from menu items sold to customers associated with specific special
interests. The program will only print sales information from menu items sold to
customers associated with special interests in the Include list and will not print any
sales information from menu items sold to customers associated with special
interests in the Exclude list.
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Menu Item Sales Report Maintenance Window: Zip Tab

The Zip tab features a filter that allows you to include or exclude sales information
from menu items sold to customers living in specific zip codes. The program will
only print sales information from menu items sold to customers living in zip codes in
the Include list and will not print any sales information from menu items sold to
customers living in zip codes in the Exclude list.

If you wish to include customer records with any zip code, you can select the
Include Any check box. The program will not exclude records with any zip code,
even if it appears in the Exclude list.

Menu Item Sales Report Maintenance Window: Totals

Tab

The Totals tab features a filter that allows you to include or exclude customer
records based on their number of current (period-to-date) or total frequent diner
points, reward credit, or complaints. You can enter a range of current or total
purchases, value of purchases, reward credit, frequent diner points, number of menu
items, and/or number of complaints. Any customers outside of any of these ranges
will not appear in the report. For instance, if you set a range from “10” to “20” in the
Purchases row, Current column, then the report will exclude any customer
records with current purchases of less than 10 or greater than 20.

|
=% Menu Item Sales Report Maintenance M= E

|Ilems By Staff j Report Name: IItems By Staff

[ 1-Main T’g—‘jalex I]lpr’i-PlEp Typex{ 4-Prep ElpsT'ﬁ-meil I:lls'T B-Days
=¥-Plans™ T 87ones T g—lnlaleslsT ZZIP T W Totals I 0-Memo
Current Total
0 To | 9999

Purchases 0 To | gagg9g

Value 0.00 To [ 95999999 0.00  To [ 999999.99

| |

[ I
Credit | 0.00| To [ 999999.99 | 0.00 To [ 999999.99
Points | 0.00 To [999999.00 | | | 0.00 To [ 3939900
Menu ltems | o To [ 939539 | 0 To [ 399339
Complaints | 0 To [ 99999 | || o/To [ 993939 | | |
Save I Reset | Delete I Exit I
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Current Total

Purchases Number of purchases within the Total number of
present period-to-date. purchases.

Value Value of purchases within the Total value of purchases.
present period-to-date.

Credit Amount of reward credit within Total amount of reward
the present period-to-date. credit.

Points Number of frequent diner points Total number of frequent

within the present period-to-date. | diner points.

Menu Items | Number of purchased menu items | Total number of purchased
within the present period-to-date. | menu items.

Complaints | Number of complaints within the | Total number of
present period-to-date. complaints.

Menu Item Sales Report Maintenance Window: Memo
Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Menu Item Sales Report Examples

You can use Menu Item Sales Reports to analyze menu sales figures based on
frequent dining/delivery information. Digital Dining provides three different report
formats for this report. You can customize how and what reports show by defining
reports (for more information, see “Menu Item Sales Report Maintenance Window:
Main Tab” on page 144).

The Price column displays the total sales divided by the value in the Quantity
column.
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The $/Cov column displays the value of the Item Sales $ column divided by the

Total Covers.

You can calculate the value

— oy
. . \ (
in the $ / Cov column with (\_/ @ C)
the following equation:
A+B=C
Total checks
Total covers 2
PLU Menu ltem Item Sales $ Quantity Sales % $/Cov Qty/Cov%  Avgltem $/Chk
Gold __Cover Count: 2 Check Count: 11 ’ 1
Main Dining Room /\_]62_29, 30.00 100.0 "\_‘81_19) 1500.0 541 1475
Gold Total 162.20 30.00 100.0 81.10 1500.0 541 1475
Grand Total 16220 30.00 100.0 81.10 1500.0 5.41 1475

** End of Report ™*

The Qty/Cov % column displays the value of the total from the Quantity column
divided by the value of the cover count from the Items Sales $ column. The value is
a percentage rounded to two decimal places. To calculate the values in the Grand
Total row, you can divide the value in the Quantity column by the Total Covers

value (at the top of

You can calculate the value
in the Qty/Cov % column with
the following equation:
(A+B)x100=C

the report).

® ®

(c)

o

Total checks 11
Total govers 2

** End of Report ***

PLU Menu Item Item Sales $ Quantity | Sales % $/Cov Qty/Cov ¥ Avg ltem  $/Chk

Gold Cover CDurgE‘hhg_‘ k Count: 11 |
Main Dining Room 162.20 _30.00 > 100.0 81.10 (_15&0@ 5.41 14.75
Gold Total 162.20 30.00 100.0 81.10 1500.0 541 14.75
Grand Total 162.20 30.00 100.0 81.10 1500.0 5.41 14.75

The Avg Item column displays the value of the Sales column divided by the value
of the Quantity column, rounded to two decimal places (Sales column + Quantity

column).

The $/Chk column displays the value of the total Item Sales $ column divided by the
check count from the Quantity column. To calculate the values in the Grand Total
row, you can divide the value in the Item Sales $ column by the Total Checks value
(at the top of the report).
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You can calculate the value {,\ . —~
. . o )
in the $/Cov column with (A) (B) .C)
the following equation: i
A+B=C
Total checks 11 ‘
Total covers 2
PLU Menu ltem Iltem Sales $ Quantity Sales % $/Cov Qty/Cov%  Avgltem $/ Cth
Gold __Cover|Count 2 Check Count{17) J
Main Dining Room 16220 3000 100.0° 81.10 1500.0 541 (1475 O
Gold Total 16220 3000 100.0 81.10 1500.0 541 1475
Grand Total 16220 3000  100.0 81.10 1500.0 541 1475
***End of Report ™*

Menu Item Sales Report: Audit Format

You can change the report format by using the Report Format list on the Main tab
of the Menu Item Sales Report Maintenance Window. The Audit format of the
Menu Item Sales Report allows you to generate a report that lists the sales totals for
menu items purchased by frequent dining/delivery customers for the date range or
period you provide. For more information on what the columns of this report contain
or how to calculate their values, see “Menu Item Sales Report Examples” on page
153.

DD CAFE

214103 Date 16:54:25 Date Range: 01/01/2002 to 02/04/2003 Page 1

Operator: Wizard
Items By Staff

Report Level: Totals Only
Grouped By: FD Plan SubGrouped By: Profit Center
Filtered By: Cash Sales, Zero Priced ltems, Plu, Sales Type, Prep Type, Profit Center, Days, Total Points Value, Total
Purchase Value, Zip Codes
Total checks 13

PLU Menu ltem Staff Check No Table Sales Type Prep Grp ProfitCtr Qty Price Time
Gold
Main Dining Room 30.00 5.41
Gold Total 30.00 541
Grand Total 30.00 5.41

*** End of Report ***

You can customize how and what reports show by defining reports (for more
information, see “Menu Item Sales Report Maintenance Window: Main Tab” on
page 144).
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Menu Item Sales Report: Sales Format

You can change the report format by using the Report Format list on the Main tab
of the Menu Item Sales Report Maintenance Window. The Sales format of the
Menu Item Sales Report allows you to generate a report that lists the total sales for
all items purchased for the frequent dining/delivery plan. For more information on
what the columns of this report contain or how to calculate their values, see “Menu
Item Sales Report Examples” on page 153.

DD CAFE

2/4/03 Date 15:56:33 Date Range: 01/01/2002 to 02/04/2003 Page 1

Operator: Wizard
Items By Staff

Report Level: Totals Only
Grouped By: FD Plan SubGrouped By: Profit Center
Filtered By: Cash Sales, Zero Priced Items, Plu, Sales Type, Prep Type, Profit Center, Days, Total Points Value, Total
Purchase Value, Zip Codes
Total checks 11
Total covers 2

PLU Menu ltem Item Sales $ Quantity Sales % $/Cov Qty/Cov%  Avg ltem $/Chk

Gold Cover Count: 2 Check Count: 11
Main Dining Room 162.20 30.00 100.0 81.10 1500.0 541 14.75
Gold Total 162.20 30.00 100.0 81.10 1500.0 541 14.75
Grand Total 162.20 30.00 100.0 81.10 1500.0 541 14.75

*** End of Report ™"

You can customize how and what reports show by defining reports (for more
information, see “Menu Item Sales Report Maintenance Window: Main Tab” on
page 144).

Menu Item Sales Report: Customer Format

You can change the report format by using the Report Format list on the Main tab
of the Menu Item Sales Report Maintenance Window. The Customer format of the
Menu Item Sales Report allows you to generate a report that lists the sales total for
each frequent dining/delivery customer for the date range or period you provide.
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DD CAFE

2/4103 Date 15:57:00 Date Range: 01/01/2002 to 02/04/2003 Page 1

Operator: Wizard
Items By Staff

Report Level: Totals Only
Grouped By: Customer SubGrouped By: Profit Center
Filtered By: Cash Sales, Zero Priced Items, Plu, Sales Type, Prep Type, Profit Center, Days, Total Points Value, Total
Purchase Value, Zip Codes
Total checks 11
Total covers 2

Name Company Address ltem Sales § Quantity Avg ltem

Farmer John Acme Sales 3703 Ridge Road , Columbia, Mo-65203 Cover Count: 2 Check Count:11
Main Dining Room 162.20 30.00 541

Farmer John Total 16220 30.00 541

Grand Total 162.20 30.00 5.41 100.0

*** End of Report ™"

You can customize how and what reports show by defining reports (for more
information, see “Menu Item Sales Report Maintenance Window: Main Tab” on
page 144).

Frequent Dining Plan Report Maintenance

Frequent Dining Plan Reports allow you to analyze sales information about your
specific frequent dining plans. For instance, you can collect a list of all sales
transactions by customers within a specific plan. You can analyze the sales of certain
plans to gauge their effectiveness.

Plan Report Maintenance Window: Main Tab

In the Main tab, you determine the format of your new reports, as well as decide
how the program organizes and sorts your transactions. The Main tab also allows
you to filter sales information based on the time of each transaction.
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[ Fion Feport Mamtenarnce —————________ mmEE|
6 | Hew [ 7| [vin | 2
IPIan Report 1 j Report Name IPIﬂn Report 1

1-Main T‘g—FD PIans'T =3-Zones™ T‘i—Pmﬁt Cllsﬂ"ﬁ{luupuns'T GDays T O-Memo

Report Format ITlan:aclion: h

Grouping Im
Subgrouping Im
Sorting Iﬁ
Optional Input Iﬁ
Default Range Im

Time Range [06:00 To [05:59

Save | Reset |

Delete I

Report Format list

You can select one of two different report formats. Each format will produce a report
with different information and/or arrangement:

Report Format

Contains

Transactions

A detailed list of transactions by customers enrolled
frequent dining plans, including the amount of each
transaction and the amount of reward points or credit
earned.

Transaction
Summary

A list of sales information for each frequent dining
plan, including totals and averages for sales, reward
points, and/or credit.
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Grouping list

You can control how the program organizes the information in your report by
selecting a grouping option from the Grouping list. The program will list the
customer records alphabetically by the grouping option you select. You can group
your customer records by any of the following criteria:

Profit Center Click Profit Center to group your transactions by the
profit centers in which the transactions took place.

FD Plan Click FD Plan to group your transactions by the frequent
dining plans of the customers.

Delivery Zone Click Delivery Zone to group your transactions by the
delivery zones of the customers.

Reward Coupon | Click Reward Coupon to group your transactions by the
reward coupons they produced, if any. (For instance, the
program will group all of the transactions that produced a
“free sandwich” coupon.)

Subgrouping list

You can group your data to a second level by selecting a subgrouping option from
the Subgrouping list. The Subgrouping list is identical to the Grouping list.

Sorting list

You can also control how the program organizes the information in a report by
selecting a sorting option from the Sorting list. The program will sort records in
alphabetical and/or numerical order by whatever item you select in the Sorting list.
You can sort your customer records by any of the following criteria:

Digital Dining Frequent Diner/Delivery User’s Guide ¢ 159



Reports Menu

Check Number Click Check Number to sort your report by the check
number of each transaction.

Customer Click Customer to sort your report by each customer.

Staff ID Click Staff ID to sort your report by the ID numbers of the
staff members who handled each transaction.

Sales Click Sales to sort your report by the amount of sales of
each transaction, from highest to lowest.

Cost Click Cost to sort your report by the amount of cost of
each transaction, from highest to lowest.

Optional Input list

If you select an optional input, the program will display a filter window for the
selected data each time you print this report at the Plan Reports window. You can
select one of the following optional input criteria:

Frequent Dining | Click Frequent Dining Plan to filter your transactions by
Plan the frequent dining plans of the customers.

Profit Center Click Profit Center to filter your transactions by the profit
centers within which the transactions took place.

Reward Coupon | Click Reward Coupon to filter your transactions by the
reward coupons they produced, if any.

Delivery Zone Click Delivery Zone to filter your transactions by the
delivery zones of the customers.

Default Range list

If you select a default date range from this list, this range will appear in the Range
list of the Plan Reports window.

Time Range boxes

You can enter a time range. The program will only include transactions that took
place within this time range. For instance, if you enter a time range of “6:00” to
“9:00”, the program will only include information from transactions that took place
between 6:00 and 9:00 of each day within the date range.
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Plan Report Maintenance Window: FD Plans Tab

The FD Plans tab features a filter that allows you to include or exclude transactions
from customers enrolled in specific frequent dining plans. The program will only
print transactions from customers enrolled in frequent dining plans in the Include
list and will not print any transactions from customers enrolled in frequent dining
plans in the Exclude list.

Plan Report Maintenance Window: Zones Tab

The Zones tab features a filter that allows you to include or exclude transactions
from customers living in specific delivery zones. The program will only print
transactions from customers living in delivery zones in the Include list and will not
print any transactions from customers living in delivery zones in the Exclude list.

Plan Report Maintenance Window: Profit Ctrs Tab

The Profit Ctrs (profit centers) tab features a filter that allows you to include or
exclude transactions within specific profit centers. The program will only print
transactions from profit centers in the Include list and will not print any transactions
from profit centers in the Exclude list.

Plan Report Maintenance Window: Coupons Tab

The Coupons tab features a filter that allows you to include or exclude transactions
associated with specific reward coupons. The program will only print transactions
that produced reward coupons listed in the Include list and will not print any
transactions that produced reward coupons listed in the Exclude list.

Plan Report Maintenance Window: Days Tab

The Days tab features a filter that allows you to include or exclude transactions that
took place on specific days of the weeks. The program will only print transactions
that took place on days of the weeks in the Include list and will not print any
transactions that took place on days of the weeks in the Exclude list.
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Plan Report Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

Frequent Dining Plan Report Examples

You can use Frequent Dining Plan Reports to analyze the volume of activity for each
frequent dining plan. Digital Dining provides two different report formats for this
report. You can customize how and what reports show by defining reports (for more
information, see “Plan Report Maintenance Window: Main Tab” on page 157).

The Transn Cost column displays the sum of the values in the Credit Used and
Reward Cost columns (Credit Used + Reward Cost).

The Cost % column displays the value in the Transn Cost column divided by the
Transn Cost subtotal.

B @ c
You can calculate the value O O

in the Cost % column with
the following equation:
(A+B)x100=C
Plan Profit Delivery Check  Staff Customer Purchase | Items Credit Credit Reward |Transn FD Coupon Transaction
Description ~ Center Zone Number Name  Search Value | Count Eamed  Used Cost Cost Cost % |Receipt Description Date Time
Family
Family Zone3d 0 Kay Goa20) 10 $942  $10.00 $0.02 @ 1064 X 11102 15:58
Family Zone3d 0 Kay 9 5878 $10.00 $0.02 ooz 10 X 11/20/02 1526

*** End of Report ***

Frequent Dining Plan Report: Transactions Format

You can change the report format by using the Report Format list on the Main tab
of the Plan Report Maintenance Window. The Transactions format of the
Frequent Dining Plan Report allows you to generate a report that lists each frequent
dining/delivery transaction for the date range or period you provide. For more
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information on what the columns of this report contain or how to calculate their
values, see “Frequent Dining Plan Report Examples” on page 162.

DD CAFE

2/4/03 Date 15:59:45 DateRange: 10/01/2002 to 12/31/2002 Page 1

Operator: Wizard
Plan Report 1

Sorted By: Customer Grouped By: FD Plan Subgrouped By: Profit Center
Filtered By: FD Plans, Profit Center, Reward Coupon

Plan Profit  Delivery Check  Staff Customer Purchase ltems Credit Credit Reward Transn FD Coupon Transaction
Description  Center Zone Number Name  Search Value Count Eamed Used Cost Cost Cost% Receipt Description Date Time
Family
Family Zone 3 0 Kay 59420 10 §9.42 51000 $0.02 510,02 10.64 X 11102 15:58
Family Zone 3 (1] Kay $97.75 9 89.78 $10.00 $0.02 $10.02 10.25 X 1120002 15:26
Family Zone 3 0 Kay §79.20 8 §7.92 51000 $0.02 510,02 12.65 X 11/20/02  18:48
Family Zone 3 [} Kay $73.20 10 §7.32 $10.00 $0.02 $10.02 13.69 X 12102 1338
Family Zona 3 o Kay $77.25 9 §7.73 $10.00 $0.02 $10.02 12497 X 12112102 10:58
Family Zone 3 [} Kay $90.75 9 $9.08 $10.00 $0.02 $10.02 11.04 X 1217102 11:24
Family Zona 3 o Kay $60.30 8 $6.03 $10.00 $0.02 $10.02 16.62 X 12118102 09:35
Family Zone 3 [} Kay $51.45 " 85.15 $34.03 $0.07 83410 66.28 X 12/18/02  09:45
Family Zona 3 o Kay $18.52 1 $0.85 §5.12 $0.01 $5.13 2770 X 12118102 09:49
Family Zone 3 0 Kay 540,60 14 84.06 80.00 $0.00 50.00 0.00 12/18/02  09:51
Family Zona 3 o Kay $10.50 6 $1.05 $1.00 $0.00 $1.00 952 X 12118102  09:53
Family Zone 3 0 Kay 57.00 4 80.70 8405 $0.01 54.06 58.00 X 12/18/02  09:54
Family Zone 3 o Kay $277.60 40 $27.76 $0.00 $0.00 $0.00 0.00 12118102  08:57
Total $978.32 139 $96.85 §11420 $0.23 811443 11.70
Quantity: 13
Average: $75.26 " §7.45 88.78 50.02 $8.80
Total $978.32 139 506.85 511420 5023 811443 11.70
Quantity: 13
Average: $75.26 " §7.45 58.78 50.02 58.80

_/ #+ End of Report ***

You can customize how and what reports show by defining reports (for more
information, see ‘“Plan Report Maintenance Window: Main Tab” on page 157).

Frequent Dining Plan Report: Transactions Summary
Format

You can change the report format by using the Report Format list on the Main tab
of the Plan Report Maintenance Window. The Transactions Summary format of
the Frequent Dining Plan Report allows you to generate a report that summarizes the
total sales associated with frequent dining/delivery customers by the frequent
dining/delivery plan for the date range or period you provide. For more information
on what the columns of this report contain or how to calculate their values, see
“Frequent Dining Plan Report Examples” on page 162.
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DD CAFE

*** End of Report ***

2/4/03 Date DateRange: 10/01/2002 to 12/31/2002 Page 1
Operator: Wizard
Plan Report 1
Sorted By: <None> Grouped By: FD Plan Subgrouped By: Profit Center
Filtered By: FD Plans, Profit Center, Reward Coupon
Purchase Items Credit Credit Reward Transn
Value Count Earned Used Cost Cost Cost %
Family
Total $1.683.91 220 516043  $174.72 $029  $175.01 10.39
Quantity: 28
Average: $60.14 8 $5.73 $6.24 $0.01 $6.25 10.39
Family Total $1,683.91 220 516043  $174.72 $029  $175.01 10.39
Quantity: 28
Average: $60.14 8 $5.73 $6.24 $0.01 $6.25
Free Sandwich
Total  $378.16 47 $0.00 $0.00 $0.00 $0.00 0.00
Quantity: 11
Average: $34.38 4 $0.00 $0.00 $0.00 $0.00 0.00
Free Sandwich Total  §378.16 47 $0.00 $0.00 $0.00 $0.00 0.00
Quantity: 11
Average: $34.38 4 $0.00 $0.00 $0.00 $0.00

You can customize how and what reports show by defining reports (for more
information, see ‘“Plan Report Maintenance Window: Main Tab” on page 157).

No Sale Reports Maintenance

No Sale Reports allow you to analyze information about frequent diner and/or

delivery customers who have not purchased certain menu items from your restaurant
within a specific amount of time. You can also analyze the sales history of
individuals or special groups, collect addresses and telephone numbers of customers,

or print mailing labels of customers.

No Sale Reports Maintenance Window: Main Tab

In the Main tab, you determine the format of your new report, as well as decide how

the program organizes and sorts your customer records. The Main tab also allows

you to filter the sales information of customer records based on the staff ID number,
table number, the time of the transactions, and the PLU code of the items purchased.

You can also include or exclude cash sales and/or zero-priced items.
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=% No Sale Reports Maintenance !EE
Eind [ o | 7 | [Viow [ 890 | [Sou [ Lo |

IEu:lnmels w/ Mo Ord j Report Name ICustnmers w/ No Ord

[ *7-Plans™ T 8-Zones Tg—lnleleslsT 2-ZIP* T Ww-Totals T D-Memo

1-Main T’g—ﬁales Typ‘T’Q—F‘lep TypesT A-Prep Grps T'Q-meil Ellx’T B-Days
Report Format IBatch Report ~| Cash Sales r
Grouping IFlequenl Diner Plan |v| Zero-Priced Items r
S Iﬁ Staff I |1 To |9999
Table Il] To ISSSS
Sorting INone hi
Time Il]E:l]l] To Iﬂﬁ:ﬁﬂ
Optional Input INone hi Time Interval lu—
Default Range I‘l’eslerday | PLU Number |1— To IW | |
Save I Reset | Delete I
Report Format list

You can select one of four different report formats. Each format will produce a
report with different information and/or arrangement:

Report Format Contains

Name and Address | Name, address, and telephone number of each customer
record.

Sales Summary Sales totals of each customer record.

Mailing Labels Mailing address of each customer record, printed as

mailing labels.

Batch Report The name, address, and frequent diner point totals of
each customer record.
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Grouping list

You can control how the program organizes the information in your report by
selecting a grouping option from the Grouping list. The program will list the menu
items alphabetically by the grouping option you select. You can group your customer
records by any of the following criteria:

Frequent Dining
Plan

Click Frequent Dining Plan to group your records by
the frequent dining plans of the customers.

Special Interest

Click Special Interest to group your records by the
special interests of the customers.

Zip Code

Click Zip Code to group your records by the zip codes of
the customers.

Delivery Zone

Click Delivery Zone to group your records by the
delivery zones of the customers.

Day of Week Click Day of Week to group your records by the days of
the week that the transactions took place.
Special Click Special Occasion to group your records by the
Occasion special occasions of the customers.
Subgrouping list

You can group your data to a second level by selecting a subgrouping option from
the Subgrouping list. The Subgrouping list is identical to the Grouping list.
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Sorting list

You can also control how the program organizes the information in a report by
selecting a sorting option from the Sorting list. The program will sort items in
alphabetical and/or numerical order by whatever item you select in the Sorting list.
You can sort your items by any of the following criteria:

Last Name Click Last Name to sort your report by the last name of each
customer.

Sort Name Click Sort Name to sort your report by the search name of
each customer.

Company Click Company Name to sort your report by the name of

Name each customer’s company.

Last Purchase
Date

Click Last Purchase Date to sort your report by the last
purchase date of each customer.

PTD Purchases

Click PTD Purchases to sort your report by the number of
purchases of each customer for the present period-to-date.

PTD Value of Click PTD Value of Purchases to sort your report by the

Purchases value of purchases of each customer for the present period-to-
date.

PTD Points Click PTD Points to sort your report by the frequent diner
points of each customer for the present period-to-date.

PTD Click PTD Complaints to sort your report by the number of

Complaints complaints of each customer for the present period-to-date.

Total Click Total Purchases to sort your report by the total

Purchases number of purchases of each customer.

Total Value of

Click Total Value of Purchases to sort your report by the

Purchases total value of purchases of each customer.

Total Points Click Total Points to sort your report by the total frequent
diner points of each customer.

Total Click Total Complaints to sort your report by the total

Complaints number of complaints of each customer.
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Optional Input list

If you select an optional input, the program will display a filter window for the
selected data each time you print this report at the No Sale Reports window. You can
select one of the following optional input criteria:

Frequent Dining
Plan

Click Frequent Dining Plan to filter your report by the
frequent dining plan of the customers.

Special Interests

Click Special Interests to filter your report by the
special interests of the customers.

Zip Code

Click Zip Code to filter your report by the zip codes of the
customers.

Delivery Zone

Click Delivery Zone to filter your report by the delivery
zones of the customers.

PTD Purchases

Click PTD Purchases to filter your report by the
purchases of the customers for the present period-to-date.

PTD Value of Click PTD Value of Purchases to filter your report by

Purchases the value of purchases of the customers for the present
period-to-date.

PTD Points Click PTD Points to filter your report by the frequent

diner points of the customers for the present period-to-date.

PTD Complaints

Click PTD Complaints to filter your report by the
number of complaints of the customers for the present
period-to-date.

Total Purchases

Click Total Purchases to filter your report by the total
purchases of the customers.

Total Value of
Purchases

Click Total Value of Purchases to filter your report by
the total value of purchases of the customers.

Total Points

Click Total Points to filter your report by the total
frequent diner points of the customers.

Total Complaints

Click Total Complaints to filter your report by the total
number of complaints of the customers.

Default Range list

If you select a default range from this list, this default range will appear in the
Range list of the No Sale Reports window.
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Cash Sales check box

You should select Cash Sales if you wish to include cash sales in your report.

Zero-Priced Items check box

You should select Zero-Priced Items if you wish to include zero-priced items in
your report.

Staff ID boxes

You can enter a range of staff ID numbers. The program will only include sales
information from transactions handled by staff members whose ID falls within this
range.

Table boxes

You can enter a range of table numbers. The program will only include sales
information from transactions from tables that fall within this range.

Time boxes

You can enter a time range. The program will only include sales information from
transactions that took place within this time range. For instance, if you enter a time
range of “6:00” to “9:00”, the program will only include information from
transactions that took place between 6:00 and 9:00 of each day within the date range.

Time Interval box

You can enter a time interval by which the program will group the data in the report.
The program will group the data by whatever number of minutes you enter in the
Time Interval box. For instance, if you enter “30”, the program will collect sales
information for transactions occurring within each 30-minute interval of the
specified time range. If you enter a time range of “5:00” to “7:00” and a time interval
of “30”, the program will print a report with sales information in four groups:
transactions occurring from 5:00 to 5:30, from 5:30 to 6:00, from 6:00 to 6:30, and
from 6:30 to 7:00.
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PLU Number boxes

You can enter a range of PLU numbers. The program will only include sales
information from menu items whose PLU number falls within this range.

No Sale Reports Maintenance Window: Sales Types Tab

The Sales Types tab features a filter that allows you to include or exclude
customers who did not order menu items from specific sales types. The program will
only print customers who did not order menu items from any sales type in the Did
Not Order list, and will disregard sales type in the Don’t Care list.

No Sale Reports Maintenance Window: Prep Types Tab

The Prep Types tab features a filter that allows you to include or exclude customer
who did not order menu items associated with specific prep types. The program will
only print customers who did not order menu items associated with prep types in the
Did Not Order list and will disregard prep types in the Don’t Care list.

No Sale Reports Maintenance Window: Prep Grps Tab

The Prep Grps (prep groups) tab features a filter that allows you to include or
exclude customer who did not order menu items associated with specific prep
groups. The program will only print customers who did not order menu items
associated with prep groups in the Did Not Order list and will disregard prep
groups in the Don’t Care list.

No Sale Reports Maintenance Window: Profit Ctrs Tab

The Profit Ctrs (profit centers) tab features a filter that allows you to include or
exclude customer who did not order menu items within specific profit centers. The
program will only print customers who did not order menu items within profit
centers in the Did Not Order list and will disregard profit centers in the Don’t
Care list.
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No Sale Reports Maintenance Window: Days Tab

The Days tab features a filter that allows you to include or exclude customer who
did not order items on specific days of the week. The program will only print
customers who did not order menu items on days of the week in the Did Not Order
On list and will disregard days of the week in the Don’t Care list.

No Sale Reports Maintenance Window: Plans Tab

The Plans tab features a filter that allows you to include or exclude customers
associated with specific frequent dining plans. The program will only print
customers associated with frequent dining plans in the Include list and will not print
any customers associated with frequent dining plans in the Exclude list.

No Sale Reports Maintenance Window: Zones Tab

The Zones tab features a filter that allows you to include or exclude customers
living in specific delivery zones. The program will only print customers living in
delivery zones in the Include list and will not print any customers living in delivery
zones in the Exclude list.

No Sale Reports Maintenance Window: Interests Tab

The Interests tab features a filter that allows you to include or exclude customers
associated with specific special interests. The program will only print customers
associated with special interests in the Include list and will not print any customers
associated with special interests in the Exclude list. If you have associated any
customers with special interests in both the Include list and Exclude list, the
program will include them in the report.

No Sale Reports Maintenance Window: Zip Tab

The Zip tab features a filter that allows you to include or exclude customers living in
specific zip codes. The program will only print customers living in zip codes in the
Include list and will not print any customers living in zip codes in the Exclude list.

If you wish to include customer records living in any zip code, you can select the
Include Any check box. The program will include records with any zip code in the
report, even if it appears in the Exclude list.
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No Sale Reports Maintenance Window: Totals Tab

The Totals tab features a filter that allows you to include or exclude customer
records based on their number of current (period-to-date) or total frequent diner
points, reward credit, or complaints. You can enter a range of current or total
purchases, value of purchases, reward credit, frequent diner points, number of menu
items, and/or number of complaints. Any customer outside of any of these ranges
will not appear in the report. For instance, if you set a range from “10” to “20” in the
Purchases row, Current column, then any customer records with current
purchases of less than 10 or greater than 20 will be excluded from the report.

|
2% No Sale Reports Maintenance M= E

ICustomels w/ Mo Ord

[

Report Name ICustntls w} No Ord

[ 1Main

T‘g—ﬁales Typ‘T’Q—Plep Typesi’ 4-Prep Gips T “5-Profit Ell:'T

b-Days

=7-Plans™ T 8-Zones

Tg—lnterestsT Z-ZIP= T W-Totals 0-Memo

Current

Purchases |

o To [ 939539 To [ 93gass

Value

0.00 To [ 93939993 To [ 99933999

Credit

0.00| To [ 599599.99 To [ 939999 99

0.00 To [ 939999.99

|
/
Points |
/
|

|
I
|
To [ 999999.99 |
I
I

Menu Items 0 To [ 999599 0 To [ 333999
Complaints 0 To [ 999399 0 To | 333999 |
Save I Reset | Delete I
Current Total
Purchases Number of purchases within the Total number of
present period-to-date. purchases.
Value Value of purchases within the Total value of purchases.
present period-to-date.
Credit Amount of reward credit within Total amount of reward
the present period-to-date. credit.
Points Number of frequent diner points Total number of frequent
within the present period-to-date. diner points.
Menu Items | Number of purchased menu items | Total number of purchased
within the present period-to-date. | menu items.
Complaints | Number of complaints within the Total number of
present period-to-date. complaints.
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No Sale Reports Maintenance Window: Memo Tab

Every maintenance window has a Memo tab, which is a large multiline, editable text
box. If you type more than one line of information in this field, the text will
automatically wrap to the next line, just as in most text and word processing
programs. The Memo tab will always have the number “0” as its shortcut key.

You can use this tab to type comments about the current record or to inform other
management or staff members about the record. You can type up to approximately
30 pages of text.

No Sale Report Examples

You can use No Sale Reports to analyze the inactivity of accounts or plans. Digital
Dining provides four different report formats for this report. Essentially, the No Sale
Reports display a list of customers who have not met certain purchase criteria (that
you set) , such as never bought desserts, never purchased items on Monday or
Tuesday, or never bought lunch. You can then create coupons or other marketing
incentives that target these customers to encourage them to extend their buying
habits. You can customize how and what reports show by defining reports (for more
information, see “No Sale Reports Maintenance Window: Main Tab” on page 164).

No Sale Report: Name and Address Format

You can change the report format by using the Report Format list on the Main tab
of the No Sale Report Maintenance Window. The Name and Address format of
the No Sale Report allows you to generate a report that lists the name and address of
each frequent dining/delivery customer who did not make a frequent dining/delivery
purchase for the date range or period you provide.
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DD CAFE
2/4/03 Date 16:01:53 Page 1
Operator: Wizard
Customers w/ No Ord
Last Purchase Date Range: 01/01/2003 to 02/04/2003
Sorted By: Last Purchase Date Grouped By: Frequent Diner Plan SubGrouped By: Delivery Zone
Filtered By: Interests, Sales Type, Prep Type, Profit Center, Plu, Cash Sales, Zero Priced Items, FD Plans
Member No. Name Company Street /Building City State Zip Code Phone Number

Family

None

3456 Ms. Julie Wilson Acme Sales 1471 E. Broadway Columbia Mo 65203 (703) 912-3000x

NoneTotal 1

Zone 2

NC27 Scotty Ethridge 123 Main Springfield  Va 20880 () 912-3008x
Zone 2Total 1

Zone 3

123 Ms. Judy Andersen Menuscft Systems 916 Clopper Road, Apt B-2 Rockville Md 20878 (703) 912-3000x

Hall 16, Room 101

Zone 3Total 1

FamilyTotal 3

Free Sandwich

None

8901 Mr. Wilson Freyermuth Acme Sales 6951 S. Gillespie Road Columbia Mo 65201 (573) 449-2563x
NoneTotal 1

Zone 2

5555 Mr. Ric Beccari Menusoft T370 Steel Mill Dr Springfield  Md 23508-1234  (703) 912-3000x
Zone 2Total 1

Zone 3

4444 Pres Graham Granger Menusoft 7370 Steel Mill Dr Springfield  Md 22150 (703) 912-3000x

Building 16, Room 101
Zone 3Total 1
Free SandwichTotal 3
*** End of Report =*

You can customize how and what reports show by defining reports (for more
information, see “No Sale Reports Maintenance Window: Main Tab” on page 164).

No Sale Report: Sales Summary Format

You can change the report format by using the Report Format list on the Main tab
of the No Sale Report Maintenance Window. The Sales Summary format of the
No Sale Report allows you to generate a report that lists the sales totals for those
frequent dining/delivery customers who have not made a frequent dining/delivery
purchase for the date range or period you provide.
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DD CAFE
Date 2/4/03 16:02:27 Page 1
Operator: Wizard
Customers w/ No Ord
Last Purchase Date Range: 01/01/2003 to 02/04/2003
Sorted By: Last Purchase Date Grouped By: Frequent Diner Plan SubGrouped By: Delivery Zone
Filtered By: Interests, Sales Type, Prep Type, Profit Center, Plu, Cash Sales, Zero Priced ltems, FD Plans
Purchases Sales Value tems Count Credit Points Complaints
Member No. Name Last PTD Total PTD Total PTD Total Current Total Current Total Last PTD Total
Family
None
3456 Ms. Julie Wilson 12/20/02 o 5 00 386.25 (1] 44 3613 36.13 386.25 386.25 12/30/99 [1] [}
1234 Mr. Paul Speckman 2/10/03 o 104 00 3263.25 o 631 183 25973 18.25 2507.2 2/10/03 [} 4
NoneToatals: 0 218 00 7299.00 0 1350 7592 581.72 809 .00 5867.0 o 8
Zone 2
NC27 Scotty Ethridge 3/29/01 o 1 00 47.40 o 5 474 474 00 4740 12/30/99 [} 0
Zone 2Totals: o 2 00 84.80 o 10 0.48 9.48 00 84.80 [} 0
Zone 3
123 Ms. Judy Andersen 2/10/03 o 96 00 1886.70 o 270 1.87 7917 18.70 791.70 12/30/99 [ 5
Zone 3Totals: o 192 00 377340 o 540 374 158.34 37 .40 15834 [ 10
FamilyTotals: 0 824 00 2233440 0 3800 178.28 1519.08 1692.80 15290. [} 36
Free Sandwich
None
8901 Mr. Wilson Freyermuth 8702 [} 3 00 241.73 i 36 2.00 5.00 00 500 12/30/99 0 [
NoneTotals: o 12 00 483.46 o 72 4.00 10.00 00 1000 [} o
Zone 2
5555 Mr. Ric Beccan 11714102 0 128 00 447921 0 521 500 1103.00 00 878.00 12/30/99 0 [
Zone 2Totals: 0 2856 00 895842 0 1042 1000 2206.00 00 1756.0 0 [
Free SandwichTotals: 0 536 .00 18883.76 0 2228 28.00 4432.00 .00 3532.0 o a
Grand Totals: 0 2720 .00  B2436.32 0 12056 41256 11902.16 3385.60 37644, L] 72
/ *** End of Report ™*

You can customize how and what reports show by defining reports (for more
information, see “No Sale Reports Maintenance Window: Main Tab” on page 164).

No Sale Report: Mailing Labels Format

You can change the report format by using the Report Format list on the Main tab
of the No Sale Report Maintenance Window. The Mailing Labels format of the No
Sale Report allows you to generate a report that allows you to print the name and
address (on mailing label sheets) of each frequent dining/delivery customer who did
not make a frequent dining/delivery purchase for the date range or period you

provide.

Ms. Judy Andersen

Mr. Paul Speckman Mr. John Farmer
E‘L‘I"I ?g“%’jgmaoﬂ’ AptB-2 456 Main St 3703 Ridge Road
Rockville, MD 20878 New York, MD 11221 Columbia, MO 65203
Mr. Wayne Rodgers Ms. Julie Wilson Ms. Anne Wilder
7500 Steel Mill Dr 1471 E. Broadway St. 1759 Iris Drive
Springfield, VA 22015 Columbia, MO 65203 Columbia, MD 65201

You can customize how and what reports show by defining reports (for more
information, see “No Sale Reports Maintenance Window: Main Tab” on page 164).
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No Sale Report: Batch Report Format

You can change the report format by using the Report Format list on the Main tab
of the No Sale Report Maintenance Window. The Batch Report format of the No
Sale Report allows you to generate a report that lists the purchase history of each
frequent dining/delivery customer who did not make a purchase for the date range or
period you provide and who is associated with a plan that has Batch (Back Office)
selected from the Print Mode list on the Main tab of the Frequent Dining Plan
Maintenance window.

DD CAFE

Date  210/03 12:12:11 Page 1
Operator: Wizard
Customers w/ No Ord
Last Purchase Date Range: 01/01/2002 to 02/04/2003
Sorted By: Last Purchase Date Grouped By: Frequent Diner Plan SubGrouped By: Delivery Zone
Filtered By: Interests, Sales Type, Prep Type, Profit Center, Plu, Cash Sales, Zero Priced Items, FD Plans

Required Accum. Exp.

Member No. Last Name First Name Building Street Address City State Zip Plan Reward Points Points Date
Family
Nane
3456 Wilson Julie 1471 E. Broadway Columbia Mo 65203 Family Menusoft Bucks 1.00 38625 5/11/03
NoneReward
Zone 3
123 Andersen  Judy Hall 16, Room 101 916 Clopper Road, Apt B-2 Rockvile Md 20878 Family Menusoft Bucks 1.00 550 5/11/03
Zone 3Reward 1
FamilyReward 2

**End of Report ™™

You can customize how and what reports show by defining reports (for more
information, see “No Sale Reports Maintenance Window: Main Tab” on page 164).

Customer Purchase History Window

The Customer Purchase History window allows you to print or preview a list of
purchases by frequent diner and/or delivery customers within a specified date range.
You can specify a general time period (such as a specific day of the week or month
of the year) in the Range list. If you wish to set an irregular date range, you can
click Custom and then type the specific date range in the Date Range boxes.

The Purchases grid will display information on each transaction that occurred in
the specified time period, including each customer’s ID number and name, the date
and time of each transaction, each transaction’s check number, the customer’s
frequent dining plan (if any), the customer’s total frequent diner points (if any), the
customer’s total frequent diner credit (if any), the cost of the transaction, the total
number of menu items the customer ordered, the amount of the transaction, and the
customer’s delivery zone (if any). To view a preview of each check within the
specified date range, click Preview.
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Range list
AN Lrer |
\‘—| Today v| From [05/21/2001 [S{~| 7o [05/21/20001 [$+]

| CustlD [ CustName | Date&Time | Check#| Plan | Points | Credits | Cos|

ﬁ [32_ IGiswald.Harold 521401, 1453 1004 NewFD Flan 0.00 0on 000

Purchases grid

-
=

Customer Purchase History Window: Filter Window

You can also filter your report by frequent dining plan or customer in the Customer
Purchase History filter window. To access the filter window, open the Customer
Purchase History Window and click Filter. After setting a filter for frequent dining
plan and/or customer, click Apply to save the filter and return to the Customer
Purchase History window, or click Clear to return to the Customer Purchase History
window without saving the filter.

FD Plan FD Plan list

 Include

Find I
" Exclude 5 I
< I

Member

Number IEHEiEi;I Name |Wilson. Julie
ol |
FD Plan area

The FD Plan area features a filter that allows you to include or exclude transactions
from customers enrolled in specific frequent dining plans. If you click Include, the
program will only include information from transactions from stores associated with
frequent dining plans listed in the FD Plan list. If you click Exclude, the program
will only include transactions from customers not associated with frequent dining
plans listed in the FD Plan list. To add a frequent dining plan to the FD Plan list,
click Find and select a frequent dining plan from the Find window. To remove a
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frequent dining plan from the FD Plan list, click the frequent dining plan and then
click ¢ | To remove all frequent dining plans from the FD Plan list, click

L34

Member area

The Member area allows you to generate a report for a single customer. To filter a
report by a single customer, click J in the Member box and select a customer from
the Find Customer Purchase History window. (You can select a customer by name,
search name, or ID number.) The customer’s name will display in the Name box.
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Setup and Back Office Features

Overview

In this chapter, we will discuss the functions of the Digital Dining Setup and Back
Office programs that directly pertain to the Frequent Diner/Delivery program. In
particular, we will examine the various check options and register options required
for frequent diner and delivery service at the POS. We will describe what they do
and how you can use them. We will also describe how to modify your check layouts
for frequent diner and delivery service.

Frequent Diner

The Frequent Diner/Delivery program requires several modifications in the Digital
Dining Setup program to allow frequent diner service. In the Setup program, you
must create a Frequent Diner check option to use the frequent diner functions. If you
plan to give reward credit to your frequent diner customers, you must also create a
frequent diner receipt. You may also wish to modify your check layout to include
frequent diner customer information.

Check Option Functions

The Digital Dining Setup program includes several check option functions in the
Check Options Maintenance window that work exclusively with frequent diner
service. You can create new check options with these functions, which you can then
add to your main window of check options. By doing so, you can then use these
special frequent diner check option functions at the POS. You can create new
Frequent Diner check options in the Check Option Maintenance window of the
Digital Dining Setup program (for more information, see “Check Option
Maintenance Window” in the Digital Dining Setup User’s Guide).

Like all check options, you can add a Frequent Diner check option to your Top
Panel, so you can access it more easily in the POS (for more information, see “Top
Panel Maintenance Window” in the Digital Dining Setup User’s Guide).
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Clear Frequent Diner/Delivery (Frequent Diner)

The Clear Frequent Diner/Delivery function removes the name of any Frequent
Diner customer associated to a table. You can use this function if you accidentally
associate the wrong customer with a table, or if you want a split check transaction
featuring more than one Frequent Diner customer. Because you will use it
infrequently, you should not include this function in your standard “FD Customer”
check option.

Customer Search (Frequent Diner)

The Customer Search function allows you to search for frequent diner customer
records at the POS. Without this function, you cannot search for customer records at
the POS. Upon selecting this function, two lists will appear with it: the Search
Method list and the Abort Warning list.

|38 Cheok Opton Maimenance ——————_____——mmE|
View | Add | [Son [ Lot |
IFD Customer =l EFD Customer

1-Main T 2-Image T O-Memo ]

Shait Deseription  [FD Custa Password Level 1[0 *|

Function 1 |Cuxlomer Search _i |Memher Number j |No Abort Warning j

Function 2 l?l_n‘r:;m_—___!

Abort Warning list

Search Method list

Function 3 [None _!

Functiond [None |
Function5 [None |
Function6 [None .|
Function? [None .|
Functon8 [None .|
Functiond [None |

Save | Reset | Delete |

Search Method. You should select the default search method that the program will
use at the POS. The program will prompt you for this information first when you
access the “FD Customer” check option. For instance, you might set the default
Search Method to Member Number. At the POS, when you access this check
option, the program will ask for the customer’s member number.
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You can select any of the following search methods:
Member Number

Phone Number

Search Name

Search Company

Caller ID

Credit Card Swipe

v Vv Vv Vv Vv Vv

Abort Warning. If you select Show Abort Warning, the program will display a
warning whenever you access the customer search keypad at the POS and then tap
ESC without selecting a customer.

Frequent Diner

No customers assigned to the current
check

OK

Edit Customer Points

The Edit Customer Points function will allow you to edit a frequent diner customer’s
amount of reward points manually at the POS. Because you will use it infrequently,
you should not include this function in your standard “FD Customer” check option.

Frequent Diner Status Report

The Frequent Diner Status Report function will allow you to view a status report of a
frequent diner customer’s available reward points and/or reward credit. To use this
function, you must create a status report layout in the Status Report Maintenance
window of the Frequent Diner program (for more information, see “Status Report
Maintenance” on page 84), add the Frequent Diner Status Report function to a check
option in the Check Option Maintenance window, and then select the new layout in
the Status Report Layout list that appears with the Frequent Diner Status Report
function.
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% Check Dption Maintenance

View | Add | [Son [ Lt |

| FD Customer 1] EFD Customer
1-Main T 2-lmage T O-Memo ]

Shoit Description  |FD Custa Password Level | 0 ﬂ

Function 1 |Cuslomel Search _i |Member Number =] [NoAbot Waming =]
Function 2 |F|equent Diner Stalua._..! |Nnrma| Status Renurj
Status Report | i -
: [~FonewoR® [None
Layout list Function Vo _|
Function6 [None |
Function? [None |
Function8 [None |
Functiond [None |

Save | Reset | Delete |

Check Maintenance

If you are offering a frequent diner service, you will probably want to find a handy
method of giving your customers updates on their points and/or credit. You may
choose to create a status report, which you can print for them on request. However,
you can also simply add a status update on your standard check.

You can modify your check to include frequent diner customer information in the
Check Layout Maintenance window of the Digital Dining Setup program. You can
add a section to your standard check layout that will print a frequent diner
customer’s current point total. Using skip tokens, you can design the layout so that it
will only print this information if the customer is enrolled in a frequent dining plan.
For instance, you could add the following selection to the footer of your standard
check:

@{SKIP BLANK}@{FD PLAN}
Good afternoon, Q@{FIRST NAME} @{LAST NAME}.
You are enrolled in the @{FD_PLAN} plan.

Your current Frequent Diner points:
@ {CURRENT POINTS}

@{SKIP_END}
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If the customer receiving the check is enrolled in a frequent dining plan, the footer
might look like this:

Good afternoon, John Doe.
You are enrolled in the Free Sandwich plan.

Your current Frequent Diner points: 8

However, if the customer is not enrolled in a frequent dining plan, this text will not
print.

Frequent Diner Receipts

In order to allow frequent diner customers to use reward credit at the POS, you must
add a new frequent diner receipt in the Receipts Window Maintenance window of
the Digital Dining Setup program. After you do this, the Receipts window of the
POS will include a new Frequent Diner receipt option. This option will allow you to
deduct reward credit from a frequent diner customer’s check (for more information,
see the Digital Dining Setup User’s Guide).

Delivery

To perform delivery sales at the POS, you must modify both the Digital Dining
Setup and Back Office programs. The Setup program includes many check option
functions and register options that work only with delivery service. We will discuss
them here, as well as how to modify your check and/or prep ticket layouts for
delivery service. We will also discuss how to modify your staff departments for
delivery service.

We have designed the Frequent Diner/Delivery program to adapt to the needs of your
business. Therefore, you can use the program in different ways. You must decide
how it can best serve your needs. If your restaurant is primarily a delivery service,
you will want to set up your primary register as a delivery register. If, however, you
offer delivery service as well as dine-in service, you may not want your main register
to be your delivery register. You may wish to create a separate delivery-only register.

If you choose to create a delivery-only register, you must create a new delivery
register definition, which can include a new check layout, a new window of check
options, and a new window of register options, all tailored to your delivery needs. If
you do not want to create a delivery-only register, you must modify your main
register to handle delivery orders. To do this, you must modify your main check
layout, your main window of check options, and your main window of register
options.
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Check Option Functions

The Digital Dining Setup program includes several check option functions in the
Check Options Maintenance window that only work with delivery service. You can
create new check options with these functions, which you can then add to your main
window of check options. By doing so, you can then use these special delivery
functions at the POS. You can create new delivery check options in the Check
Option Maintenance window of the Digital Dining Setup program (for more
information, see “Check Option Maintenance Window” in the Digital Dining Setup
User’s Guide).

Like all check options, you can add a Delivery check option to your Top Panel, so
you can access it more easily in the POS (for more information, see “Top Panel
Maintenance Window” in the Digital Dining Setup User’s Guide).

Change/Add Delivery Instructions

The Change/Add Delivery Instr check option function allows you to add delivery
instructions to the Frequent Diner/Delivery records for a particular customer.
Therefore, when the customer calls back, you will not need to enter special
instructions (for example, “deliver to basement door” or “deliver to rear of house”)
again.

Clear Frequent Diner/Delivery (Delivery)

The Clear Frequent Diner/Delivery check option function will clear any delivery
customer associated to a check. You can use this function if you accidentally
associate the wrong customer to a check. You should not include this function in
your standard “Delivery” check option, since you will use it infrequently.

Customer Search (Delivery)

The Customer Search check option function allows you to search for delivery
customer files at the POS. Without this function, you cannot search for customer
records at the POS. Upon selecting this function, two lists will appear with it: the
Search Method list and the Abort Warning list.
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&% Check Option Maintenance

Viow | A4d ] [so | L |

IDeﬁvely Customer _'J !DEliVEry Customer

Abort Wamning list o BTG TR

Shoit Description | Delivery Password Level 4| 0 ﬂ

Function 1 ICuslomer Search _i IPhnne Number ﬂ |Nn Abort Warning ﬂ
Funcion2 [None .|
Function 3 |[None _i
Function 4 anne—
Funcion5 [None .|
Funcion6 [None .|
Funcion? [None .|
Funcion8 [None .|
Funcion® [None |

Save | Reset | Delete |

Search Method list

Search Method. You should select the default search method that the program will
use at the POS. The program will prompt you for this information first when you
access the “Delivery Customer” check option. For instance, you might set the default
Search Method to Phone Number. At the POS, when you access this check
option, the program will ask for the customer’s phone number.

If you have a Caller ID unit installed to your system, you should select Caller ID.
By doing so, you will instruct the program to search for customer files matching the
phone numbers it receives from your Caller ID unit.

You can select any of the following search methods:
Member Number

Phone Number

Search Name

Search Company

Caller ID

Credit Card Swipe

v Vv Vv Vv Vv Vv

Abort Warning. If you select Show Abort Warning, the program will display a
warning whenever you access the customer search keypad at the POS and then tap
ESC without selecting a customer.
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Frequent Diner

No customers assigned to the current
check

OK

Display Last Order

The Display Last Order check option function displays the current customer’s last
order. Using this function, you can quickly reorder a customer’s previous order.

Set Delivery Time

The Set Delivery Time check option function allows you to set the time that a
delivery is likely to take. Typically, you will use this feature to associate the delivery
time either with individual customers or with delivery zones.

Register Options

The Digital Dining Setup program includes many register options that only work
with delivery service. You can add these register options to your main window of
register options. By doing so, you can then use these special delivery register options
at the POS. You can add new delivery register options in the Window of Register
Options Maintenance window of the Digital Dining Setup program (for more
information, see “Window of Register Options Maintenance Window” in the Digital
Dining Setup User’s Guide).

Change Driver Assignment

The Change Driver Assignment register option allows you to unassign delivery
orders from one or more drivers and reassign them to another driver.

Delivery Late Orders Report

The Delivery Late Orders Report register option allows you to access the Late
Orders Report. The report will list any orders that have not been assigned after a
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specified time limit (as set in the Orders Report area of the POS Entries window).
For instance, you might enter a Late Order Min of ten minutes. Later, at the POS,
if you select the Late Orders Report option, the program will display a list of all
orders that have not been assigned for ten or more minutes (for more information,
see “Orders Report area” on page 75).

Delivery Set Late Time

The Delivery Set Late Time register option allows you to reset the late time on the
Late Orders Report at the POS. Using this option, you can enter the number of
minutes that must pass before an unassigned order is considered late. For instance,
you might reset the late time from 10 minutes to 15 minutes. Later, if you select the
Late Orders Report option, the program will display a list of all orders that have not
been assigned for 15 or more minutes (for more information, see “Orders Report
area’” on page 75).

Driver Select

The Driver Select register option allows you to assign orders to an available driver.
When you select this option, the program will list all the drivers who are available.
You can then assign one or more orders to a driver.

Driver Single

The Driver Single register option allows you to assign orders to an available driver.
When you select this option, the program will list all the drivers who are available.
You can then assign one or more orders to a driver.

List All Assigned

The List All Assigned register option allows you to view the details of any orders
you have assigned to any drivers.

Pay Driver Run

The Pay Driver Run register option allows incoming drivers to quickly pay the
register for their delivery orders at the POS. Your dispatcher can use this register
option to take payments from any driver.
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Check Maintenance

You must edit you’re your check and/or prep ticket for delivery service. Unlike
checks for dine-in business, a delivery check should include the name and address of
the customer. The dispatcher should give the driver a copy of the check, which the
driver can then use to deliver the order.

Some restaurants prefer to include the customer information on the prep ticket, rather
than the check, particularly if the cook is also the driver. The Frequent
Diner/Delivery program allows either method. You can set the program to print two
copies of each check, one for the dispatcher and one for the driver (for more
information, see “Assignment area” on page 73). Or you can add the customer
delivery information to the prep ticket. In either case, the layout of the check and/or
the prep ticket must be edited to include the customer information.

Driver Staff Departments

Before you can conduct delivery sales at the POS, you must create a staff department
for your drivers. You have two ways of doing this. You can create a new staff
department and designate it as a driver department, or you can modify an existing
staff department and designate it as a driver department.

The Staff Department Maintenance window of the Digital Dining Back Office
program features a Driver Department check box. Using this check box, you can
designate any staff department as a driver department. If your restaurant is primarily
a delivery service, such as a pizza delivery service, you will probably want to create
a driver department and a dispatcher (or order-taker) department. However, if your
restaurant offers delivery as a sideline service, you may wish to designate other non-
delivery staff departments as driver departments. By doing so, you can assign
delivery orders to staff members whose duties are not primarily delivering orders
(for more information on staff departments, see “Staff Department Maintenance
Window: Main Tab” in the Digital Dining Back Office User’s Guide).

After you associate staff members to a driver department, the program can track
when they are out on a delivery or available for new orders. When your staff
members log in as drivers at the POS, the program will ask them if they are “going
out.” The program remembers which drivers are “in” and which are “out.” When the
dispatcher uses the Assign Driver register option, the program will only list the
drivers that are “in.” Only staff members assigned to driver staff departments will
appear in the Assign Driver window.
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Staff Member Maintenance

After you create (or edit) a staff department for your delivery drivers, you must
assign staff members to this department. To do so, you must access the Staff
Member Maintenance window in the Digital Dining Back Office program and assign
staff members to any department which you have designated as a “Driver
Department” (for more information, see the Digital Dining Back Office User’s
Manual).
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Frequent Diner at the POS

Overview

In this chapter, we will describe how you will most typically use the Frequent
Diner/Delivery program at the Point of Sale (POS). We will describe how to perform
frequent diner functions while taking orders from new and previous customers, as
well as how to use several check option functions which are specific to the Frequent
Diner/Delivery program. Because you can configure your register in any way, the
descriptions that we provide here may differ slightly from how your register actually
performs.

Frequent Diner Service Register Design

We designed the Frequent Diner/Delivery program to operate as a supplement to
your standard registers. You can add frequent diner functions to any of your
registers, but most managers use it with their standard table service register.
Therefore, you can create and manage checks for frequent diner customers just as
you would with typical customers. In this chapter, we will give procedures and
examples that assume you are using the Frequent Diner/Delivery program with a
typical table service register; that you have created a frequent diner check option
called “Frequent Diner,” which includes the Customer Search check option function;
that you have set the Customer Search function to search for member ID numbers;
and that your customers have magnetic “swipe” cards to identify themselves as
frequent diner customers at the POS.

Transactions

Digital Dining has designed the Frequent Diner/Delivery program so that you can
associate a frequent diner customer to a table while the check is open. So long as you
have associated a frequent diner customer with a table before the customer pays the
check, the customer will earn reward points for the purchase.
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To Perform a Transaction with a Frequent Diner Customer

1 Open a check with one order in the POS.

2 From the Command panel, tap Check Options, and then tap Frequent Diner
(or any check option that includes the Customer Search check option function)
in the Selection panel.
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Modifier Discounts |

3 Swipe the customer’s ID card.
OR Tap Manual, and then enter the customer’s member ID number manually
using the keypad.

4 Tap the customer’s button in the Selection panel, and then tap Accept on the
Command panel.
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To Add a Frequent Diner Customer Record at the POS

1
2

Open a check with one order in the POS.

From the Command panel, tap Check Options, and from the Selection panel,
tap Frequent Diner.

Swipe a new customer ID card.

OR Tap Manual, and then enter the customer’s new member ID number
manually.

At the New Customer window, tap Yes.

Enter the required customer information.

The program will require any information that you have set as “forced” in the
POS Entries window of the Frequent Diner/Delivery program.

From the Command panel, tap Accept.
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Split Checks

When you perform a customer search and select a frequent diner customer, you
associate that customer to a table, not a particular order. Consequently, if you
associate a table with a frequent diner customer, that customer will earn points for al//
the purchases at that table.

For instance, you may have a table with three customers, one of them a frequent
diner customer. If you associate the table with the appropriate frequent diner
customer record and then allow all three customers to pay their checks, the frequent
diner customer will receive frequent diner points and/or credit for the purchases of
the other two customers (that is, all the purchases at that table).

If you do not wish to allow frequent diner customers to earn frequent diner points for
other customers at their table, you have two options. First, you can associate the table
with the frequent diner customer, let the customer pay his or her check first, then
clear that customer from the table before paying the other customers. Or, you can let
the other customers pay their checks before the frequent diner customer, associate
the table with the frequent diner customer affer the other checks have been paid, then
let the frequent diner customer pay his or her check. The frequent diner customer
will not earn points for the menu items bought by the other customers.

If you serve a table with more than one frequent diner customer, you should
associate the table with one of the frequent diner customers, pay that check, then
clear the customer from the table. You can then associate the table with the next
frequent diner customer and pay that customer’s check. That way, each customer
will earn frequent diner points for their separate checks.

8  To clear a frequent diner customer from a table, you must use a check
§ option that includes the Clear Frequent Diner check option function (for
more information, see “Clear Frequent Diner Customer” on page 196).
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To Perform a Split Check Transaction with Multiple
Frequent Diner Customers

1 Inthe POS, open a split check with two orders, each a frequent diner customer.

2 From the Command panel, tap Check Options, then from the Selection panel,
tap Frequent Diner, and then swipe the first customer’s ID card.

3 From the Selection panel, tap the customer’s button, and then from the
Command panel, tap Accept.

4 Tap Finish, then tap Pay, and then pay the first Frequent Diner customer’s
check.

5  After the first customer pays the check, tap Accept Payment, and then tap
Done to return to the check screen.

6 Tap Check Options in the Command panel, then tap Clear Customer (or
any check option that includes the Clear Frequent Diner check option function)
in the Selection panel, and then tap Yes at the warning window.

7 Repeat steps 2 through 5 for the second frequent diner customer.

Reward Credit

If you are giving your frequent diner customers reward credit, they can use that
credit to pay a check (in whole or in part). To allow them to use reward credit, you
must add a frequent diner receipt to the Receipts Window Maintenance window in
the Digital Dining Setup program (for more information, see “Frequent Diner
Receipts” on page 183). When your frequent diner customers pay their checks, you
can use this receipt to redeem any reward credit they may have. You can deduct all
or part of their available reward credit from a check.
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To Deduct a Customer’s Reward Credit from a Check

1 Open a check in the POS and associate it with a frequent diner customer, then
from the Command panel, tap Pay.

2 From the Selection panel, tap Frequent Diner.

A keypad window will open, displaying the customer’s available reward credit.
If the customer has no reward credit available, the program will display a
message window.

3 Tap Enter to use all of the available credit, or enter a lower amount to use only
part of the available credit and then tap Enter.

The check will now have the credit deducted from the total, and the customer
can pay the remainder of the check (if any) by any other available method.

Check Option Functions

The Digital Dining Setup program includes several check option functions that only
work for the Frequent Diner/Delivery program. You can use these functions by
adding them to a check option in your main window of check options (for more
information on frequent diner check options, see “Check Option Functions” on page
184). Here we will discuss how you can use these check option functions at the POS.

Clear Frequent Diner Customer

The Clear Frequent Diner Customer check option function allows you to remove a
frequent diner customer from a check. If you mistakenly associate a check to the
wrong frequent diner customer, you can use the Clear Frequent Diner Customer
function to remove the association. Then you can associate the check to the correct
customer. You can also use the Clear Frequent Diner Customer function for split
checks involving more than one frequent diner customer (for more information, see
“Split Checks” on page 194).

You will probably not wish to include the Clear Frequent Diner Customer function
as part of your standard “Frequent Diner” check option, because you will use it
infrequently. Most users will include it in a separate check option (such as “Clear
Customer”) and add the check option to their standard window of check options (for
more information on frequent diner check options, see “Check Option Functions” on
page 184).
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Customer Search

The Customer Search check option function allows you to search for customer
records at the POS. Using this function, you can search for customer records by a
customer’s name, telephone number, member ID number, search name, search
company, or credit card number.

Edit Customer Points

The Edit Customer Points check option function allows you to manually edit a
Frequent Diner customer’s reward points at the POS.

Frequent Diner Status Report

The Frequent Diner Status Report check option function offers you a method of
updating your customers on their current frequent diner point/credit status. If you
include this function to your standard “Frequent Diner” option, the program will
display the status report window when you select a frequent diner customer’s record
at the POS. You can then print the status report for your customer.

You can create and edit the layout of status reports in the Status Report Maintenance
window of the Frequent Diner/Delivery program. You can then associate a status
report to your check option in the Check Option Maintenance window of the Setup
program.
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Delivery at the POS

Overview

In this chapter, we will describe how you will most typically use the Frequent
Diner/Delivery program at the Point of Sale (POS). We will describe how to use
delivery functions while taking orders from new and previous customers. We will
also describe how to use the check option functions and register options that are
specific to delivery service. Because you can configure your register in various ways,
the descriptions that we provide here may differ slightly from how your register
actually performs.

Delivery Service Register Design

Digital Dining has designed the Frequent Diner/Delivery program to adapt to the
needs of your business. Therefore, you can use the program in different ways, and
you must decide how it can best serve your needs. If your restaurant is primarily a
delivery service, you will want to set up your primary register as a delivery register.
If, however, you offer delivery service as well as dine-in service, you might prefer to
either add the delivery functions to your main table service register or to create a
separate delivery-only register.

If you want to create a delivery-only register definition, than you can set it to use the
Delivery Assignment register type, which features an array of functions specifically
designed to help delivery dispatchers assign orders to drivers quickly and efficiently.
You can also include a new window of check options, a new window of register
options, and at least one new check layout for your delivery register definition, all
tailored to your delivery needs.

If you do not want to create a new delivery-only register definition, than you can
modify your main register definition (typically using the Quick Service register type)
to handle delivery orders. To do this, you can modify your main register’s window of
check options, window of register options, and check layout accordingly.
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Delivery Assignment Register Type

We designed the Delivery Assignment register type to help delivery dispatchers
assign orders to drivers quickly and efficiently by allowing them to pay and serve in
one step. To set a register definition to use the Delivery Assignment register type,
open the Register Definition Maintenance window (in the Setup program), click the
Main tab, and then click Delivery Assignment in the Register Type list.

At the POS, the Delivery Assignment register type features two primary screens: the
Access Orders screen (where the dispatcher takes phone orders and creates new
checks) and the Assign Orders screen (where the dispatcher assigns checks to
available drivers).

Access Orders Screen

From the Access Orders screen, you can create new checks, view or modify existing
checks, and create or view delivery customer records. The Selection panel of the
Access Orders screen displays a button for each delivery order. If you tap an order
button, the Display panel will display information regarding the order, including the
customer's contact information (such as name, telephone number, street address,
delivery zone, and delivery instructions), the order's check number, and assorted time
status information (such as the expected prep time, the name of the assigned driver,
the time the order was delivered, and so on).

To take a new order, tap New Tab. The POS will prompt you to type the customer’s
telephone number in the keypad. If the POS cannot find that customer’s telephone
number, it will invite you to create a new customer record. You can create a new
customer record or cancel the check. If the POS finds an existing customer record
with that telephone number, it will display the customer’s information in the Display
panel. You can edit the customer’s information, perform a different search (or search
for a customer record using different information, such as the customer last name), or
accept the customer’s information and take the order.
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The Top panel of the Access Orders screen features two buttons, Time On/Time
Off and Zone On/Zone Off. These two buttons allow you to filter the orders that
display in the Selection panel of the Access Orders screen. If you tap Time
Off/Time On, the POS will display the Time Filter screen. This screen features six
buttons, each representing a different filter setting. If you tap Ordered, the Selection
Panel will display orders that have been ordered but not prepped. If you tap
Prepped, the Selection Panel will display orders that have been prepped but not
assigned to drivers. If you tap Assigned, the Selection Panel will display orders that
have been assigned to drivers who are currently available (“IN”). If you tap Out, the
Selection Panel will display orders assigned to drivers who are currently delivering
orders (“OUT”). If you tap Delivered, the Selection Panel will display orders that
have been delivered. If you tap Paid, the Selection Panel will display orders that
have been delivered and paid for. You can filter orders by one or more of these
options. You can also tap Include All (on the Command panel) to select all of these
options or tap Exclude All to clear all of these options. After selecting one or more
appropriate options, click Accept on the Command panel to view the filtered orders
in the Access Orders screen.

If you tap Zone On/Zone Off, the POS will display the Zone Filter screen. This
screen features a button for each delivery zone you have defined in the Frequent
Diner/Delivery program. If you tap one of these buttons (for example, Zone 1), the
Selection Panel will display orders for customers in that zone. If you tap more than
one zone button, the Selection panel will display orders for customers within all of
the zones you've selected. If you tap None, the Selection panel will display orders
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associated with no delivery zones. You can also tap Include All (in the Command
panel) to select all of these options or tap Exclude All to clear all of these options.
After selecting one or more appropriate zones, click Accept on the Command panel
to view the filtered orders in the Access Orders screen. To return to the Assign
Orders screen, tap Assign Orders in the Command panel.

Driver Assignment Screen

After creating one or more orders in the Access Orders screen, you can assign them
to drivers in the Assign Orders screen. Like the Access Orders screen, the Selection
panel of the Access Orders screen displays a button for each delivery order. The
Display panel of the Assign Orders screen lists all of the drivers currently clocked in,
including each driver's status and the check number of each order assigned to them
(if any). If a driver is available to deliver orders, that driver's status displays as “IN.”
If the driver is out on a delivery, the driver's status displays the number of minutes

the driver has been out. (For example, if a driver has been “out” for 25 minutes, that
driver's status displays as “25”.)

[ ASSIGH Bt L TIME ON || ZOHE OFF
| AHD OUT DRIVER |

Driver Time Table 2337
[703) 644-9145
Westaots W
Helen I Table 2338
(7031 644-6011
6227

Hine P

Table 2338
(703) 544-9447
Hoors B

| Line Up [ Line Down | Page Up [ Page Down [ | “tcess

! Log off |

Orders

|Select one or more zones.

The Top panel of the Assign Orders screen features the Assign and Assign And
Out buttons, which allow you to assign one or more orders to a driver. To assign
orders to a driver, tap an available driver in the Display panel, then tap one or more
orders in the Selection panel, and then tap Assign. You can also assign orders to a
driver and change that driver's status from “IN” to “OUT” by tapping Assign And
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Out. To unassign orders assigned to a driver whose status is “IN,” tap the driver in
the Display panel, then tap the orders you wish to unassign in the Selection panel,
then tap Assign.

If you select a driver in the Display panel whose status is “OUT,” the POS will
display the Unassign and In buttons instead of the Assign and Assign And Out
buttons. You can use the Unassign and In buttons to unassign orders assigned to a
driver or to change a driver's status from “OUT” to “IN.” To unassign orders from a
driver, tap the unavailable driver in the Display panel, then tap one or more
appropriate orders in the Selection panel, and then tap Unassign. The selected
orders will then display as unassigned and undelivered. To change the status of a
unavailable driver, tap the driver in the Display panel and tap In. To view unassigned
orders in the Selection panel when all of the drivers are “OUT,” tap Show Order in
the Display panel.

The Top panel also features the Pay Driver button, which allows drivers to pay
checks to a register for delivered orders. To use the Pay Driver button, select a
driver in the Display panel and then tap the Pay Driver button. The POS displays a
list of open checks that are associated with the driver. Highlight the check(s) you
want to pay and tap Select from the Command panel. After you select the checks,
tap Accept from the Command panel. The Command panel displays three payment
options: Pay Fast, Pay Cash, and Pay Other. If you tap Pay Other, the POS
will display the Payment screen, allowing you to select a payment option for each
selected check. If you tap Pay Cash, the POS displays the Payment keypad,
allowing you to enter a cash amount for each selected check. If you tap Pay Fast,
the POS asks if you want to pay the check(s) as one transaction. If you tap Yes, the
POS automatically pays all the checks with cash and returns you to the Register

Options screen.
" TIME OH FZOHE OFFF

Driver Time Table 2990
Andersen J
Order 224 816 Clopper Eo ]
If you tap Show Orderin  / 2989 Miller R 916 Clopper Road \ ... the POS displays
i i i — David 00:24 _— f
the list of delivery drivers 2991 Jones T 4600 Duke St all unassigned orders
in the Display panel ... in the Selection panel.

Like the Access Orders screen, the Top panel of the Assign Orders screen also
features the Time On/Time Off and Zone On/Zone Off, which allow you to filter
the orders that display in the Selection panel. To return to the Access Orders screen,
tap Access Orders on the Command panel.
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Quick Service Register Delivery Assignment

If you want to take and assign delivery orders from a standard quick service register,
you can do so by creating and adding a special delivery check option to your quick
service register’s window of check options. This delivery check option should
include the Customer Search check option function, which allows staff members to
either search for or create customer records at the POS. After finding or creating an
appropriate customer record, the staff member can associate that customer record to
a check at any time while the check is open. This method allows staff members to
associate a check with a delivery customer any time before the check is paid. Once a
staff member associates a check to a delivery customer, that staff member can then
assign the order to an available delivery driver.

Check Option Functions

The Digital Dining Setup program includes several check option functions that serve
the Frequent Diner/Delivery program. You can use these functions by adding them to
a check option in your main window of check options (for more information, see
“Check Option Functions” on page 184).

Change/Add Delivery Instructions

The Change/Add Delivery Instructions check option function allows you to review
and edit delivery instructions for your individual customers. If you add this function
to your standard “Delivery Customer” check option, the program will display the
Delivery Instructions window after you find and accept a new delivery customer.
You can edit these instructions, if necessary.

Clear Delivery Customer

The Clear Delivery Customer check option function allows you to remove a delivery
customer from a check. If you mistakenly associate a check to the wrong customer,
you can use the Clear Delivery Customer function to remove the association. Then
you can associate the check to the correct customer.

You will probably not wish to include the Clear Delivery Customer function as part
of your standard “Delivery Customer” check option, because you will use it fairly
infrequently. Most users include it in a separate check option (such as “Clear
Customer”) and add the check option to their standard window of check options (for
more information, see “Check Option Functions” on page 184).
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Customer Search

The Customer Search check option function allows you to search for customer
records at the POS. Using this function, you can search for customer records by a
customer’s name, telephone number, member ID number, search name, search
company, or credit card number. If your register is set to use the Delivery
Assignment register type, your dispatchers will not need to use this check option
function; the POS will prompt your dispatchers to select or create a delivery
customer record before creating a new check.

Display Last Order

If you add the Display Last Order check option function in your standard “Delivery
Customer” check option, the program will display the customer’s last order at the
POS. After you select the customer, the check window will display each item of the
customer’s previous order as a menu item button. You can reorder the entire
previous order or certain items from it.

Set Delivery Time

If you add the Set Delivery Time check option function to your standard “Delivery
Customer” check option, the program will prompt you to enter a delivery time for
each delivery order. A keypad will appear after you select a delivery customer,
prompting you to enter a delivery time in minutes. This delivery time is associated
with a layout token, which you can place on a check or coupon layout.

Register Options

The Digital Dining Setup program includes several register options that are exclusive
to delivery service. You can use these register options by adding them to a window
of register options (for more information, see “Register Options” on page 186). Here
we will discuss how you can use these register options at the POS.

Change Driver Assignment

You can unassign the driver you have assigned to a delivery order. After you tap
Register Options from the Command panel and Change Driver Assignment
from the Selection panel, the POS will display all the drivers who are currently
clocked in. You can tap one driver, multiple drivers, or all drivers (or you can tap
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Include All from the Command panel). After you select the drivers, tap Accept
from the Command panel. Then, the POS program will display all the delivery zones
you have defined (if any). You can tap one, multiple, or all delivery zones. After you
select the delivery zones, tap Accept from the Command panel.

At this point, the POS program will display a list of open checks that have passed
through the previous two screens (you can think of them as filters). Highlight the
check(s) you want to unassign from the current driver and tap Select from the
Command panel. After you select the checks, you can tap Unassign from the
Command panel to remove the check assignment.

After you unassign the checks, the program will display a list of the checks in the
Display panel and a list of all the other available drivers in the Selection panel. You
can tap the button of the driver to whom you wish to reassign the checks, or tap
Cancel to exit the screen. If you exit the screen without reassigning the checks, the
checks will remain unassigned.

Delivery Late Orders Report

You can review all delivery orders that meet the late time you have set with the
Delivery Set Late Time register option (below). After you tap Register Options
from the Command panel and Delivery Late Orders Report from the Selection
panel, the POS will display all checks that have been opened longer than the late
time you set. You can review the check(s) in the Display panel.

Delivery Set Late Time

You can set late times for your delivery orders. You will most likely use this register
option with the Delivery Late Orders Report register option (above). After you tap
Register Options from the Command panel and Delivery Set Late Time from
the Selection panel, the POS will display a keypad so that you can type the late time
setting.

Driver Select

You can assign a driver for the check(s) you have ordered. If you need to change the
driver you have selected, use the Change Driver Assignment register option (for
more information, see “Change Driver Assignment” on page 205).
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Driver Single

You can assign a driver for the check(s) you have ordered. If you need to change the
driver you have selected, use the Change Driver Assignment register option (for
more information, see “Change Driver Assignment” on page 205).

List All Assigned

You can view a report of all checks that you have assigned to drivers. After you tap
Register Options from the Command panel and List All Assigned from the
Selection panel, the POS will display all the drivers who are currently clocked in.
You can tap one driver, multiple drivers, or all drivers (or you can tap Include All
from the Command panel). After you select the drivers, tap Accept from the
Command panel. Then, the POS program will display all the delivery zones you have
defined (if any). You can tap one, multiple, or all delivery zones. After you select the
delivery zones, tap Accept from the Command panel.

At this point, the POS program will display a list of open checks that have passed
through the previous two screens (you can think of them as filters). Highlight the
check(s) you want to review and tap Select from the Command panel. After you
select the checks, you can tap Detail from the Command panel to see the check
information for each of the checks in the Display panel.

Pay Driver Run

When drivers return from delivering their order(s), you can have them pay the
checks by using the Pay Driver Run register option. After you tap Register
Options from the Command panel and Pay Driver Run from the Selection panel,
the POS will display all the drivers who are currently clocked in. You can tap one
driver, multiple drivers, or all drivers (or you can tap Include All from the
Command panel). After you select the drivers, tap Accept from the Command
panel. Then, the POS program will display all the delivery zones you have defined
(if any). You can tap one, multiple, or all delivery zones. After you select the
delivery zones, tap Accept from the Command panel.

At this point, the POS program will display a list of open checks that have passed
through the previous two screens (you can think of them as filters). Highlight the
check(s) you want to pay and tap Select from the Command panel. After you select
the checks, tap Accept from the Command panel. You can tap Pay Fast, Pay
Cash, or Pay Other from the Command panel to close the check(s). If you tap Pay
Fast, the POS will ask if you want to pay the check(s). If you tap Yes, the POS
program will automatically pay all the checks with cash and return you to the
Register Options screen.

Digital Dining

Frequent Diner/Delivery User’s Guide ¢ 207






Index

IndeXx

A

Assigned Check Maximum box
77
Assignment area 73

Cc

Change Driver Assignment 186,
205
Change/Add Delivery
Instructions 184, 204
Check Maintenance
Delivery 188
Frequent Diner 182
Check Option Functions
Change/Add Delivery
Instructions 184, 204
Clear Delivery Customer 204
Clear Frequent Diner
Customer 196
Customer Search 197
Delivery 184
Delivery at the POS 204
Display Last Order 186, 205
Edit Customer Points 197
Frequent Diner 179
Frequent Diner at the POS
196
Frequent Diner Status Report
197
Set Delivery Time 186, 205
Clear Delivery Customer 204
Clear Frequent Diner Customer
196
Complaint Coupon
Maintenance Window 58,

Complaint Reasons 58
Complaints
Setup Requirements 59
Complaints Report Maintenance
132
Complaints Report Maintenance
Window
Complaint Tab 139
Day Tab 139
Interest Tab 138
Main Tab 132
Memo Tab 139
Profit Cnt Tab 138
Zip Code Tab 139
Zone Tab 139
Complaints Reports 58
Coupons 22
Customer Label Maintenance
Window 109
Main Tab 109
Memo Tab 110
Customer PTD Reset 110
Customer Purchase History
Window 176
Filter Window 177
Customer Record Maintenance
Window 97
Available area 102
Current area 101
Date area 101
Interests Tab 103
Main Tab 98
Memo Tab 108
Messages Tab 106
Misc Tab 107
Occasions Tab 104
Purchases Tab 101
Sales Tab 102
Total area 102
Customer Report Maintenance
Window 119
FD Plans Tab 125
Interests Tab 125
Main Tab 119
Memo Tab 127
Occasions Tab 126
Zip Codes Tab 125

83 Zones Tab 126
Complaint Reason Maintenance Customer Search 197
'Window 64 Customer Search area 73
Main Tab 65 Customer Utilities 110
Memo Tab 65 Customer PTD Reset 110
Digital Dining Frequent Diner/Delivery User’s Guide ¢ 209



Index

Frequent Dining Point Reset
111

D

Deduct Batch Rewards 95
Define Reports 113
Delivery Late Orders Report
186, 206
Delivery Order Life Cycle 38
Delivery Set Late Time 187,
206
Delivery Zone Maintenance
Window 67
Main Tab 68
Memo Tab 68
Delivery Zones 39
Dispatch Layout list 77
Display Last Order 186, 205
Driver Select 187, 206
Driver Single 187, 207
Driver Staff Departments
Delivery 188

E
Edit Customer Points 197

F

Filter 12
Forced Entries area 80
Frequent Diner Status Report
197
Frequent Dining Plan
Maintenance Window 87
Main Tab 87
Memo Tab 95
Profit Cnt Tab 93
Reward area 91
Sales Tab 94
Sales Type Tab 94
Frequent Dining Plan PTD
Reset 95
Frequent Dining Plan Report
Maintenance Window
157
Coupons Tab 161
Days Tab 161
FD Plans Tab 161
Main Tab 157
Memo Tab 162

Profit Ctrs Tab 161
Zones Tab 161
Frequent Dining Plan Utilities
95
Deduct Batch Rewards 95
Frequent Dining Plan PTD
Reset 95
Frequent Dining Point Reset
111

L
List All Assigned 187, 207

Maintenance Window
Commands 7
Maintenance Window Tabs 10
Maintenance Windows 7
Types of 11
Menu Item Sales Report
Maintenance Window
144
Days Tab 151
Interests Tab 151
Main Tab 144
Memo Tab 153
Plans Tab 151
Prep Grps Tab 150
Prep Types Tab 150
Profit Ctrs Tab 150
Sales Typ Tab 150
Totals Tab 152
Zip Tab 152
Zones Tabs 151
Minimum Driver Out Time box
77

N

New Entries area 78
No Sale Reports Maintenance
Window 164

Days Tab 171
Interests Tab 171
Main Tab 164
Memo Tab 173
Plans Tab 171
Prep Grps Tab 170
Prep Types Tab 170
Profit Ctrs Tab 170

210 o Digital Dining

Frequent Diner/Delivery User’s Guide



Index

Sales Types Tab 170
Totals Tab 172

Zip Tab 171

Zones Tab 171

o)

Order area 74
Orders Report area 75

P

Pay Driver Run 187, 207
Phone Exchange Maintenance
Window 66
Main Tab 66
Memo Tab 67
Phone Number Prompt area 73
POS Display area 76
POS Entries
Assigned Check Maximum
box 77
Assignment area 73
Customer Search area 73
Dispatch Layout list 77
Forced Entries area 80
Minimum Driver Out Time
box 77
New Entries area 78
Order area 74
Orders Report area 75
Phone Number Prompt area
73
POS Display area 76
POS Entries Window 72
Main Tab 72
Memo Tab 80
Misc Tab 75
New Entry Tab 77
Printed Applications 16

R

Receipts
Frequent Diner 183
Register Options
Change Driver Assignment
186, 205
Delivery 186
Delivery at the POS 205
Delivery Late Orders Report
186, 206

Delivery Set Late Time 187,
206
Driver Select 187, 206
Driver Single 187, 207
List All Assigned 187, 207
Pay Driver Run 187, 207
Report Maintenance Windows
115
Report Preview Toolbar 118
Report Preview Window 118
Reports
Complaints Reports 58
Customer Purchase History
Window 176
Customer Report
Maintenance Window
119
Frequent Dining Plan Report
Maintenance Window
157
Menu Item Sales Report
Maintenance Window
144
No Sale Reports Maintenance
Window 164
Reports Windows 113
Define 113
Reward Coupon Maintenance
81
Rewards 21

S

Set Delivery Time 186, 205
Special Interest Maintenance
Window 63
Main Tab 64
Memo Tab 64
Special Occasion Maintenance
Window 61
Main Tab 62
Memo Tab 63
Staff Member Maintenance
Delivery 189
Status Report Maintenance 84
Street Maintenance Window 70
Main Tab 71
Memo Tab 72

T

Transactions at the POS

Digital Dining

Frequent Diner/Delivery User’s Guide ¢ 211



Index

Frequent Diner 191

V4

ZIP Code Maintenance Window
69
Main Tab 69
Memo Tab 69

212 o Digital Dining Frequent Diner/Delivery User’s Guide



	Frequent Diner/Delivery User’s Guide
	Copyright Notification
	Trademarks
	Limitation of Liability
	Introduction
	Overview
	About Digital Dining
	The Digital Dining Documentation Set

	About the Digital Dining Frequent Diner/Delivery Program
	About the Digital Dining Frequent Diner/Delivery 
	Document Organization
	What’s New
	Technical Support


	Digital Dining Basics
	Overview
	Maintenance Windows
	Maintenance Window Commands
	Find
	Next
	Prev
	View
	Add
	Save
	Reset
	Delete
	Exit
	Sort
	List
	Order
	Filter

	Maintenance Window Tabs
	Types of Maintenance Windows

	Drilling Through
	Filters
	How does a Filter Work?

	Find Windows
	Using Find Windows


	Frequent Diner Basics
	Overview
	Collecting Customer Information
	Printed Applications
	Point of Sale
	Customer Identification
	Customizing Your System

	Using Customer Information
	Monitoring Trends
	Creative Marketing

	Rewards
	Coupons


	Setting Up a Frequent Dining Plan
	Overview
	Opening the Frequent Diner/Delivery Program
	
	To Open the Frequent Diner/Delivery Program


	Creating a Frequent Dining Plan
	Accumulate list
	Print Mode list
	Coupon Name list
	Expiration Mode list
	Number of Days box
	Reward Description box
	Point Level box
	Print and Credit check boxes
	To Create a Frequent Dining Plan


	Creating a Reward Coupon
	
	To Add a Reward Coupon
	To Preview a Reward Coupon
	To Associate a Reward Coupon with a Frequent Dining Plan


	Setting Up POS Entries for Frequent Diner
	
	To Set the POS Entries Window for Frequent Diner.


	Creating Customer Records
	
	To Add a Customer Record


	Digital Dining Setup Requirements
	Frequent Diner Check Option
	To Open the Setup Program
	To Add a Frequent Diner Check Option

	Frequent Diner Window of Check Options
	To Add a Frequent Diner Check Option to a Window of Check Options



	Delivery Basics
	Overview
	Delivery Order Life Cycle
	Take the Order
	Assign the Order to a Driver
	Delivery Zones
	Pay the Register

	Setting Up a Delivery Service
	Overview
	Opening the Frequent Diner/Delivery Program
	
	To Open the Frequent Diner/Delivery Program


	Setting Up POS Entries for Delivery
	
	To Set the POS Entries Window for Delivery


	Digital Dining Setup Requirements
	Delivery Check Option
	To Open the Setup Program
	To Add a Delivery Check Option

	Delivery Window of Check Options
	To Add a Delivery Check Option to a Window of Check Options

	Delivery Window of Register Options
	To Add a Delivery Window of Register Options


	Digital Dining Back Office Requirements
	Staff Department Maintenance
	To Open the Back Office Program
	To Add a Delivery Staff Department

	Staff Member Maintenance
	To Assign Staff Members as Delivery Drivers



	Complaints
	Overview
	How Complaints Work
	Complaint Reasons
	Complaint Coupons
	Complaints Reports
	Digital Dining Setup Requirements
	
	Customer Complaint Check Option Function
	Window of Check Options



	Setup Menu
	Overview
	Special Occasion Maintenance
	Special Occasion Maintenance Window: Main Tab
	Special Occasion Maintenance Window: Memo Tab

	Special Interest Maintenance
	Special Interest Maintenance Window: Main Tab
	Special Interest Maintenance Window: Memo Tab

	Complaint Reason Maintenance
	Complaint Reason Maintenance Window: Main Tab
	Complaint Reason Maintenance Window: Memo Tab

	Phone Exchange Maintenance
	Phone Exchange Maintenance Window: Main Tab
	Phone Exchange Maintenance Window: Memo Tab

	Delivery Zone Maintenance
	Delivery Zone Maintenance Window: Main Tab
	Delivery Check Options list

	Delivery Zone Maintenance Window: Memo Tab

	ZIP Code Maintenance
	ZIP Code Maintenance Window: Main Tab
	ZIP Code Maintenance Window: Memo Tab

	Street Maintenance Window
	Street Maintenance Window: Main Tab
	Min Address box
	Max Address box
	ZIP Code list
	Delivery Zone list

	Street Maintenance Window: Memo Tab

	POS Entries Window
	POS Entries Window: Main Tab
	Customer Search area
	Assignment area
	Phone Number Prompt area
	Order area
	Orders Report area

	POS Entries Window: Misc Tab
	POS Display area
	Dispatch Layout list
	Minimum Driver Out Time box
	Assigned Check Maximum box

	POS Entries Window: New Entry Tab
	New Entries area
	Forced Entries area

	POS Entries Window: Memo Tab


	Layouts Menu
	Overview
	Reward Coupon Maintenance
	Reward Coupon Maintenance Window

	Complaint Coupon Maintenance
	Complaint Coupon Maintenance Window

	Status Report Maintenance
	Status Report Maintenance Window


	Plans Menu
	Overview
	Frequent Dining Plan Maintenance
	Frequent Dining Plan Maintenance Window: Main Tab
	Accumulate list
	Print Mode list
	Coupon Name list
	Expiration Mode list
	New Plan list
	Number of Days box
	Date of Expiration box
	PLU Code Range boxes
	Reward area
	Include Special Items check box
	Adjust by Discounts check box

	Frequent Dining Plan Maintenance Window: Profit Cnt Tab
	Frequent Dining Plan Maintenance Window: Sales Type Tab
	Frequent Dining Plan Maintenance Window: Sales Tab
	Frequent Dining Plan Maintenance Window: Memo Tab

	Frequent Dining Plan Utilities
	Deduct Batch Rewards
	Frequent Dining Plan PTD Reset


	Customers Menu
	Overview
	Customer Record Maintenance
	Customer Record Maintenance Window: Main Tab
	Company Name box
	Search Name box
	Search Company box
	Title box
	E-mail box
	Card Number box
	FD (Frequent Diner) Plan list
	Default Receipt list
	Tax Exempt check box
	Phone box
	Fax box
	Delivery check box
	Delivery Zone list
	Building/Street boxes
	City box
	State box
	Zip Code list

	Customer Record Maintenance Window: Purchases Tab
	Date area
	Current area
	Available area
	Total area

	Customer Record Maintenance Window: Sales Tab
	Customer Record Maintenance Window: Interests Tab
	Customer Record Maintenance Window: Occasions Tab
	Special Occasion lists
	Occasion Date boxes
	Occasion labels
	Name boxes

	Customer Record Maintenance Window: Messages Tab
	Customer Record Maintenance Window: Misc Tab
	Customer Record Maintenance Window: Memo Tab

	Customer Label Maintenance
	Customer Label Maintenance Window: Main Tab
	Customer Label Maintenance Window: Memo Tab

	Customer Utilities
	Customer PTD Reset
	Frequent Dining Point Reset
	Customer Import


	Reports Menu
	Overview
	Using Reports
	Reports Windows
	Report list
	Range list
	Date Range boxes
	Print area

	Report Maintenance Windows
	Report Format list
	Grouping list
	Subgrouping list
	Sorting list
	Optional Input list
	Default Range list


	Report Preview
	Report Preview Window
	Report Preview Toolbar

	Customer Report Maintenance
	Customer Report Maintenance Window: Main Tab
	Report Format list
	Grouping list
	Label Type list
	Subgrouping list
	Sorting list
	Optional Input list
	Default Range list
	Primary Interest Only check box
	Curr Purchases boxes
	Total Purchases boxes
	Current Value boxes
	Total Value boxes
	Available Points boxes
	Total Points boxes
	Curr Complaints boxes
	Total Complaints boxes

	Customer Report Maintenance Window: FD Plans Tab
	Customer Report Maintenance Window: Interests Tab
	Customer Report Maintenance Window: Zip Codes Tab
	Customer Report Maintenance Window: Zones Tab
	Customer Report Maintenance Window: Occasions Tab
	Customer Report Maintenance Window: Memo Tab

	Customer Report Examples
	Customer Report: Name and Address Format
	Customer Report: Sales Summary Format
	Customer Report: Interest and Occasion Format
	Customer Report: Mailing Labels Format
	Customer Report: Batch Report Format
	Customer Report: Contact List Format

	Complaints Report Maintenance
	Complaints Report Maintenance Window: Main Tab
	Report Format list
	Group By 1 list
	Group By 2 list
	Sort By list
	Optional Input list
	Default Range list
	Staff ID boxes
	PTD Purchases boxes
	Total Purchases boxes
	PTD Value boxes
	Total Value boxes
	PTD Points boxes
	Total Points boxes
	PTD Complaints boxes
	Total Complaints boxes

	Complaints Report Maintenance Window: Profit Cnt Tab
	Complaints Report Maintenance Window: FD Plan Tab
	Complaints Report Maintenance Window: Interest Tab
	Complaints Report Maintenance Window: Zip Code Tab
	Complaints Report Maintenance Window: Zone Tab
	Complaints Report Maintenance Window: Complaint Tab
	Complaints Report Maintenance Window: Day Tab
	Complaints Report Maintenance Window: Memo Tab

	Complaints Report Examples
	Complaints Report: Name and Address Format
	Complaints Report: Complaint Audit Format
	Complaints Report: Complaint Summary Format

	Menu Item Sales Report Maintenance
	Menu Item Sales Report Maintenance Window: Main Tab
	Report Format list
	Report Level list
	Grouping list
	Subgrouping list
	Sorting list
	Optional Input list
	Default Range list
	Cash Sales check box
	Zero-Priced Items check box
	Staff ID boxes
	Table boxes
	Time boxes
	Time Interval box
	PLU Number boxes

	Menu Item Sales Report Maintenance Window: Sales Typ Tab
	Menu Item Sales Report Maintenance Window: Prep Types Tab
	Menu Item Sales Report Maintenance Window: Prep Grps Tab
	Menu Item Sales Report Maintenance Window: Profit Ctrs Tab
	Menu Item Sales Report Maintenance Window: Days Tab
	Menu Item Sales Report Maintenance Window: Plans Tab
	Menu Item Sales Report Maintenance Window: Zones Tab
	Menu Item Sales Report Maintenance Window: Interests Tab
	Menu Item Sales Report Maintenance Window: Zip Tab
	Menu Item Sales Report Maintenance Window: Totals Tab
	Menu Item Sales Report Maintenance Window: Memo Tab

	Menu Item Sales Report Examples
	Menu Item Sales Report: Audit Format
	Menu Item Sales Report: Sales Format
	Menu Item Sales Report: Customer Format

	Frequent Dining Plan Report Maintenance
	Plan Report Maintenance Window: Main Tab
	Report Format list
	Grouping list
	Subgrouping list
	Sorting list
	Optional Input list
	Default Range list
	Time Range boxes

	Plan Report Maintenance Window: FD Plans Tab
	Plan Report Maintenance Window: Zones Tab
	Plan Report Maintenance Window: Profit Ctrs Tab
	Plan Report Maintenance Window: Coupons Tab
	Plan Report Maintenance Window: Days Tab
	Plan Report Maintenance Window: Memo Tab

	Frequent Dining Plan Report Examples
	Frequent Dining Plan Report: Transactions Format
	Frequent Dining Plan Report: Transactions Summary Format

	No Sale Reports Maintenance
	No Sale Reports Maintenance Window: Main Tab
	Report Format list
	Grouping list
	Subgrouping list
	Sorting list
	Optional Input list
	Default Range list
	Cash Sales check box
	Zero-Priced Items check box
	Staff ID boxes
	Table boxes
	Time boxes
	Time Interval box
	PLU Number boxes

	No Sale Reports Maintenance Window: Sales Types Tab
	No Sale Reports Maintenance Window: Prep Types Tab
	No Sale Reports Maintenance Window: Prep Grps Tab
	No Sale Reports Maintenance Window: Profit Ctrs Tab
	No Sale Reports Maintenance Window: Days Tab
	No Sale Reports Maintenance Window: Plans Tab
	No Sale Reports Maintenance Window: Zones Tab
	No Sale Reports Maintenance Window: Interests Tab
	No Sale Reports Maintenance Window: Zip Tab
	No Sale Reports Maintenance Window: Totals Tab
	No Sale Reports Maintenance Window: Memo Tab

	No Sale Report Examples
	No Sale Report: Name and Address Format
	No Sale Report: Sales Summary Format
	No Sale Report: Mailing Labels Format
	No Sale Report: Batch Report Format

	Customer Purchase History Window
	Customer Purchase History Window: Filter Window
	FD Plan area
	Member area



	Setup and Back Office Features
	Overview
	Frequent Diner
	Check Option Functions
	Clear Frequent Diner/Delivery (Frequent Diner)
	Customer Search (Frequent Diner)
	Edit Customer Points
	Frequent Diner Status Report

	Check Maintenance
	Frequent Diner Receipts

	Delivery
	Check Option Functions
	Change/Add Delivery Instructions
	Clear Frequent Diner/Delivery (Delivery)
	Customer Search (Delivery)
	Display Last Order
	Set Delivery Time

	Register Options
	Change Driver Assignment
	Delivery Late Orders Report
	Delivery Set Late Time
	Driver Select
	Driver Single
	List All Assigned
	Pay Driver Run

	Check Maintenance
	Driver Staff Departments
	Staff Member Maintenance


	Frequent Diner at the POS
	Overview
	Frequent Diner Service Register Design
	Transactions
	
	To Perform a Transaction with a Frequent Diner Customer
	To Add a Frequent Diner Customer Record at the POS

	Split Checks
	To Perform a Split Check Transaction with Multiple Frequent Diner Customers

	Reward Credit
	To Deduct a Customer’s Reward Credit from a Check


	Check Option Functions
	Clear Frequent Diner Customer
	Customer Search
	Edit Customer Points
	Frequent Diner Status Report


	Delivery at the POS
	Overview
	Delivery Service Register Design
	Delivery Assignment Register Type
	Access Orders Screen
	Driver Assignment Screen

	Quick Service Register Delivery Assignment
	Check Option Functions
	Change/Add Delivery Instructions
	Clear Delivery Customer
	Customer Search
	Display Last Order
	Set Delivery Time

	Register Options
	Change Driver Assignment
	Delivery Late Orders Report
	Delivery Set Late Time
	Driver Select
	Driver Single
	List All Assigned
	Pay Driver Run


	Index

