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CHAPTER ONE...Getting Started

In this chapter we’ll get familiar with the STARTUP MENU as it applies to working
your back office. This is where your Servers, Hostess and Busboys “enter” their
workplaces, but we will cover those in subsequent chapters. You’'ll also learn about
Edit Config File in Chapter Two, and Back Office Manager in Chapter Three.

For now, let’s learn how and what the Manager needs to do to get started!
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Enter Your Password You simply type in your password and hit

“verify”.

You have the ability to change your PASSWORD at any time, by going to the EDIT
CONFIG FILE. Your PASSWORD can be numeric or up to 15 letters. You can have
the letters displayed in alphabetical order, or in the order as they appear on your
keyboard.



Order Supplies

This button will take you to our Online Store for the convenience of ordering
supplies, such as, Gift Cards, VIP Cards, Manager and Employee Cards. You
can also place your order for Receipt Paper, Ribbons, Counter & Table Displays
and more.

It is conveniently linked to PayPal as a payment method, which accepts credit
cards or checking account transfers. PayPal is easy to use, and free!

Kitchen Monitor

The Kitchen Monitor shows your REAL TIME orders being processed, whether

they are Dining In or Take Outs. It shows up to 9 orders at a time, and allows
you to print them out.

Pole Display

This allows you to make changes to the message you want displayed while the

system is idle. There are three default messages available, or simply type in a
message of your choosing.

Start Live Manager

The Live Manager allows you to access your business from a REMOTE location,
in conjunction with PC Anywhere software. Live Manager will provide you with
“Real Time Sales”. You can view your Total Sales for the day, what Items were

sold, along with viewing the previous 100 sales receipts. Live Manager will also
access what tables are occupied.

Auto Backup

This feature allows you to backup your system at any time of day, at a time of
your choosing, automatically. If you have Time Clock, Quick Rewards, or
GiftMaster installed, they also can be backed up. While you can choose which
drive to back up “to”, we suggest using an external USB Hard Drive.



Map Network Drive

This will bring up the windows interface to map a drive letter to your file server.

Windows Toolbox

The Toolbox feature allows you to check and/or change settings to your system,
without having to close Fast POS and access your Windows Control
Panel. It also provides you with information on your Disc and Memory Space.

Store Map Info

Not used by Windows XP, in older version of Windows you would need to re-map
the server’s drive, when used this would automatically map the drive.

Drive Info

Displays the Drives and Types of Drives of your system, whether they are Hard
drives, Network Drives, CDRom, or Floppy.

On Screen Keyboard

When using a touchscreen, most users do not have a keyboard attached to their
system, this is a quick solution for typing in data.



CHAPTER TWO...Edit Config File

We like to call this area the “control center”. It allows you to change
the appearance of your screens, enter your business information,
change passwords, add or remove “buttons” and so much more.
Don’t worry about “hitting” the wrong button as you move around
this screen, getting familiar. You can always change things back,
and nothing will “register” until you hit the DONE button.
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1. Type in your business name, address, phone number. This information will
appear on your customer receipt.
2. Your current Directory information.
3. Enter your state’s Sales Tax percentage. Change your Password to a numeric or
alpha word, up to 15 letters. Edit Managers Passwords.
4. Type in a message to your customers that will appear on the bottom of their receipt.
Type a message that will appear on the pole display when idle.
5. Type in friendly reminders to your employees.
6. These are custom features for you to choose from. Simply “click” on the circles
7. Changes will only take effect when your hit DONE. Also, restart of the program is
required.
8. You have the ability to customize your Receipt and Gift Card Graphics.
9. Printer Information
10.These are custom buttons, so you can choose which ones you want to appear
on the monitors. When you hit MORE, you have even more choices. (see next page)
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You have the ability to customize the appearance for your monitor display.
Simply check or uncheck each item of your choosing. When you drag your
Mouse over each option, a pop-up will appear, explaining the use of each
Button.



CHAPTER THREE...Back Office Manager

In this chapter, we’ll see how your Fast POS system keeps inventory of
your supplies, sales, receivables, and even your customers. In the next
chapter, we’ll review the Bar & Food Button Layouts, Menu Items and

Modifiers.
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type in the vendor name, address, phone
numbers, Sales Rep, email address, etc.
There’s even a space for you to add “notes”,
such as delivery dates and times. Just hit
“save new” when finished. They will be listed
alphabetically at the right. To view a
supplier, just click on their name. You can
also delete or edit their information.
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Inventory Items is your virtual STOCK
ROOM. It shows how much of each
item you have on hand, the cost of that
item, when to re-order and from whom.
The Cost Conversion Display shows
you the actual cost of this product

anywhere from an ounce to a keg.
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When you receive new
Inventory, you simply hit
the Receive Items button.
In this screen, you enter
the Quantity Received,
and everything is done for
you automatically. You
now know exactly how
much of this product you
have on hand and the cost
of the inventory.
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Everything you have entered into your Inventory ltems will be transferred to your Inventory Report . The report will list
the item, manufacturer, assigned item #, UPC code, how much on hand, total value and total cost, along with re-order
information. You will also see your Total Inventory Value. You can customize the report when printing by selecting what
information to include on the report. You also have the ability to “double click” any item, and it will take you directly to the
Inventory Items screen for that particular item.

Inventory Report
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The Receive Report shows every item received from any date period. It shows the date received, quantity,
cost and supplier. You can also custom print from date periods and suppliers.
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The Sales Report is used to shows exactly how much was collected in
cash, credit cards, discounts, etc.

You have the ability to show your sales from any date or time period. You
can go directly to your Items Sold report from this screen, and to view your
Servers Receipts , or Food vs. Liquor Totals (see below)

Print Total $119.94

Samphke ol Frivoul
Done Al Reczinhs with Server Tatak -
From 037252005 Thu 04,/ 06/2005
Ak 12:00.2m Til 11:39 pn J
| 0412005 FAE 3092 TekeOuol Cedi 0 24 Frd
i 0441 /2008 $1.44 41313 TakeOutCzh 02 24 Pl
Toid 4511 Ciodh Cak 42197 £
Export ta File |

When you click on the Show Receipts by Serve r button, you are taken to
this screen, which shows you all of the activity done by all servers for that
time period. It also lists how the tab was tendered.
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The Items Sold Report shows you how much of each item was sold, the sales volume,
and which department it is listed under. You can designate what date periods and time
periods to use. Also, whether the report will be for food, bar or both. You can sort your
report by total sold, item name, or sales volume.

When you click on the Inventory button, you will see exactly what was taken out of your
inventory from the sale of these items, and the cost of Inventory used..
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The Monthly Sales Report shows your sales for each dining period.
The start time and end time is your choosing.
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After updating the Monthly S ales Report (above), you can then
Chart your Monthly Sales, which are color coded to show
Breakfast, Lunch & Dinner sales.
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_ _ _ tory Manager
We will continue with et Semver Cash In

Inventory Managerand ="
these remaining screens.
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Done | Print | Edit Reasons |

This feature allows you an overview of how many Voids & Discounts have
occurred, along with the date, time, amount, REASON, and server.

You can Edit the Reasons , and Access the Log for a monthly report.

You will also view which employee has accessed the Cash Drawer , along with
giving you a Cashier Logon/Logoff report
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The Password button

Password Card #  Asst Manager Name Expires take_s you to your
[D9514871 = [1  [Michels Karas [1213172016 Assistant  Manager’s
09524872 [2  [Wot Assgned [T1zrs12015 screen, where you
[oosaqe7z |3 [Wel Assigned [emizos assign them each their
09544874 2 |4  [Nol Assigned [12312015 own Passwqrd to
T B T e correspond with their
et R & B eeores [12/12016 Employee Card. You
_ can change any of

W r-i-'- Mot Assigned II2{3!.’“2CIIE these fields at any
losssas7e  [&  [Not Assigned 12312016 time. However if you
are using cards we

Done Cancelmfe Access History hesmeword o

When you open the Password screen, you can also Access History for each Manager.
Simply hit the Access History button, and you can view the Access Log (below). This
report shows the day/date, time, ID number and Manager’'s Name, the function he/she
performed and at which station. Also, which server was cashed out and for how much.
As with most report screens in Fast POS, you can print this report as well.

Updatead>_prin

: : This button is a short cut to the Configuration
Configuration Screen (See Chapter Two).

Table I\/Iap Editor Both of these subjects will be discussed in
Chapter Four...Server Reports

Cash Drawer History
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The Ad Campaign capabilities are many. It allows you to keep track of past,
present and future ads. It also has the ability to use many different Media
Companies and different coupon types with separate images. You can also
assign coupon numbers complete with bar codes for easy tracking. In the
Disclaimer Box, you can print your company policies.
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The Ad Campaign Report tracks the sales generated The Media screen enables you to list the different
from your ads or coupons. companies you advertise with.
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CHAPTER FOUR...Tables, Servers & Reports

Let’s start out this chapter by learning about your restaurants tables,
so it will be easy to understand how they relate to servers activities.

Inventory Manager Screen: Table Map Editor

Floor Plan Layout

Diininsg Arsa

Background fminge Edit
Tablabnok jpg ST W

Mo

Activa Edit Floor Flan

TableBacks jpc
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Tablef nckE ji
TahleEack? g
e |
M T-:lhlElﬁ-‘:r_:k fials

TableBEackil ip

Avpliohle

FEEEEEEERE

You can literally design
your Floor Plan for any
area of your restaurant,
bar, patio and more. If
a private party is
scheduled, and tables
need to be moved, you
place them, number
them and assign how
many seats at each.
Simply choose an
Available Area and type

=1 =4

.:. :t?’

= IR =

Tl T

changes.

To move a table , simply “click & drag” it to where you want. To change the
number of seats , click on the table and use the Graphic “dropdown
select how many, and hit Update. Do the same steps to Remove a Table .
The green Sidebar can be “moved” from side to side by hitting the blue arrow.
After you have made your adjustments, simply click on Done to save your

” tO
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Your Options with SERVER CASH IN from the
Inventory Manager screen are quite extensive.

Server Cash In

Closed - Bankec

* 1000 John o Open Tables
i N

Transter This Table to J

Transier All Tables To ]

=l

TOTAL DUE

$165.72

Show All Tﬂl.ﬂﬁs] T,msier* Cash In Report ]
Transter Bepori J o |

Error's J

MG SErers S Done

Highlight a server to see how many open and closed tables they have,
along with how much is due currently from their banks. You can Cash
In from here, and then view the Cash In Report (below). This Report
can be viewed for any date and time period. You also have the option to
print this report to your Receipt Printer .

From  gawosios Cash Receipls From Servers |
Masch Z0OS

Sun Maon TueWed Thu - Fi Date Server otal Recki I Cash !
w1 =2 4 DapEds Ha1E PALILINA Parapsikin (5111 98 Fi14a
E 7 &R 3 0 11 12 e e e e
i3 14 15 16 17 1@ 19 CARDSGS 10EG JARRETT DeShacer (F123 26 12828
2o 2 2 M 2S5 28 SAMERE 1000 dahn Dos F10E SR 51 0EAE
=t = 28 Ehedl : DANENE 1000 John Doe 16E 12 16672
e Tatal HE0T. 52 FE0vEz
E
10 H 12 13 1 15 18
¥ 18 18 I T 2 23
M@ MW O o2 o@moa
: 5 %% %% 4] l H

T T oty ASHIZN0G
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Server Cash In

From the Server Cash In screen, click on Show All Tables to see the
activity of each one (below). From this screen you can also click on
Transfer Tables, view the Table History, View or Delete Checks.

All Open Tables - All Servers

14|1s z|24 5| 3
|
|

Table - 24

&5 brere Ll
2MOE Nerih=in
Froeniy, 42 85021
EO2-434-5030

Fron BIR-434-5134

Transfer This Table to 3271EPM - 4/8/2005.1000
Crirz Iy - 24

p—

Table History | 5 ki Gckin EHe £1

‘ Wiew This Check * 3 Budlks F1.2

Subtctal .52

| Delete This Talle's Chock Saks Taw 161
Tatal Chue 8856

5= v 3T
Done Tokal lor this Tab - §88 56 d—c\, LI

Table 24 was Last Saved on Friday 04/03/05 af exactly 03:18 PM

e e e

Be= sure bojon cunlWIP progrem, ts fre=

I:'!u_rm
Frint This Check

Print | Primw-thurmitgl

The Table History shows the activity of that
table for a full month. Including, date, time,
server, total, and how the tab was paid.

<
0
)
1
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CHAPTER FIVE...Fast POS Manager

FastPOS Manager

Edit Menu About ‘ &) Whats What

Sarver's Tab!es]

Clocked 1IN

Unsecurs

Sales Report Unlock Tables ‘ @ Seoure Windows

lrems Sold Delivery Driver |

Cash FPayout Cash In Repori I

PROGRAM INI |

YVoids § Discounts: J

Calculator

Heouse Accounis ]

Done

End Program J Customers _]

To get to the FastPOS Manager
screen, go to the Start Up screen,
click on Start Server Station , and £,
then click on MGR. Your S

password is required to access this *"t ; MGR |
screen. Most of these buttons are
“short cut” buttons to the np Ph
Inventory Manager Screen

EDIT MENU will be discussed in Chapter 9

CLOCKED IN refers to our TIME CLOCK Software

SALES REPORT is a shortcut button, rather than going to Inventory Manager
(see chapter 3, page 11)

ITEMS SOLD is also a shortcut button (see chapter 3, page 11)

CASH PAY OUT keeps track of any Pay Outs made by your employees

L Hhis ssrmen bo recard 6 Ceosh Pay ot From wour cash drave

Cash Pay Out

Time o ond sl e Reverded s wriloeh Fapnat

$0.00

=3
OK| C_lear] Cancel | Fiepqrt|
5

DEpMrD

PROGRAM INI is a shortcut button to take you to the Edit Config Screen
ABOUT tells you the version of FastPOS you are using, along with the License
Agreement
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SERVERS TABLES is discussed in Chapter 4, page 19 & 20

UNLOCK TABLES as a security feature a server may get locked out of their table,
this allows the manager to unlock the table. A table is locked when it is being
displayed at a POS terminal.

DELIVERY DRIVER will be explained in Chapter 6

CASH IN REPORT is shown in Chapter 4, page 19

VOIDS/DISCOUNTS can be seen in Chapter 3, page 14

TODAY'’S TENDERS is used by Tech Support to locate Server input errors
WHAT’S WHAT shows you the activity of the day’s business

Whats What

el PR e e e e R

Tables Seated | Orderad | Chack
7 ' & | 8 | 8
Bolivory | Kitchen | Gut_| Biivered|

[ 0 | O 0
Fhoria Ciders |
[ 0
Drive Thes |
1
Tadays Total Sales |
| $0.00 $65.50 Total Holding

UNSECURE/SECURE WINDOWS when in secure mode the task bar is not visible,
Alt-Tab and Alt-Tab-Delete are disabled.

HOUSE ACCOUNTS will be addressed in Chapter 10

CUSTOMERS will also be addressed in Chapter 10

22



23



CHAPTER SIX...Placing Orders

hﬁ'S*t:anr{tU|:_:_ Menu

Dine In
Start Server Station * :
Take Out
From the Start Up Menu, chose Drive Thru
Start Server Station
After selecting Dine IN, you will then J DE[W&W

enter your Server Number Phone Order

SiEr el Pl CET J Qpen Drawer

s

highlight an Existing Table

After entering your Server Number , you
will go to the screen showing what tables
you have. You can Open a New Table , or

Tab to either add items or Tender Out .

and Go To

Oipeefn Fables

ENEE -

Go TO Fransker i Table To Table Map

mp [CET0 e s :
Tab Transfar All Tabl Cancel TW“-RFEM| BANK

Tab | e P Tablos -re'l —_—
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v | Soda | JﬁaT&a' Coffee | DeCar ‘BHW&t&r
Appetizars Fried Chicken

H B0, Bach

H Bermardus  HimdT47ch Salads Seafoad

H Sandwiches Dinners

= Lite Sand Pasta Dinners

H Pizza

H [N == ST Dessert ‘

}1 |  Total YA F
3 ek Hecr‘derl Ta'hl&5| Splil Check |

@

Tender | * gendl -c*, Donel BAR |

UP Chg Sell Gift Card | Discount |
:‘;‘T""' Abpropa (O ENER Shers Wanes wivdl Asocistes. Teeh Suppar GIE-A545040 it

After entering your order, you then hit Send to send it to the Kitchen.
Then, press Done to exit the screen.

This is how this last order looks on
the Customer Receipt and the
Kitchen Receipt . You can view as
many receipts as you like by clicking
the Back and Forward Arrows
You also have the ability to Print
them out.

Customer Receipt | Kitchen Qrder

Athens Cafe

230 E Morthem
Frigsni A2 5021
B02-424-5090

Dine In- 19
4:15 38 PM AN 112005
2 French Fries

Fove AO2-494-91 34 2 Wings

wut R RPN e 2 2 IMalian Heel
[ing In =14 Guesls == 1012E : ;
? FrerchFres 410 1 Girifled Chicken
2 wings §1150 1 BBEAQ Beef

T Ialian Beef §7E)
1 Crilled Chicken  §5.75
1 BED Besf §5.75
1 Bernardus Bird 47ch $azon

Thru

Done

End Qrder 2

ery View Last Receipt * Subtaral $6750
- Winw Hecaipls From - Eales Tax $5.47
+ Tnasiin -EIEE:T d :§§EE
s N | ENQET
Order Lk Shoat & St Chare Card £3000
: ] = W Cert 51797
Tod Tandar §Toar S

CHange i T el
i s b i e *

Delete All

Irawer

R DA e R —
E:E::Hfm " cresceit (| Chef
e Gad ([ M0E

. Pnnier Infn -
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Credit Gift | House o ]
C:ashl Cord 1 Chef—"*—'-|_cm Chy | P | 2]
67 5p Dine In- 12 3500

Amoual e

$72.97

T enderd

75.00

B .':I J"I 1 __-.i.-
When you tender a check, you automatically are taken to the TENDER screen.
The order total is shown, and you choose how it is paid (cash, credit card, etc.)

If you choose Cash, you enter the amount collected, and TENDER will tell you
how much change is due. If you choose Credit Card, the balance will zero out.

o .'.J: T |
‘,J_J 4

DK| Canm_a_l‘ Clear ‘ $72_

Cash
Credit

25.00
30.00

Check

Coupan

Gift Gard
Gift Cert

VIF Rewards

17.97|

Other

Tenderd

$72.97

6
8
£l
0

Cancel

Splitting a check has never been easier. Simply fill in the amount for each
payment type. Split Tender does all the work for you.
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The Drive Thru shows how many orders are pending. Simply click on
New Order to go directly to the ordering screen, or hit on an order number
to go to the Tender screen.

LU
P C ge 10 o = -
Thru a The fresh fish today is Swordfish

ery View Last Recaipt
Soup is Clam Chowder
Order O
e We are out of Prime Riby
Done |§ Cancel § Clear Brint
T el Chef 0[1(2[3]4[5]6]7|8]|9 [swee

QW E|IR T Y U|I |O| P
kevboord Stis A S D F G H J K L Fevboord Stde
s Z X|[C|V B|N M Reybord |

The Chef can post messages to the staff, which will appear when the Server
enters their server numbers to start a new order.

27



CHAPTER SEVEN...Deliveries and Phone Orders

Quit| WGR | Deliey

‘

VIP Phone Order Opsn Tickets Opana NEW Delivery Ticket

Time Clock | Open Drawer (s Lao ] do 123-4567

Enter Customer's Phone Number

2]s]e]s

= ME_EGR"W: s i P e TE".,*_‘-':'II‘-I‘-"-“.EQZ‘Q‘:*‘TG'}U ﬂ E n
Uriver | ooz e
- | Delivery Status
From the Swri Up Mo,

clicking on Delivery will take

you to this screen. The Go To | Delete
customers phone number is Tab | This Tab
all you need to begin :
placing your order. Cancal A.g{gn
Driver

Enter anv Special Instructions

WIF Mumbaer

Taotal Aecords 10 | .m
iesowder

I 5 |
1] Balanoen

Directions

ppe
Add Onions

=

d Same Order
= Set Print
* OK Directions Directions

If they are a repeat delivery customer, you will have their name, address,
directions to their home and previous food order. This information is all
saved in your Customer Database. If this is a new customer, it takes but
a minute to type in the information needed to make the delivery. Once
you are satisfied with the delivery information, when you hit OK, you can
now place their order.
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e Tea I Coflee DeCaf ‘BHWaiarl

-

Sods

Appetizers | Fried Chicken
Salads I Seafood I
Sandwiches I Dinners |
Lite Sand | Pasta Dinners |
|

| _Pizza

Dessert |

[ r
Total ! i

Tender o _*rmt | DoneJ BAR |

Sell Gilt Card | Discount| MoRE |

bt

- EEE -

é

UP Chg |

Ty Fhyran

(7 20 Sebvs Finies mad Atscciotes Tee) Sup e B 29545050

L=

Pan Pizza

CavalloneSpec 12 Vegetarian 12

CavalloneSpec 14 Vegetarian 14

CawvalloneSpec 16 Vegetarian 16

CavalloneSpec 18 Vegetarian 18

CavalloneSpec 20

VYegetarian 20

Blole(~Nlolsje]w |

Garlic
lives

m-
m—

Dlive Oil

Pan Pizza
TTOP HALE 11
Adid Preppercm

Audd Onions
Add Green Peppers
[[ BOTTOMHALF T
ety Add Hamburger
= Ay Gireen Dinses

Add Mushoooms
Seplace. =

Moditer Total

Placing your order has never been easier

Delivery orders are
placed in the same way
that “Dining In " orders
are.

Simply make your
choices, Send it to the
Kitchen Printer, and
click Done.

The delivery person will
Tender the order after
they make the delivery.

For placing a Pizza order,
after selecting the type
and size, hit the Modify
button to make your
topping choices

When you get to the
Modifying Screen , you
will see a picture of a
whole Pizza. Simply click
on a section of the pizza
to add your ingredients.
This screen also tracks
the topping charges .
When finished building
the pizza, click on Done.




Time to Deliver the Order...

Open a NEW Delivery Ticket

123-4567

Entes Customes”s Phone Number

3
8

Go back into the Delivery Screen ,
highlight the tab and click on Assign
Driver. You can now view which
drivers are Clocked In, who is out on
a delivery, and who is next in the
Rotation Order .

" Mssign | 1
‘ L Drive’rl

W Ml e e e oo B Activate Driver
B PEETNAE T = o SRR TN SRl List of Closked in Empl
v = Tirn= in & | ilame
_D'EI“FE‘_W TN 0 JohnCoe =
- Hq'ﬁlllg;u for Accinrmment 1R A G001 BHECKY Rk
| Castomar
- £55 S1nie Streen . ;
Ehoeni BSO2E Jdohn [oe
1234444
T1:54 &k Timain Fiotalion Grder ﬁ _nj_l
#E B Drrivers Cuton Delvernss
Phusrilln - Tima Tur: | #  |Hemes |
G2 3AnET ooond 1200 pm 1200 FRab Butons
1278 B Timein
ta
| ey Fhenr
P 1349 E Samuoin

Fhosnis ashzd
4943040 oopo
1152 &kd Tima In

As=ign Deliveries ]
Biniwes Hame

Fim e DT iver From Hatation ! Tstenl Gine

Sae Daliverias Oul
e
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Once the driver has been assigned, they
s ‘ MR ” Doy ‘| can go to the Driver Screen to get the

VIP Phone Order ‘ information for their order. They have the
Time Clock | Open Drawer | ability to look up a Customer by Phone

Number or Name. The driver will also
- - show their Status of Ready for a Delivery
e e e or Out on a Delivery , which will transfer to
the Assign Driver Screen

1l 2 3_4_5:

; - 7 0
J E
Enﬁar'lhs'pl'mns nl.lmhaz of
TOTAL BANK On Break = 1 s o bR
$24 .11 " ik pteas ©
—
Print 2l |
Done f Calculator | Customer Lookup | * Search by Name |

The Map Interface makes it easy to find the customers location, and can be
printed to take along with the order. You will need an internet connection or
Microsoft Map-IT installed on your system.

Maps to 123-4567

Delwery Directions

Alhege Do St Hloseatk
2300 E Maiber 103 Wmin
Fhoerp, 42 15027 Fhosin A2 BIRES
123.45T
Done

The: Best POA Softwaare i e Wisld . Print T hp pholosmart 7350 s -

directions have been saved
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Pernding Delireeries

Wiew Checi J

Mark Al Deivered I

Done Drop I

Horf—a F]riv;—.m_m iy

T ot due pne io dnops - $240 1

From the FastPOS Manager Screen, the Manager can cash out the
Driver’s bank. You can also use this short cut button to go the the
Cash In Report (Chapter 4, page 19). And then Print your report.

oI

Steve Roscoski Tra |

The Phone In Order Screen is as easy as the Delivery Screen to use.
You can enter the customer’s phone number to add to your Customer
Database. Enter the order items and Go To Tab to Tender.
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CHAPTER EIGHT...Hostess Station & Busboys
Hostess Station

l Pragram Ini I

The Hostess Station is so user-friendly, yet yields so much
information. Let’s start by clicking on Make Reservation .

Total i— n Total l— “

Tl 0 BElTY 0 Bl e 0 B

L e Cancet || setesivas | < | >

Wiew Datails

STEP ONE - Choose one of the Reservation STEP TWO - Click on the preferred
Dates shown, or click on More Dates time. You will then be prompted to click
on Next — Guest’s

I MNMumber of Guest's | Regular W w[ Select Type
% 8 % IT"“”YF M‘ Resvg:ltio#
1 2 3 4 5 Annwersary m M[
o| 7] o] o -
mfp OK Clear Cancel

STEP THREE - Enter the Number of STEP FOUR - Simply Select Type of
Guests and hit OK Reservation and click Next
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| Phone Number

| Steve Karas|

Enter Customer Phone Number Done | Cancel | clear |  mack |

1]2]3]4]s]

sl7]elofo
-_ STEP SIX - If the Customer is not in your

Database, simply type in their name and you will
get the Reservation Confirmation.

STEP FIVE - Enter the Phone
Number and click on Next.

Reservation Confirmation
[ spniizaons i e

| Dining Reom Froference

l Table Praference Mo Preference

STEP SEVEN - If this customer is in your Customer Database , their name will
automatically be provided. You also have the ability to type in any Notes of interest. If
they are not in your Database, click on View to add them.
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Tuesday April 12, 2005

WAITING LIST

'r‘.l..:rllru.:l II||1 : )
: 1'.':F!Iri_t|"'| 4 ;: :]l[: 4| ; Tagula I'I'I-LIF'I'

No PrefereiNa Pre
No PrefereiMao Pre
M i Mo PreEdga
] 5 Edga

e
\ﬁdaﬁaﬁ tus stShow
Reservation Shaw-

AL AN T s ki eeH Arsemiatas Tael Clnered CN2 A0S0

When viewing the Waiting List , you can use the slide bar to see everything about this
reservation. What’s not shown, due to page size constrictions, is Arrived Time, Seat
Time, Reservation Time and Status.
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Mark this table
Avaliable
Just Seated

Cancel

dadaaa

Tk

When the Hostess shows the customers to
their table, she can then mark the table as
Just Seated so it will update the Table Map.

e BB w
|- I'

Mark this table

Avaliable

5 B E P P

Once a tab is Tendered, the Table will start
flashing on the Table Map. After the Busboy

clears the table, he can

then mark the table

as Available so the Hostess knows it is ready.
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CHAPTER NINE... Bar Screens

. lle In-3 | Sada |tm7|3i| Coffes ‘ DeCal ‘ENWalaf|

Appetizers | Fricd Chicken |

Salads | seatood

-

A Hight In

Sandwichas | Dinners |

Lite Sand I Pasta Dinners.

Pizza

i — >l Dessert

Total JEET] T
_ Tender | Seua*;—l BAR
Sell Gift Card | Discount| MORE

e T T T T T~

fs
Fl1g
2

Starting from your Server Order Screen,
click on Bar. You have the choice of
Beer Bottle/Draft , Wine Bottle/Glass or
Cocktails. Everything is listed in
Alphabetical Order . For example, to
order 3 Bass bottles of beer, click on
Bottle and click on Bass 3 times. For
Wine bottles, click on Bottle and then
click on the wine from the Alphabetical
list. To order a Bloody Mary, click on “B”
to find it in the Cocktail List . Whatever
you order from the Bar Menu will be
transferred to your server Tab.

2l x|« /=|zlomimolo|m
NX%XE<icH0n 20710

Catas-du
@ FHotssille §: K

i Ciozes | Oz Ham
metaqa Tiaiakanl baam

o wlo|=

D2 O |
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Bar Screen Maintenance

| Bar hem Bunon Display |

Birtton Tithe EM

Frinton Receipt IR
= o O —

e

Inventory Matrix | [
S e n s iem is sold the followdng will e deducied from inventon: |

[ Guanity l Measuremen: i

I i e S

T

Curnc e

TR

N R B

To make any changes to your Bar screens , you need to access the Back Office Manager ,
password sensitive, and start with Bar Menu Items. In order to see the full screen

(shown below), simply “drag” the Inventory Matrix down to the bottom of the screen.

Your Inventory Matrix is used in conjunction with Inventory ltems (Chapter 3, page 9).
Once you enter the Product and Quantity in the Inventory Matrix , each time that item

is sold, it will be deducted from your Inventory . You always know how much of your
product you have in stock.

Bar ltem Button Display

Bufton Title

Frint on Recept [

‘Print on Bar
Price

Happy Hour Price

Bin Number [ SR

Lang Descnpfion

isibla
Taxable.
Ernnt on Kit
Print an Bar
Dapartment

Bution Sample

You can add or delete any items from the Bar Item Menu screen. Simply click on Add New ,
or Delete. Always remember to Save New or Save Update . You can also change your
pricing, and add Happy Hour Prices . The sample shown is Budweiser, which is the 6" of
17 entries. After entering new products, click on Sort to put in alphabetical order.
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A

L

ichelob

G_ttle

-: 325 e u-}lass

A

B g amstel Lite | ANCHOr I Bass Backs B Lito IBudweiser
C P Caors Light Corons Bns Equis Foiness Hainakan tos House
._g‘. g Mo Ewans Milkar Lite Hewcastia Riad STripe

G T

H U

1|V

J W

K| X

L | Y|L _

M Z _*J C i e— O | clsc | MORE |

Yoz may chanar the ordes of the bukions hy deaping them, CRek s babtor than chick which ane fo awag it with.

File to Use
{7 Cockials
@ fesi Drait
7 Hoor Boffer
7 Wire Batles
7 e Bl
77 Modlic
£ Rzl temn
| £ Fima Modiers

Ualz File Mame

2 a4 data Bewall ol

Inventory File Name

o F asF s dala el sl

Fecord Count

Erriply
e

Fill List Fram
Dt File

L boand oo v pracs eharigs
Charige S0 anertierds b

les Houge

il Lok

Laspae blerk for s charge

Thailen lakbie 7!

Wiie Datla
8 B
Hahcht i laris el
e celebed

G to the screan that will
Done allow me to print this
date,
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To enter Happy Hour Settings
simply use the Dropdowns and
choose the start and end times
for the special pricing You
have the ability to have three
different time triggers per day
The pricing will reflect on your
receipts without any extra steps.

The Bar POS Buttons allow you
to make changes to the
appearance of the screen by
“swapping buttons " with each
other. This can be done with all
beverage items. Click on Bottle,
Draft, Glass, etc. to pull up the
menu and make changes. This
is especially convenient for your
liquor items, so that you can list

your best sellers at the
beginning, if so desired.
The Bar File Maintenance is an

easy way to clean up your bar
menu items. It allows you to
Empty the Data File , Remove
Duplicate Items, Sort Items
Alphabetically . You can also
change all prices to one set
price, change Departments ,
and make the items taxable
There is a print feature for this
data as well.




CHAPTER TEN...Entering Food Menu Items
and Modifiers

E-u!mmln 'IRIE

T Fnodnemﬂuttunww |

ML

| Salads ©- *

S:EIE:IEBT

BEutton Trils

Frint 'on Recei!
Print on Kit Order
Price

Happy Hour Price
Burton Numbor
Long Descrphion

Yisible

Cheese Burger Taxahle

:l:'.hl.i > ewr v g i ey Priﬁt o

: P‘tinfaﬁz.fﬂa'r
Dapartmiant e

Gateqory [N |
Use Modifier m-—ﬁﬂj

ol | i
Delets ALL | Main || Lonen |

o | ociast || Lateiite |

Food Menu Items makes it easy to maintain your menus. This is where you can add
new items and delete or make changes to menu items. Click on Button Title , delete
whatever may be there, and type in your new item. Use your Tab button to go to the

next fields, and they are automatically filled in for you . Notice at the bottom of the

screen, there are four Menu choices . And at the top of the screen, you can change

the Category Title . Just make sure you always hit the Save buttons.

Long Description

“isible
Taxablz
Prinit on it T
P’rin"t;:h'.'Bar True
Depariment

Categor)‘f Main Course

Use Modifier m iew |
Done | More Madifiers | Fizza Madifiers |
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' Modifier Button Display ‘

S m‘ The Modifier Buttons  work
Printon Bocoipt NG | the same way. You have 29
print on %t Orcer N < Modifier Pages that hold 30

Emgﬁ:z}: M— Modifiers each.  Just click
HitttortMambar More Modifiers at the bottom

of the screen. You also have
the Inventory Matrix (which is
minimized) in order to keep
track of your stock.




mfp sSove ResetAll |

| Fast Buttons

These Boftons add dems directly in he reonipt ey
Bl Bry mndificetinne o the em

(AN E & =3 B LY AWRCALD B

Whien this ltem s sold the followsimg will be dedue
Product Ml Guanity |

Selec Product From List_
CLEASS DIAT AN

Bulfinn Title Fafrrsere|

it o Racespt
P o kcnen .
e IR

Hisppry Heows Frice

Toomble ﬂ L Pﬁ:;::-tu:gc e
Wis il H L g:::::“ ik
Bepaman
Gatagon: FETT N - |

Do Equis Kea
iHall and Hall
Heineken Keg

Aoe House Keg
talinn Beaf
Halapenos Poppers
eichup F10
ronos Gyro Cone
Ailer (SEN Chrsafl

Frgee |

=]

se Maim For ALL ]

Done
Use LataNie For Al |

Fast Buttons are supplied for your most popular items. In this example, there
are 3 coffees and 2 teas. You also want to designate which of the 4 menus to
use when entering your Fast Button items. There is also an Inventory Matrix for
these products. Simply “double click” a blank line, and your Inventory list pops up
for you to choose from. Hit the Save button before leaving the screen.

T e Food Data Files |

|4 | Tile | 4ie | Galo ! Pk Flac: | Frink ¥l | Mad

Huttont dal B ; . RS ;

Buton ] dat [ Orgnbal Salad =m T Fposkian Origntal Sialad = Campbal Salad = Mod) 425 £ Qi

a8 “ 9 [I d ' i 1 Orieresl Galad g T~ Fpoahlain Orienial 5alad by Oriental 5alsd lq todi 595 555 T
e e 2 Pleas Chi Saled sm T. Fpoeklan Pl ChicSaledPiea ChicSaladtdodi 428 4.28 1

Button11.dot 2 PleeaThis Salad i T Fooshlain  FlacaChk SaladPlaza Chk SaladM o L R T R

Button? dat 4 TacoSaad Cri T Fpoeklan  Taco Seed Chi Taco Salad Chk Modt A5 5495 1

Butond dat 5 TappSalad Besf T Fpozkian TacoSaed Eps Taco Salad Bes Mod] 55 585 T H

Hu;f.un-t dai B Toswed S dad am T Fpoeklan  TossedSdadenTossed Sdad snbicdi AT 178 T

|
nevel | pesstan | DOMERON  tunen | Lateniie | reakiasi |

[Modifiers Modifier Data Files |

Buttonh. ded

Ih=kian 1k il

mod30 dat an
o FatFree lifien Fa Fiee ion, Moct

il # [ Tile | W | Golo |PirkAec. | PirkKR | Wi YPrice . | EMpics T |PB
01000 [edaed T TO0CHed 000 fdard o T N
1. Bl Cheees 1 Bhue Chesss  BumChesms Mod] T
2 Creanp Cassar T Ciganp Cassar Cieamp Cossar. iod] T
3 Greek, T Grosk. Gresk Mod) T
4 Hoveen Musesid T I-I-nﬁql‘rlmtad Horestustand Mod) T
g T T
5 1 i
i

Modd

M

H

H

!~|1-
13

Hanet | Roset All Fix Missirg

Done

The Food File Maintenance is a quick and easy way to erase your Buttons or
Modifiers . Simply highlight which one you want to erase, and click on Reset All .
Or, if you only want to erase select buttons, highlight the item and click Reset.
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Food Button Layout

* Meny Catagories e
]

T

Late!i’te

ﬂ‘“f

Button Nymber El

visible (T or F)
Nobe- Cach FLE | CHMINAL

must be restarted for any
changes yuu nmks o take

Bhow Monu I

Salads O T
W nuesadina

—_—
Sandwicnass | - 5

Number (UET) (Rl

Butan Tile
Wisiste (TorF) [ Mol

Ll e LRV owl of Soup
Panl on Kitchen M
Use Moditiers [T
Pre

Happy Hour Price XTSI

Teable Y Taff

I Print this Hem on Beverage Prinfer
W Brintlo Kitthen Preies

Dieprrdment -
L TU Main caurse L

Save Change |
Inventory |

Done |

B Seleck nelw o Bwan s e catamon bftoriland the ilems i corlaira| (o 2nolfer butcn ecatic

Chi Salad SIDE g

Frenthfone o

Lottage Chetse sin

Yoo imay v the gides of the' buttans be swapig thee o,
Llick o bulan then chick which one to swep it with and-click O

Swrp Buthon (e

_ox | cens |

POS Soup 'n Sides Menu

Modify List 1

NO | W Foatae? | ketohun | Amesioan| oy
N BN EN

Garlio anag
Ranch Mustard | Cheddar = EHHEBA
ADD Cheesae ‘ = | i | | Oil O e
cc:r:::g] Odental |”""’""°’”| i a”‘_| ==
Extra Pink = e
JJMJL‘AJ = w
£ e el
lHl m“d | Tomato | Swiss Tsomaln BEBA

Ikafian ‘

| Ganlie
Bread

Wi iy chardc the ardes of thie

one o swap it with and click 0K

Swap Buttun with FITTIN | ox |

Done | Edit ltems

busttaires by mwaping thim k. Chek a butbor than cick which

| Edit Button | Do Not Use |

Print
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From your Inventory Manager
screen, click on Food Button
Layout. This is where you can

change the layout of your Menu
Items and Modifiers . You have the
ability to “swap” Menu Categories ,
by clicking on the category and using
the swap button. To change Menu
Items, click on a Menu Category ,
then Show Menu. This will take you
to the screen shown below. You can
also access this screen from the
FastPOS Manager screen by
clicking on Edit Menu .

In this screen, you can “swap” Menu
Iltems. Simply click on each item and
then click on OK . As usual, always
Save changes before clicking on Done.

You can also assign your Modifier
Pages in this screen. And, you have the
ability to let certain buttons be Visible .

Going back to the original Menu, at
the top of the page, if you want to
change the appearance of your
Modifier List , click on any Modifier .
You will then be sent to this screen.
You can now “swap” Modifiers

locations.  You can access any
Modifier page by clicking on the
Modifier number in the yellow box .




CHAPTER ELEVEN...House Accounts
and Customers

! * House Accounis Manager

Customers

ke
Add Gratutity

Payment

Print Invoice

There are three ways to access
the House Accounts Manger.

Server Tender, FastPOS
Manager and Back Office
Manager.

Quit |

VIE Mumbor

Mumber

=

Transactions From

Add Gratuit

Select transattion below ioadd grotol
Tronsnctions
Tvpe

05 CHARGE

€ yToday: 41312008
Transactions To

) Today: 411812005

In your Manager Password
Protected screens, you can
view the customers information
and transactions . Double
click on any transaction in
order to edit it. You also have
the ability to correct any
transaction by highlighting it
and click on the Audit button.

Add Gratuigt{;m

Select fransaction below lo add

Tron ng
Type Amount | Tip Tatal |5
EA3 ] 643

46.27 (] 46.27

Fevord Gratuity and Update Gustormer Bafance

OK
Cancel

amount.

When you go to the Add Gratuity screen, you can select a transaction from any date or date
period. After selecting the date, or dates, click on Update Transaction List
highlight the transaction and you will be taken to the next screen will you will add the Gratuity

Then, simply
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House Charge Payment

Swipe Caord o Entera House Charge Aceolind Rurmber

00001456 o

Steve Roscneki 125-4667

Payment Amount
| 5270 e

After the customer receives the Monthly Statement (below) and makes their
payment, you go to the Payment screen and enter the amount. Everything is
calculated for you.

‘, W STATEME &5

Ghalemert Dals EEBJIS -] izl of Credif Cusiomers

P by st iﬁﬁggm'_ﬁ, | _Al:r_-nuni |

BITw Jatawe Rewonki

| Balance

1123 Wain
[y

Account Hurmber i[ll]l]l]'H-‘ii

LEE) fn

Tramacion Since F:ard'-‘--l Pl -| Tranzactions

Oale. | Type | #wsooel | Tip Total  |[Sareer | Tabls

Print This Invoice i D4/1305  CHARGE 8 a
CHARGE L 1 1]
Print All Invoica's I * EAYMENT 5 . 852,700

Done | ! ; 3

As with all the screens throughout FastPOS, the Monthly Statement is very user
friendly. You can print selected invoices, or your entire House Account database.
You can see that the payment that was entered above is now reflected on the next
month’s Monthly Statement . You can also change the Statement Date, Pay by
Date, and Transactions Since date at any time. Simply use the dropdown lists

provided.
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You are viewing record 7

VIF Numboer
Fhone Mumber
Mamin

coek
Address 7 4 Lagl Dider
i . Thain: [ #rice
Emnil Address 'i |: .ﬂwgw s2.00 |
by hiEnin FPan Pizea $12.05
Siata . = {TOPHALE 1 26 75
oI : Add Bacan
Siaf Dale 1 ; Add Chepped Garlic
~ - Hudd Sausage
Creckt Larad IR H. BOTTOM HALF']'I-
Directions u Ardd Tomatos
Add Pepperoni
Add Orions

et P
Instruchiong =
e
Get Print

The Customer Account screens are perfect for the returning customer , along with
your VIP guests . The information stored, besides name, address, phone , etc., is
invaluable. It saves time by eliminating repetition  for everyone involved. You can
type in Directions , type in Special Instructions , view their Last Order , and view the
map to their home for deliveries

Congratulations on your purchase of the finest POS
software on the market. Steve Karas & Associates thank
you for the trust you have put into us and are confidant that
our FastPOS will exceed your expectations. Our software
IS not only user friendly, but its capabllities are endless.

Thank you.
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