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Configuring Restaurant Pro Express

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

After entering your activation number, Restaurant Pro Express will access the pcAmerica registration
server over the internet to register your software.
NOTE: The registration process requires an active internet connection. If you do not have an internet

connection, please contact your pcAmerica sales representative to manually register your software.

For more information see step 2 of the 10 Steps to Getting Started section of the manual.
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10 Steps to Getting Started

The first step of setting up your point of sale system is plugging in the equipment. Some of the devices
require hardware drivers which is what your computer uses to talk to each piece of equipment.

Step by step instructions of how to plug in your new POS hardware and peripherals and install drivers
are located at: http://fag.pcAmerica.com/hardware or are contained on the installation CD that
accompanied your system.

Pole Display Cash Drawer Receipt Printer Kitchen Printer
Your Pole Display allows Store cash for the day in one Receipt printers allow your A Kitchen printer is designed
customers to quickly and safe and convenient place. customers to have an for speed. Orders
easily view their transaction RPE features an antitheft itemized breakdown of their immediately print to the
as it is being entered into the setting to only allow transaction. RPE will also kitchen and food items can be
system. employees to ring in a enable you to place your designated to print at certain
transaction with the cash company logo and bounce stations.
drawer closed. back coupon on the receipt.

For more detailed information about hardware and hardware configurations please see the Hardware
Setup section of this manual.

Note: These are the most common connection arrangements. Depending on the equipment you
purchased, your connection arrangements will vary.

.. . Restaurant Pro Express
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10 Steps to Getting Started

Below are instructions on installing Restaurant Pro Express and starting it for the first time.

You must be logged onto your computer as an Administrator with full access rights in order to properly
install Restaurant Pro Express.

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

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

InstalfShiedd Wizard

i S 1. Insert the Restaurant Pro Express CD into the CD-ROM
drive. Before installing RPE the installer will scan for
Microsoft. NET Framework 3.0 and Microsoft SQL Server
2005 Express which are prerequisites for the RPE install if
they are not present you will get prompted to select ok to
install them.

2. After all prerequisites have been installed the RPE installer
should automatically launch and bring you to the next step.
O 3. After the install has completed select Finish to exit the
' wizard.

B8 pcAmerica

E3E3 ri ve
E pcAmerica

4. Select Next to begin the configuration process. You will
be asked a series of questions that will determine how your
system is installed.

Restaurant Pro Express
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10 Steps to Getting Started

woc Ereveus [ Cance

5. Restaurant Pro Express will prompt

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

BB pcAmerica T —— -]

Are you reacy 4 et this computer

Wa nchide o S aamvpie dutabaed b halg
980 34 Hoftr. The ST
......... b v b iy Try Qut a Sample
3mman sptora b el yau e 0 Database
Festiret s atirs 21 bk ant neade

Une Advarced Contgaation

6. The next screen in the wizard will be

the Database Selection tab.

e Select Configure This Computer to
start a NEW database or to connect
to your server after you have already
installed your server. For more
information, see the Configure
Multiple Stations section later in
this manual.

‘Wt o Rastauras e Lxgeess

gﬂ PCAIMETICA  ataw uestions to get you started B8

po—— Nowt 2 Soneal

6. You will need to answer a series of
questions to help configure your system

properly.

‘We found multiple servers onyour network. Pick the store |D that this station should
connact to

1001 : PCA-STORE-SERVER: 50000

1001 . PCA-STORE-SERVER . 50000

Done

i

Cancel '

7. If you are connecting more than one
computer in your store to a server you must
select the right server that station will be
connecting to.

pcAmerica
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10 Steps to Getting Started
Step 2 — Install and Start Restaurant Pro Express

Solocted Store ID; 1004 Soloctod Station ID: 03

8. To setup a Store Server you will need to choose the
appropriate Store ID by highlighting it. In addition, you
need to select a Station. For connecting a Station to a
Store Server just select the appropriate Station 1D and
select Done.

Note: Every station must have a unique number.

BB PCAMENCa  sesconsuwamimunoma  Qtececss

Thank you.

coc_ aiein —— e

9. After you have configured your system select Exit and
restart the program.

pcAmerica E e
W DCAMISACA COM
salesFoCAMBICE com

AN BB revauantprocxpress
1-B00-T22.6374

POL. Vouhare
ekt foa indoamation on puachase te prodact

10. In order to gain access to your new software you must
now register it. Select the Register Now tab and scan or
enter the registration number that came with your
software. You must have an internet connection to
register your software or call your sales representative to
guide you through the manual registration process.

Please enter your ID oF s
swipe your card

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

g= pcAmerica
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10 Steps to Getting Started

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

Manager
1. Select the Manager or Options button.
2. Enter the administrator password (default: admin)
where applicable.
a 3. Select Administrative then, Employee Maintenance.
ﬂ P'h ons Only the administrator can access this screen.

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

5. Assign security permissions by selecting the dropdown
list and selecting Yes (the employee can do this), No

Functionality [Peoe 1 Page2| Page | (they cannot), Prompt (they can with manager’s
Inventory | Invoice Discounts  [ves v permission) or Override (they can perform and are a
Custorners | Involce Price M manager for this function only).

2|

Prompt
Reports Delete ltems Crverrice

For more information see the Top Five Employee
Permissions and Uses section of the manual.

Your employee has been

added. “:ﬁuld you like £ add 6. Select the Save button. Your employee has been
IO R Sip oL added! Add any additional employees you wish to
» orene configure and then select the Exit button to go back to

the Login Screen.

Restaurant Pro Express
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10 Steps to Getting Started

Restaurant Pro Express has hundreds of built-in features that can be turned on or off. The Setup
Screen includes many of these options, organizing them into multiple tabs. You can access the Setup
Screen by selecting either the Manager/Options buttons and entering the administrator password
(default: admin) where applicable, then select Setup and Setup Screen. Global settings only need to be
configured once for all stations while settings that are not global need to be configured once at each
station. Below is a chart of recommended feature settings per vertical:

Feature Tab Retail Clothing Grocery Global
Store Store
Prompt Cashier ID, requires a server to login for Invoice Settings X
every check.
Change the Receipt Size to Short Receipt to Receipt X X
print only the most important information.
Enter the company information that prints on the Company Info X X X
receipt.
Enter necessary credit card information if you are Credit & Debit X X
processing credit cards through Restaurant Pro
Express.
Select the Rapid Entry displays quick tender Station Specifics X
keys.
Create text that will print on the bottom of a Couponing X
receipt as a coupon.
Quick Tender will show the amount of change Quick Invoicing & X X
on the menu screen, eliminating a touch from Alerts
every transaction.
Allow Food Stamp Change select if you want to Invoice Settings X
allow cash change when overpaying with food
stamps.
Reason Codes allow you to choose a reason why Invoice Settings X X X
you are accepting a return.
Combine lines items scanned multiple times will Invoice Settings X X
appear on the same line item.

You can read about the other settings and options in the Setup Screen in our F1 Help Section built into

Restaurant Pro Express.

pcAmerica
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10 Steps to Getting Started

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

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

General Info

Department  |g;
far this ltem

[term Mumber

To add a new department, select the blue Department for this Item
link in the top left of the screen. This will bring you to the
Department Maintenance screen.

Select the Add Department button, type in a department ID (ex: SMTH) and description (ex:
Smoothies) and select Save. After adding the department, select Exit to return to the Inventory
Maintenance screen.

Department Maintenance

Info

General Information for Smoothies Keyboard
Categary for this NONE NONE ~ @ Regular
Department L
Department D l I ORental
O Employee
Department ISmoothies

Description

Options Receipt Notes

[ Print Department Notes on Receipt

Square Footage o

[JRequire Permission for Sale 5
Item Cost 0

[J Require Serial #/ Reference Entry Percentage

[JBar Tax Inclusive

o

o Restaurant Pro Express
cAmerica
=s P
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10 Steps to Getting Started

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

General Information for Blended Cappuccino Pizza Setup

Department | g thi ltem Type Bar
for this ltem as ¥ Tax1 O Tax
ltern Murmber Cost $1.00000 FliTa:
Description | Blended Cappuccino Price you $3.95
il charge [ Tan 3
#1n Stock 0

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

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

Restaurant Pro Express

pcAmerica
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10 Steps to Getting Started

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

To change the look of your menu, and configure function buttons and best sellers, select the Manager
Button on the top right of the Login Screen and enter a username and password (default username: 01,

password: admin). Next select the Setup tab and then Touch Screen Configuration.

The General tab is used to configure the custom quick buttons on the

- —— __=ms| | bottom of the screen. To assign a function or a best seller to a custom

' i button, select the button on the screen (it will highlight in green),
choose the function from the Select this button’s function dropdown

- - and fill in the information beneath. Make sure to check Display this

Button to display it on the screen. A popular use for a function
button is for best sellers, which is a menu button that will be on the
screen no matter what department you are in.  To assign one, choose
the function Fixed Item and fill in the item number in the box below.

The functions in the Items & Departments tab are used to change the
order, color, caption and picture of your menu buttons. You can also
choose to make certain items or departments invisible.

e To change the color of a department or menu item button, select
the department (in the left list) or menu item (in the right list) and
choose the Select Color button.

e Change the order of your departments or menu items by selecting
them from the list and using the Up or Down buttons.

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

TIP: Changes made to the menu on one terminal automatically update ALL terminals in real time.
You do have the ability to design different menus for specific terminals in your restaurant without
affecting the other terminals. For example, restaurants with a bar commonly have a different menu
layout at the bar than at the rest of the restaurant. To do this, select the Configure This Station
Individually menu option from the Options menu on the top of the screen.

If this is checked, any layout changes made within Touch Screen Configuration will not affect other
terminals.

Restaurant Pro Express

pcAmerica
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10 Steps to Getting Started

Step 7 - Login to the System

Servers must login to Restaurant Pro Express before they can ring up customers or enter orders. The
Login Screen prompts servers for a user name and password, or alternatively the server can swipe their

employee card to gain access.

T —————————)

Please enter your ID or
swipe your card

Station: 01
11:47:12 AM |

Kitehen
Entrance

POS Access Card

pcAmerica

Retail and Restaurant Solutions

cash Register cxpress Restaurant Pro express

pcAmerica

_> Retail and Restaurant Solutions

1. Tolog into RPE, simply enter your ID and
password (default for the demo is “01” and
“admin”), enter the employees id or swipe
the secure login card you configured in the
Employee Maintenance screen.

If you are a QSR and not using the table
service features of RPE, you will go
immediately into the restaurant menu screen.
Otherwise, you will proceed to number two
below.

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

A secure login card helps prevent one server from
logging in as a different server (which is a hole for
theft). Without a secure login card, servers must type
in a user name and password, which is visible to
others close by. The only way to log in with the card
is to swipe the card, protecting the server’s cash bank
from others trying to steal money. You can buy these
cards from pcAmerica.

Restaurant Pro Express
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10 Steps to Getting Started

Ringing up items is easy. Simply select the department the item is in (examples: appetizers, entrees,
desserts, pastas, etc) and select the menu items to add to the check. If the item has modifiers that apply
to it (such as a meat temperature for a burger) RPE will prompt the server to make the choices and then
add the item to the check.

EREWED SCOOTERS SCOOTERS SCOOTERS WHPPED 5
COFFEE u SMALL METHLIM LAREE CREAM Description Gty |Price
| L | | French Roast 16 oz. 1 $1.60
ESFRESD FREHCH FRENCH FRENCH pms | ScootersDecaf0oz 1 §1.75
| ORINES | SMALL | MELILM | LARGE FLAWCR Flavor of the Day 16« 1 $1.60
L | _ L ! | 8¢ rshooter12a 1 %240
STH | LECAF EXTRA French Roast 16 oz, 1 $1.60
| sl | DECAF SMALL R DECAFLARGE ||  pavorers
BLENCS F FLAYDR FLAVDR ESPRESSD
| ORI | MECILM LeREE sHOT
| | scocher || scooter || scootER || |
SHO SHOOTER SHOCOTER SV MLK
| s | MEDIUM LARGE
CHFE A CAFEAULATT || CAFEAJLAT
| e MECIM LAREE S
Tan 50,(‘?
Geand Total 58.95
Cash Custom i 5
T Bonus: 0
Lookup
PAY

=l = =i sy

ltem buttons;

Departrrent Foucheansiems lterms ardered so far on this
Eelection aDdudCit ?Dntlheen;rduer check with quantity & price
uttans

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

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

. Restaurant Pro Express
pcAmerica
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10 Steps to Getting Started

You can access additional functions by selecting an item on the menu grid. Below is an explanation of

each of these buttons.

DEL

Line
Discount %
ol

Change
Quantity

MODIFY

i

Reorder
Round

Transfer:

Show
Menu

pcAmerica

To delete one or more items, select the items (which will highlight them)
and select the Delete button. This function can be limited using employee
permissions.

To apply a discount to one or more items, select the items (which will
highlight them) and select the Line Disc button. You will be prompted by
a discount percentage. This function can be limited using employee
permissions.

If you would like to order more than one item, you can select the item and
select the Change Quantity button. An alternate way of doing this is just
selecting the menu item button multiple times. This function can be limited
using employee permissions.

Modify is used to modify the modifiers that are already on an item. This
function can be limited using employee permissions.

Reorder Round is commonly used in a restaurant or bar where many
people want to reorder the same item they previously drank. Select the
items you’d like to order and select Reorder Round, which will up the
quantity by one. This function can be limited using employee permissions.

Transfer is used to transfer this check to a different table. This function
can be limited using employee permissions.

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

Restaurant Pro Express
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10 Steps to Getting Started

Step 10 - Cash — or Credit — Out the Transaction

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

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

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

counter), use the CHECK or SEND button. This check is then put on hold waiting
for more items to be added or for the customer to finish their meal and pay their bill.

“ To put a check on hold (for table service, or quick service where you pay at a separate
e

CHECK is used to print a copy of the invoice locally at your receipt printer to give to your customer (if
they would like to see what they ordered).

SEND is used to send items that have been ordered to a kitchen printer (if applicable) to have your
kitchen staff prepare the ordered items.

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

. Restaurant Pro Express
pcAmerica P

Retail and Restaurant Solutions
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10 Steps to Getting Started

SPLIT CHECK In table service restaurants, some parties will ask for separate checks. To
split a check the server can select EDITS and then SPLIT CHECK.

Inside of the split checks screen you can split evenly (example split 3 ways), split by guest (if using the
order by guest feature) or select and drop items amongst different split check in any fashion you wish.

Split Checks
Select Items to Split, Select Check to Split to
Check# 1-510.05 Check# 2.35.57 Check# 3-57.95
G |Description |# Price ~I G Description # Price ~l G Description # Price &
Cheese Calzor 1 $5.75 Cherry Coke 1 $0.00 Diet Coke 1 $0.00
Pepperoni ( 1 $0.25 Medium 1 $1.25 Medium 1 $1.25
Coke 1 $0.00 Soup of the Da 1 $4.00 Stromboli 1 $6.25
Small 1 $3.50
Check# 4-$0.00
G Description # Price Ly
ALL NONE
Split Evenly Combine All ‘ 3 Done
- -l - ]

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

o Restaurant Pro Express
cAmerica
=s P
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Computer Essentials

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

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

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

o Install and activate a software firewall which is an additional layer of protection against
outside intruders.

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

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

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

Restaurant Pro Express

pcAmerica
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Computer Essentials

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

1. From the Login Screen, select File, then
Database Maintenance, and finally Backup
Database.

Distaded Dy Raport
Endof [y
Reporis Screen

Regster
[
Event Log Window

Ext

Enter Password

Enter cashier ID [f not
administrator):

2. Enter your Administrator’s Password and

Gancel  Keybourd select OK.
oK

-m e 3. Choose a backup folder and type a filename
""" for the data backup file. We recommend
using today’s date and keeping a week’s
worth of backups at a time.

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

o Restaurant Pro Express
pcAmerica
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Hardware Setup
Configuring a Receipt Printer

It is necessary to add and configure the receipt printers you are using inside of
Restaurant Pro Express. RPE created a shortcut for you to install and configure
your printer.

Step by step instructions of how to plug in your new POS hardware and
peripherals and install drivers are located at: http://faq.pcAmerica.com/hardware/
or are contained on the installation CD that accompanied your system.

Fundamentally, configuring most of your printers inside of Restaurant Pro express is done in the same
manner. Therefore, please follow these directions to configure and assign your receipt printers, barcode
printers, back office printer and any additional printers.

1. You must first install the printer
drivers for each printer and test them
to make sure they are printing
correctly in Windows at each
station. If you are not able to print a
test page at each station in Windows
then you will not be able to print in
RPE.

2. Select the Friendly Printer Setup
in the Setup tab of the Options
screen (4-L).

Printer Selup
Select Friendly Printer Select Local Windows Printer . R
T NonelDefault 3. Select the Friendly Printer on the
::IFI“;I‘R Invoice :—.:;;ﬂpﬂm”z Ieft and match |t tO the
by O PoON TheU220 Recapy et corresponding printer driver in the
E::orse EPSON TM-U210A Partial cut right side window.
EPS0ON TM-TE2I1I Partial cut
i e e 4.  Select the appropriate Printer Type
SRR on the bottom of the screen.
m @ Helo G Epson Thermal Recsipt Printer
o & Qs Recsapt Printer N
= OBMSm Pty 5. Select Save & Exit to update your
"u BF:‘« © Star TSP Series Thermal Receipt Printer settings.
 smeaEm gy

* In order for your station to know the location of a printer you must assign and configure your printer
at each individual station.

. Restaurant Pro Express
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Hardware Setup

Restaurant Pro Express supports bar code labels,
such as pizza box labels or labels for retail items
within your restaurant. To setup RPE to work with a

bar code printer, please follow these steps:

1.

It is extremely easy to install a label
printer, all you have to do is install a
Generic / Text only driver, which is a
standard Windows driver.

NOTE: Not all label printers are installed like
this. Depending on which label printer you
have purchased will determine the install

process.
Select Friendly Printer Select Local Windows Printer
Receipt “  None\Default .
Fuh Stze Invoice 2. Go to the Options Screen then, (4) Setup
Ca e L — (L) Friendly Printer Setup.
:::mse EPSON TM-U210A Partial cut
3. Set the Label printer as the Generic / Text
Only driver.
sl © e -
: . 4. Select Save & Exit.
P 0P
LLALL S

For more information on how to print labels using Restaurant Pro Express please see the Printing

labels Section of this manual.

Step by step instructions of how to plug in your new POS hardware and peripherals and install drivers
are located at: http://fag.pcAmerica.com/hardware/ or are contained on the installation CD that

accompanied your system.

pcAmerica
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Hardware Setup

Pole displays face the customer and display the items you are selling
as you ring them up. Other information such as amount tendered,
change, the current day and time and discounts will appear on the pole
display at the proper time.

Page 1 |page 2
Pole Display Port
{JHone
(o con
(ycomz
() Ccom3
() coma

1. Select the Manager or Options button.
2. Enter the administrator password (default: admin) where
applicable.

3. Inside of the Hardware Tab, select the USB (or the appropriate
port) option under the Pole Display Port selection.

4. Select the Update button at the bottom of the screen to save your
changes.

Step by step instructions of how to plug in your new POS hardware and peripherals and install drivers
are located at: http://fag.pcAmerica.com/hardware or are contained on the installation CD that

accompanied your system.

pcAmerica
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Hardware Setup

.

\.

Credit card readers and bar code readers differ greatly but have two things in common. The first is that
they are both used to read data (either a magnetic card such as a credit card, or a bar code). The second
is that they enter the information into the computer like a really fast typist — meaning when the bar
codes are scanned or the card is swiped, the information associated with them is entered into the
computer instantly as if it was typed on a keyboard!

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

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

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

Bar code readers (or scanners) are used to scan bar codes on different products such as sodas, juice and
milk containers, candy, t-shirts and other items. Loyalty cards can also use a bar code instead of a
magnetic stripe reader. A simple scan of the item will read the bar code into the point of sale system
and ring it up.

Step by step instructions of how to plug in your new POS hardware and peripherals and install drivers
are located at: http://fag.pcAmerica.com/hardware or are contained on the installation CD that
accompanied your system.

Restaurant Pro Express
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Hardware Setup

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

2. Inside of the Setup Screen, drop down the

! . e Default Cash Drawer Port inside of the
et [ | cottoon | e | ot | S Hardware tab and select however your receipt
= [ s printer is connected to the computer. This will
chmo fmm o cEm i pop open the cash drawer attached to your
Como | com o o c o receipt printer for all cash transactions.
com—| e —| [ — | | —
T e j”;: 3 f 3. Select Update to save your changes.
N - |

= = If you are using more than one cash drawer at a
_Sosho | Ypcao | S register, please refer to additional documentation

or contact technical support for assistance.

Step by step instructions of how to plug in your new POS hardware and peripherals and install drivers

are located at: http://fag.pcAmerica.com/hardware or are contained on the installation CD that
accompanied your system.

o Restaurant Pro Express
cAmerica
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Hardware Setup
Installing the Touch Screen

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

gesgElf

83588

eeeks
EEzE3

.......

o P UL Depending on which touch screen monitor
. - you have will determine the cable
== ] 4. arrangement.

Note: The touch screen may have another
USB cable for the MSR (magnetic swipe
reader) which must be plugged into one of the
USB ports on the back of your computer.

Step by step instructions of how to plug in your new POS hardware and peripherals and install drivers
are located at: http://fag.pcAmerica.com/hardware or are contained on the installation CD that
accompanied your system.

. Restaurant Pro Express
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Hardware Setup

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

Two options must be configured inside of
the Setup Screen in order to use your
scale. First select your scale model from
the Primary Scale Type dropdown. The
second step is to select the serial COM

port it is connected to from the Weight
Scale — Primary list. Be sure to select
Update to save your changes.

RPE will ask you to enter an optional tare
amount which is the weight of the
container a weighed item is sold in (ex: a
plastic salad container). The tare value can
also be set by the item inside of Inventory
Maintenance.

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

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

Step by step instructions of how to plug in the hardware and install drivers are located at:
http://faq.pcAmerica.com/hardware or are contained on the installation CD that accompanied your
system.

. Restaurant Pro Express
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Hardware Setup

To LM3000 or L 53000
L TolMBoonorLSa0n
e RS232C Patiphersl Devici OUpUE

Vidso Output
Keyboard Input

Power Adapter Input

Hardware Installation of the 1/0 unit and
Controller (if you need one) is simple. Plug in
your hardware and then connect to a regular
network switch (hub) to attach the unit to your
local area network.

SUetit || Wadmare  Wbeinel Fratues | wennony

Bestamant Feats

uickoAdd | Peceipt | Repons

Seale Welght Fermatting

Exit

Access the Bumpbar setup in the Hardware tab
(Page 2) of the Setup Screen.

1) Enter the Server IP or name of the
computer that controls all the bumpbar
units. Only one per location.

Enter the Port the bumpbar server is
listening for incoming connections on.
Select the Edit Bumpbars tab to access
additional setup features.

* Select Send Items Immediately to send the
order to the kitchen as it is being entered.

2)

|

= Basp on new orke

Past: Sumber ot B % Display cashesr 1D
iy 3 % Enatied

o —

Add a Bumpbar ID that is unique for each bump
bar. Enter the IP Address of the bump bar,
Name the bump bar and select a Port to which
the bump bar will be connected to.

Add the Number of Panels you want to appear
on the screen and the Number of Rows you want
to be displayed on the screen. Typically, 8
panels and 2 rows.

Select the colors for the late orders and the length
of time between them. Also, choose the colors of
the Header Backcolor and Header Forecolor.

Crder Filling

Caller 1D

8

Reta

3 Start Bumpbar Server
Ll + Stark Bumpbar Client

pcAmerica

| and Restaurant Solutions

In the File dropdown menu on the Login
Screen Select Start Bumpbar Server on
the computer that controls the bumpbars.
There is only 1 per location. Select Start
Bumpbar Client on the computers that
will send information to a bumpbar.

Restaurant Pro Express
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Hardware Setup

Select whether you want:
1) the I/O Unit to beep when a new order
is being entered
2) to enable the bump bar. Uncheck the
box to disable it.
In order to add a route for the bump bar you must
set-up a route first. Select the Setup Bumpbar
Routes tab.

Double-click 1o add the bumpbar to the
urrent route

f BB3->BB2

e this route:

Fith Line]

In the Choose a Route screen select Create a
New Route.

You will see the named bumpbars in the left side
window. Select the bumpbars you want to add to
a route, name the route and select Save.

Croate 8 New
oty

You can now choose the route you just created to
assign it to the bumpbar. This is particularly
helpful when you just want to send chicken and
meat to the grill.

Optional Info_ | Pending Orders | Properies | Hotes
Cedering Info | Specisl Pricing | Masiix | SalesHistory || Printers  Recips |

9 I
<.
AT e L o
= I e | e |
oo | 5| |0 o [N o | o |

Modifiers Price Lovels

e,
peinteris], and display on the following monftors)

It is very important when creating a route that
you attach the route to the inventory item. Go to
the Inventory Maintenance screen, select the
Printers tab and select the route you want to
send the inventory item to. Be sure to select
Save Changes.

Step by step instructions of how to configure settings in the software are located at:
http://faq.pcAmerica.com/hardware or are contained on the installation CD that accompanied your

system.
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Hardware Setup

Phona Gompany 1

Setting up the Whozz Calling caller ID box is
extremely easy. After you have plugged in your
equipment and configured your software you will
= be able to answer calls quickly, lookup customers
————— ' S TR faster, answer more calls, place people who are not

i Phone | o Porton [

! Systom | ovlal PorLer ready to order on hold and have an order history at
ieets T your fingertips for fast repeat orders.
Otfice Phones l““

| Scale | | Update | | Est |

The Caller ID feature must be configured on Page 2 of the Hardware tab in the Setup Screen. You
must enter the Server IP or the Computer Name, Server Port, # of phone lines and the COM port
the caller ID box is connected to. Select Update when all the information is added.

* This information must be the same on all computers using the caller ID feature.

First, you must select start server and start client from the Caller 1D section in the File drop down
menu on the Login Screen. The caller ID screen will only be visible from the Table Layout and Invoice
screens. Each register will have caller ID capabilities, displaying the name and phone number of the
customer during their incoming call. Select Answer to answer the call, if it is a new customer the Add
a New Customer screen will appear and you can enter the customer information.

If it is a repeat customer the Select Previous
Order window will appear after you answer the
call and you can either select New Order or if
they are ordering the same food select the
appropriate order and the select Reorder and it
will bring you to the invoice screen.

pC America Restaurant Pro Express
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Configuring Restaurant Pro Express

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

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

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

Change Password

Help By default, the password is “admin”
Change Administrator Password —you should change this Day 1 of

using the system to enhance your

Old Passweord Mewy Password Werify Mew Passwword .
security. To change your password,
choose the Change Password link
Erfer under the File menu in the Login
Almniial ‘ Updats ‘ ‘ Cancel ‘ Screen. Be sure to select Update to

save your changes.

Change Password Screen

You can also create an administrator swipe card using the Change Password screen. Swiping an
administrator card takes the place of typing in the password, providing for faster and more secure
overrides.

o Restaurant Pro Express
cAmerica
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Configuring Restaurant Pro Express
Tax Rates

I Default Tax Rate Area Tax Rates |

Tax1 Tax2 Tax3 Ta
Store ID Rate Tax1 Rate Tax2

1001 85 Tax1 : Tax3 | |

< i | >

UPDATE }[ Cancel }

The Set Tax Rate screen is accessed from the Setup tab in the Options Screen. Restaurant Pro
Express has three tax rates. Most stores use only the first tax rate, however some stores may charge
different tax rates for different items. Change the percentage of the tax to match your local tax rate. Be
sure to select Update to save your changes.

Set Tax Rate

Default Tax Rate I Area Tax Rates

ID [Area [Description [Percent
0[NONE DEFAULT

1|ROCKLAND ROCKLAND
E WESTCHESTER WESTCHESTER
 3|ULSTER ULSTER
4|ORANGE ORANGE

V Change Rate QE
Add R

UPDATE | Cancel

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

. Restaurant Pro Express
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Configuring Restaurant Pro Express

The receipt you give to your customers can be more than a simple listing of items. It can be an
advertising piece that will encourage your customers to come back to your store. Receipts are
configured in the Receipt and Company Info tabs of the Setup Screen.

rsmn Screen ﬁ]
| Accowd Comtrel | SationSpecfies | Guick bwoicing £ Alewts | GuickAdd
| System Access | Wwokce Semings | Crean & Debin | nternet Featwen | Conpanyinte | Toueh Sereen
| wemtory | RestwmamFeatwes | Receip Couponing | Hardware
[Paget Page?

PReceipt 5 Print inwoic Prod L

o it e Ome = . [ B Cone O Rt (Fpsen

(v_.mmeu o Enone Rercrpt Prrtees)

%) Short ) yes =

(v\l'!. o Cctre I_-_P!Illﬁuh’rw‘&l’ﬂanﬂ

) C Framet O Compony ndo Frrgt

bl .
Cresdbe [iEippress Exira Spwbire Cop]

[Pt Mekes o £ Recrigt
()M, Prind Marm [Pt Dop Nk R
P ol ksl ey C3Pring charged, ot oly.
(CHPrit o, brsakadtwn (CiPrint chargsd, braskdonn

it Medithes s on Receipt

[Pt em court on Fesceipt

|—~P|ll Second Descrighon on Ful
# 0t Copies Y gkpe Profrssional

1 [ abdate Checks
(] Comeire Linez on Rinceiot

Below are some of the most commonly used receipt options.

Option Description

recommended for most stores.

Receipt Size The Short Receipt selection prints a more compact, neater looking receipt and is

Prompt to ask you every sale if you’d like a receipt.

Print Invoices Set this to Yes to print a receipt for every check, No to never print receipts or

Signature Copy | the signature copy.

Suppress Extra If you do not desire a signed copy of the receipt. Turn this option on to suppress

Company Name | In the Company Info tab, prints on the top of the receipt.

After making any changes, be sure to select Update to save your changes.

Restaurant Pro

pcAmerica
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Configuring Restaurant Pro Express

Printing Logos on the top of your receipt can help to ensure brand recognition for your company.

To enable your receipt printer to print your logo at the top please follow these steps.

Setup Screen Fg|
Account Control | CompanyInfo | Coupening || Hardware Internet Features | Inventory | Invoice Settings
Payment Processing ‘ Quick Invoicing & Alerts ‘ Quick-Add | Receipt | Reports
Restaurant Features | Station Specifics | System Access ‘ Touch Screen
Page1 || Page2 Page3
Caller ID Scale Weight Formatting Coin Dispenser Port
—— e Onane Qs 1. Select the Manager or Options button.
O30x01 1 Ccom o
e Otocansig o 2. Enter the administrator password
O coms . - .
- o e Gooms — (default: admin) where applicable.
[ mmmene ]| | O — 3. Select Setup then, Setup Screen. On
Disen tome ety SEESE | Ot O hone Page 2 of the Hardware Tab select
- @ Ficte Picture under ReceiptPrinterLogo
Serer o e v et 4. Select the image file and select Open.
[
_— R 5. Select Update to save your changes.
|ms Sentry v‘ [ o ]
Scale Update Exit
Printer Setup
Sedect Local Windows Printer
Receipt [ NoneiDefault &
Report H
;ﬁ,'!. Size Involce 6. Select the Manager or Options button.
il 7. Enter the administrator password
Fax L (default: admin) where applicable.
7 e N 8. Select Setup then, Friendly Printer
[l Cut Receipt at this Station [<] Print Lego - Thermal Receipt l Setup_
e e T 9. Check Print Logo_ — Thermal Receipt.
d " O R L 10. Select Save & Exit to save your
‘M t_).r' Help C Cther Receipt Printer
T OFul Size Printer changes.
m Port 1 Star TSP Senes Thermal Receipt Printer
9‘“ ﬁ_Eln O HF AT34 Nona Receipt Printer

The next receipt that is printed should have your logo at the top.

pcAmerica

E.E Reta

| and Restaurant Solutions

Restaurant Pro Express

Page 31




Configuring Restaurant Pro Express

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

The colors and pictures can be configured within the Display Setup screen that can be accessed from
the Setup tab of the Manager Screen.

Screen Display Setup

Invoice Screen Options

Toolbar
Customer Display

Select Invoice Screen to Use

@ Modern
() Traditional
O Split Invoicing

Set Form's Background Color ==

Login Screen Options

Display Type (%) Humeric () Alphanumeric

Background Color

rorearound coler -

Select Picture | Logo

S

To change the background color of the Menu Screen, Select the Set Form’s Background Color
button and select the color from the color template that pops up on your screen.
Similar buttons are used to select the colors and picture of the Login Screen.

After making any changes, be sure to select Update to save your changes.

o Restaurant Pro Express
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Configuring Restaurant Pro Express

T R TR [ ST T T e 1. Select the Manager or Options button. Enter

Gk ooy Aecte | oukck At | Bacoit | poporte the administrator password (default: admin)
sttt ] where applicable. Go to Setup then Setup
g Screen.
M et 2. Inside of the Payment Processing tab, (with
,’,,:fm Bifs = ttnnt Credit highlighted) select an option under the
R Payment processor selection. Some of the
e 3 choices may require a merchant number as
ko well as a username, password and, gateway
‘Secondsy MAChant Number URL
3. Select the Update button to save your
Scale Update Exit Changes.

Restaurant Pro Express integrates directly with several credit card processors. If the processor
you have chosen to use is not in the list (Payment Processing tab of the Setup Screen), RPE also
integrates with a third party software package that links to most other processors.

If you have questions about using one of our integrated processors, OR questions configuring one
not in that list, please contact your sales representative.

For Help setting up Credit Card Processing Please reference our website;
http://faq.pcamerica.com/paymentprocessing.

For suggestions on how to achieve PCI Compliance for your restaurant, please refer to the PA-DSS
implementation guide which is available as a .pdf at http://fag.pcamerica.com/paymentprocessing.

o Restaurant Pro Express
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Configuring Restaurant Pro Express

Restaurant Pro Express requires a unique encryption key to be setup for each computer. This key is
used to store sensitive credit card information safely. Because of security compliance regulations, an

encryption key must be unique per store.

When you start the program without a key you will see the following prompt:

Encryption key update

-

(rase-sensitive) that you used with your other computers or Windows accounts,

f The credit card encryption key has not been setup on this computer For your Windows user account, You must enter the same exact password
You will be unable to use the software until you update the password, Would vou like to update the encryption password now?

***|mportant*** - all customers not using “Express Manual” processing will be required to setup
a key.

The user must type in a password that will be used to generate a new encryption key. This same
password must be entered into the program on every computer in the store. If you type in a password
that doesn’t match the password you used on your other computers, the program will let you know it’s
wrong and prompt for the password again.

Restaurant Pro Express
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Configuring Restaurant Pro Express

Enter Administrator
Password
[ | 1. When you select Yes to the above prompt, you
; must enter the administrator password for the
Cancel Keyboard store.
OK
:"::: anuypnnn pa:wnmvﬂ be upﬂaled. Enter the secret pnwnru Eﬂ‘ﬂ
A 2. You must then enter a password.
R EEERFRFEEEE e  The password should be secure, unique, and
A el Ch Al ol stored in a safe place.
Shik SPACE ENTER

Restaurant Pro Express
File:

Select Business Type

Select Database 3. If the user ever wants to change the encryption
Database Maintenance  » e n te r \ ke th h d H h I h
) Y, enteycan 0 so via the File menu on the

Store/Station Setup 3 o A
— , login screen.

rder Filling
Caller ID 4 0 u r Ca

h Start DVR Server

Start DWR Client
Change Encrypri

Emploves Maintenance
Change Password

The user may not change the encryption key when there are unsettled credit card transactions pending
in the database. This means they should make sure they have settled their current batch, and have
performed the end of day function.

NOTE: Performing the end of day clears out ALL credit card numbers.

o Restaurant Pro Express
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Configuring Restaurant Pro Express

Account Control | Company ife | Coupening | Hardware | ternet Foatres | Iventory | involce Settings

- Alerts | GukkAdd Receipt |

Raports

PC Chumips ¥ | verincation -
Check Comparry. (7] ek arvies

] Ceivers License
Meschan b

7] camcting Accourt Nutier

Sy Wochard b (5] Full R Chack B

] P Mmoo

Scale Update

Teuch Sereen

Exit

From the Login Screen, select the File Menu,
then Setup Screen and type in the
Administrator password.

Inside of the Payment Processing tab, (with
Check highlighted) select an option under the
Payment processor selection. Some of the
choices may require a merchant number as
well as a username, password and, gateway
URL.

Select the Update button to save your
changes.

Check Mumber

Drivers License

Checking Account Mumber
Full MICR Check Mumber

Phone Mumber

After selecting the check processor and filling
in the information that is required, select
which (if any) verification items that are to be
required for the checks to be processed.

For Help setting up Check Processing Please reference our website;
http://faq.pcamerica.com/paymentprocessing/.

pcAmerica
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Configuring Restaurant Pro Express

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

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

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

1 Cash Regittar [xprose - InstaltShisld Wizard

Fashita bt Prsgn B8 pcAmerica
me——— . 1. When installing RPE on your server,
make sure the RPE Server application is
installed first on your server computer.
The installation of RPE Server is
documented in Step 2 of the 10 Steps to
Getting Started in the beginning of this

manual.

Thck Instal bo begn the installabion.

iy change any of your s, ek Buack, Chck Cancel ta
ik the wazsrd.

aback [ sl | [ Cone

2. Install Restaurant Pro Express on the second

Sl station. When starting Restaurant Pro
Express, in the Database Selection in the
Configire Tris startup wizard, select Configure This

Computer

Computer, then answer the questions
telling RPE that this computer is the client.
et Restaurant Pro Express will automatically
detect your database over the network. If
U iRy for some reason this automatic detection
g pa— fails you will be prompted to manually
select the database.

3. There will be a brief wait while Restaurant

Pro Express communicates with the server,
LLLLL downloads a copy of the data and starts for
the first time on this station. Although this
may take a number of minutes, it is a fully
automatic process.

CRE is loading...
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cAmerica
=s P

Retail and Restaurant Solutions Page 37




Configuring Restaurant Pro Express

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

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

B3 Menu Schedule Configuration E]@
i Keyboard |
Destimion W Use Date Range Sy
VALENTINES S Date |72I14f2006 ) .
o : The Menu Schedule Configuration
e e o BRI BT ErRete Hort4r2008 screen is used to setup your multiple
holiday menu py p

menus. To create a new menu, select the
Add button. The Add Time and Delete
Time buttons are used to specify which
times the menu is active. The check box
titled This is a special event or holiday
menu is used to specify that the menu
takes precedence over other menus
scheduled during the same time.

Sunday
Monday
Tuesday 12:00 AM-11:59 PM
Wednesday
Thursday

Friday

Saturday

Reset Times |- Delete Time
Be sure to select Update to save your

Previous ||VALENTINES [ et changes.

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

. Restaurant Pro Express
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Configuring Restaurant Pro Express
Laying Out Your Tables for Fine Dining and Table Service

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

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

Al Sediﬁ‘ Add Multiple g Adil Rectangle Object 'I Delete Obje_i Delete Sectiii

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

Add Circle Tahle

Add Sguare Table

Add Souare Object

Add Rectagle Table W Add Circle Object

Table Number Number of Seats Cost Center Tahle Size

o ot BB E B

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

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

. Restaurant Pro Express
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Configuring Restaurant Pro Express

Quick service and fast food restaurants increase throughput, customer satisfaction and overall profits by
streamlining their operations to be as efficient as possible. Reducing transaction time by a few seconds
can have substantial results. Restaurant Pro Express is designed to provide the fastest checkout

possible.

=

Below are a few tips on how to speed up the order taking and payment of every check.

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

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

Quick Tender buttons (configured in the Quick Invoicing and Alerts tab of the Setup
Screen) turn on quick pay buttons for cash. This will turn on $1, $5, $10, $20, $50 and the
next even dollar amount as fast payment buttons for speedy cash payment.

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

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

Restaurant Pro Express
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Configuring Restaurant Pro Express

Configuring and Tracking your Drivers for Delivery

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

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

Blanagar Hele
Tar Trarows il s e it P dis Yt o ey
Torez (i TowPurmnd Pt Lowt Harem Lddrr iy ]
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2Pz FIET TN W COMRTU SHILL COHTIT 516104 g kv A
MR Eroard 1 (LTI 0 gl A Wmsoar, denigrast o Dby

et B B B e =
L L] e Wy u‘:!.lm
Tabe vare Tradiit it Hums L Ve Adbar

T = T — — —— - ]
..-;E.I(‘ém Ik | E i ﬂ E.-m '-!m.uh_n.'.' e U

Debdin borwmn e Efl [0 R il v
sired il G [ER—— Caar screm Il soon
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After the customer is selected, ring up the items for the customer in the same fashion you would place
any other order. When you are finished with the order, select the SEND button to send the items to the
kitchen. Restaurant Pro Express will ask you for the Time Promised, which is the time that the
customer is told to expect delivery.

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

. Restaurant Pro Express
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Configuring Restaurant Pro Express

Some restaurants utilize a drive thru lane to serve customers. Restaurant Pro Express has a built in
feature to allow easy organization and accessibility of multiple checks through your drive thru system.

Setup Screen |z‘

Account Control | Companylinfo | Couponing | Credit & Debit | Hardware | InternetFeatures | Inventory

Invoice Settings | Quick Invoicing & Alerts | Quick-Add | Receipt | Reports

Restaurant Features | Station Specifics System Access | Touch Sereen

Amount Tendered Sereen - Allow this station to end transactions:
O Reapid Entry
@ Detalled

[ Al oredit card swipss on invoics
@ves scresn

8Nﬂ [ Cisable time-based pricing
Credt Card Only

Print Extra Order Copy To:

1. Inthe Setup Screen select the
Station Specifics tab.

2. Under the Station Role, drop down
the file menu and select the Drive
Thru option.

3. Select Update.

When a car pulls up to order, enter their
order into the system and select the Send
button.

If there is another car in line waiting to
order you can enter the order while
preparing the first order.

When the first car pulls up to the window
select the Next Car button and the first
order you entered will appear.

To close and cash out the order select the
Pay tab and proceed like a normal
transaction.

NE

RECALL ‘

Once you hit the Send button, the order
will be kept in queue one after the other.
The Next Car tab will automatically
display the orders sequentially in the
queue.

Recall enables the user to recall the last
order sent in case of any modifications.

i
BE Peimerica
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Configuring Restaurant Pro Express

Account Cantesi || Gompieny s | Couponieg | Cavdi A Dabh | Mardwiare | bnternet Fastures | bnwantony

Restaurant Pro Express can now print driving directions for delivery orders. Printed driving directions
increase the speed and efficiency of your deliveries, ensuring food arrives on time and hot. The point to
point directions are retrieved from Microsoft’s online MapPoint service, ensuring that your delivery
drivers will have the most current directions utilizing the shortest route. Upon dispatch, Restaurant Pro
Express will print driving directions from your restaurant to the first site, first site to the second, etc.
and finally from the last delivery site back to the restaurant. In addition to the driving directions, each
printout includes order number, customer information, total distance and estimated time.

Imvolss Sentings BMlsrs | dukskAdd oot | Reporte

| | Towhsaren
Comgsamy tcemation
nsal et {10 check valstion)

Werk Veek Sharls On Sunday o

ay peartshver S D
s i Sauars Fastagh "

T Cedke s Pogudabion Served

Secale Update | Exit |

In the Setup screen select the Company
Info tab.

Complete the Company Information
and Store Information sections. These
fields will be used as your starting and
ending addresses.

You will also need to make sure the
customer address field is filled out
correctly in the Customer Maintenance
screen, for each customer delivery
request.

Arcount Contiol | Companyiie | Couponing | Coedn & et | Haidwae | Wternet Featunes | Wy

[y vk i & Aot kAt | messwt | Papata

Scale | Update Exit

8.

Select the Delivery tab in the
Restaurant Features tab of the Setup
screen.

Select Live in the Delivery Directions
Printing Method field to activate the
feature.

Select an option in the When to Print
Delivery Directions field.

Select whether you want to print the
return directions and/or print customer
information to the receipt on the kitchen
printer.

Select Update and Exit.

pcAmerica

pcAmerica will provide you the Find Service URL, Route Service URL, Username and Password
information to complete the Mapping Web Service Login Info fields when you purchase the Driving
Directions service.

Restaurant Pro Express
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Configuring Restaurant Pro Express

Quick Books
Sales Pass

Select the QuickBooks Sales Pass option
from the View Options screen.

Make sure QuickBooks is running and
minimized when setting up the interface.

Select the Configuration button in the
General Sales tab.

In the Company File field select Load and
search for your company file you created
with QuickBooks.

Under Transactions enter the information
according to how you want everything to be
exported into QuickBooks. Make sure to
do this for, Sales, Tax, PO, TimeSheet, AR,
Misc, and ExportDates.

Select Save and Exit when you are
finished.

* These instructions assume you have setup a
Chart of Accounts in QuickBooks and that
correspond to the data you want to export.

ot G Mot | e P T | et T | Pt | Pamard it o | 61

Enter dates in the Export Dates tab.
Select (in each tab) which fields you want
exported by checking the boxes.

Select the Export Now button.

10. Your POS data should now pass to

QuickBooks.

Note: Restaurant Pro Express exports to the Pro, Premiere and Enterprise versions of Quickbooks 2007

and up.

8

pcAmerica
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Configuring Restaurant Pro Express
Printing Labels

Restaurant Pro Express has the capabilities to print Labels. You must have your inventory added and a
Label printer installed in order to print Labels.

From the Administrative option select Barcode
Express

Note: You can also access the Print Barcodes
screen through the Inventory Maintenance
screen
Depending on which label printer in the Friendly printer setup is selected

will determine which labels will be available to print.

Printer Setup

Printer Setup

Select Friendiy Printer Siliet Local Windows Printer Select Friendiy Printer Siliet Local Windows Printer

Receipt “  NonelDefault Receipt “  None\Default

Report \IPca-ex1\Printer12 Report \IPca-ex1\Printer12

Full Size Invoice Full Size Invoice

Sl Microsoft XPS Document Writer Sl Microsoft XPS Document Writer
EPSON TM-U220 Receipt EPSON TM-U220 Receipt

E::Wie EPSON TM-U210A Partial cut E::Wie EPSON TM-U210A Partial cut

Ll o v Ll @ uer

After a label printer has been chosen, go to Barcode Express and this screen should appear
with a list of your inventory items. Select a Type of Label specific to your
printer and choose which item you would like to print.

ZEBRA 80000 Jewely Tag #17744 2 290 5

ZEBRA Ciothing Tag #10003283 1- 14w = 2-14°L

[ZEBR.A Shell Tag ZSLCD 40000 800262125 2 25" W1 25°L
Fub Sp Label 0OG-231-0T5 1°wWx1"L

Note: You must add a number for the item you would like to print in the # Labels column. Anything
with a zero will not print.

i
BE Peimerica
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Common Restaurant Functions

Selecting a Customer for the Invoice

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

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

Customer# First Name Last Name Address Comoa

101 3 Customer
777-555-1234 Alan Michaelson
845-555-5160 John Doe
914-555-9876 Susan David

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

After you find the customer, select the line that
has their record and choose the Select button to
select them for the invoice. The selected
customer’s name and bonus activity will appear
to the right of the department scroll buttons.

Alan Michaelson
# Bonus: 0

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

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

. Restaurant Pro Express
pcAmerica P
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Common Restaurant Functions

VOID ITEM COMP DISCOUNT } ‘ UNDO EDIT

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

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

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

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

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

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

Restaurant Pro Express
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Common Restaurant Functions

Processing | other Options

Fayment Processar
Debit 1
Check ercury e
EBT

Gift Card Primary URL

KL.mercurypay.com

In order for Bar Tabs to work A Credit Card processor
has to be setup. For more information please refer to the
Credit Card Processing section of the manual.

Restaurant Features Static

Functionality |

Pizza | Delivery|

Print Tip Line on CC Invoices

{Also forces credit card processing
touse pre-auths/post-auths)

(Mo

() ves on Completed Invoices

Select Setup Screen from the View Options Screen.
Go to the Restaurant Features tab and Tips and set
Print Tip Line on CC Invoices to Yes.

Payment Processing

Restaurant Features

Processing |

Go to the Payment Processing tab in the Setup Screen
and then the Other Options tab. Here is where all the
options are set for the Bar Tabs.

Pre-Autharize Credit $0.00
Cards (Bar Tabs) For §

Pre-Awthorize Cards Prompt
@ Force Preset Amount
(:} Use Amount as Suggested

Pre-Authorize Credit Cards (Bar Tabs) for $

e When a card is pre-authorized, this is the amount
that it will be authorized for.

Pre-Authorize Cards Prompt

o  Will force the authorized amount to be the amount
set in the Pre-Authorize Credit Cards option.

e Use the amount from the Pre-Authorize Credit
Cards option as default, but allow the user to
change the amount.

pcAmerica
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Common Restaurant Functions

When Starting a Hew Tah:

(%) Do Nothing

O Forece Credit Card Pre-Auth

() Allow Pre-Auth to be Bypassed

When Starting a New Tab - this controls how the

New Tab button behaves.

e Do Nothing - this option will prompt for a
name, and go straight into the invoice screen.

e Force Credit Card Pre-Auth — immediately
displays the credit card screen so you can swipe
the customer’s card. It doesn’t allow you to start
a new tab unless a credit card was successfully
pre-authorized.

e Allow Pre-Auth to be Bypassed — asks if you
want to pre-authorize a card. If you select no,
then it will behave the same as the Do Nothing
option.

Open Tabs

NEW

To start a new bar tab, select the New button on the

Open Tabs screen.

e If you have the option enabled to Use Amount
as Suggested, then you will be given a chance to
change how much the card should be authorized
for.

4 Erecit Card Information S
Cract Card Teassaction Typs

EORCE  SALEM CREDIT

Swipe cardnow of typein credil
card numbor #

oK Cancel

Next, you will be presented with the credit card
screen. Swipe the customer’s credit card into this
screen. If setup correctly, the customer’s name will
be read from the credit card at this time.

Now you can place items on the order and put the
invoice on hold. You may recall and add more items
at any time. Once you are ready to complete the
invoice, just select the Pay button. This will display
the amount tendered screen.

[ Qestion Bax |
There is a pre-authorized card
available, would you like to
use it?

10.

On the amount tendered screen, if the Credit Card
button is pressed, the program will notify you that a
card has already been pre-authorized for the order,
and ask if you want to use it to complete the sale.

pcAmerica
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Common Restaurant Functions

ot Ot
Select ems to Spht, Select Check to Spiit to

Check 13600

[
1

It is very common for guests in a restaurant to
ask for separate checks. Checks are separated in
Restaurant Pro Express by using the Split Check
e : : function found inside of the Edits screen. Once
R T a check is split, you can select the Done button
to print checks or close out the transaction. To
recombine the splits into one check choose the
Combine All button.

Split Evenly Split By Guest Combine All

There are three ways to split a check:

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

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

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

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

closed out. You can close out some of the splits while the remainder of the party continues to dine and
order more items.

o Restaurant Pro Express
pcAmerica
Page 50




Common Restaurant Functions

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

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

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

A server can also opt to transfer a check to another server. The use of this
TRANSFER feature requires the other server to accept the table transfer (if the permissions

SERVER are configured for this).

pC America Restaurant Pro Express
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Common Restaurant Functions

Order Identifier allows your employees to assign a name or number to the customer’s order as it is
being entered into the system. When the customer’s order is finished being prepared by the kitchen your
employees can simply call the customer’s name or number for a quick pickup.

Order ldentifier ] o .
To set options for Order Identifier go first to the

(&) Mone Options Screen (by selecting the Manager button) then
() Prampt humber Restaurant Features and Functionality. Order
) Prompt Mame Identifier has three options to choose None, (will do

nothing) Prompt Number and, Prompt Name.

FETR After selecting Pay when Prompt Number is selected
: j z i RPE will ask for a specific number which you can give
- the customer.

L SRR H) WJ
"FEEFEFFFPEPPE After selecting Pay when Prompt Name is selected RPE
a W ] . L R R will ask for a specific name which you can give the
SRR = customer.

PAY

4 J = SPACE ENTER
= S conomer | SO
et e B s VP -

Note: Orders sent to the kitchen video system or the kitchen printer will have the identifier chosen
printed on it.

o Restaurant Pro Express
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Common Restaurant Functions

The Suggested Course Ordering Feature prompts your employees to ask for course information.
Courses are described as a department or group of departments that menu items are chosen from. Using

this feature will make sure that your employees ask your guests for specific items (e.g. Drinks and
Appetizers).

Note: Suggested Course ordering requires a layout and tables as well as departments to be setup. For
more information about setting up a layout or tables please see the Laying Out Your Tables for Fine
Dining and Table Service and step 5 of the 10 steps to getting started sections of the manual.

Options to be set for course ordering are all set in the Setup Screen under Restaurant Features which
is accessed by selecting Manager, then Setup and finally Setup Screen.

Miss (s (s s gy Madass SR bemEes  Swemary  Swess Lemwan
] e L A — Bopts
Povtimn e 1o A g W R Vol s e

Pty s Puss Belessy  Bewe lew  Cmeses § Smppested (ndeetny
o~ | Prompt Table

[P Substiut cd - . .
~ ll [ kbt el 1. Inthe Functionality tab of Restaurant

[v] Promgt Party Size frovee Features, Prompt Table and Prompt Party
. Size should both be checked.

b bt O A

-
on togst [ - ey

g OF e Tor SiiggeEtea Coik 86 Pt 2. Inthe Courses & Suggested_Ordering tab of
: Cotirse then guest (exc drink gusat1, [ Restaurant Features, selecting an option for
() drink guest 2, app guest1, app guest | Order for Suggested Course Prompting
2) = will determine how you would like the
el IR (Gueat then course (ox puest A KNk software to prompt a server for the customers’
=] () guest 1 app,guest 2 drink, guest2  [fun course orders.
app) e
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Common Restaurant Functions
Course Ordering

| Baits | GukkAdd | Recsit | Reperts
Stion Speclics | SistemAceess | TouchSasen
F—ﬂMl Ties | Pizza | Delivery | Drive-Thiu || Cowrses & Suggested Ordering

rder for Suggested Cous e Freengting

Supgested bouin checkeqtor a course, KT g

ueat 1, spp quast
e st of aptionton dink

e (e guest 1

(‘m'wm!-lﬁ.wﬂ::‘
3. Select Add New Course then give your
new course a name (e.g. Beverage).

Sumppeated trdering for Beverage

+ tmtummmmmmm choose s

configure & B0 APPETIZE bufton Tor sppctirers, eic., for

rruany of thaae inslances aceured.

Scale Update Exit
| Basets | uieknda | mecsipt | Repons
| systemAceess | Toushsersen )

| o | s | ey e e s et 4. Under Suggested Ordering for Beverage
Courses Order fae Suppesied Course Prampting -
s W m o o et hit the + and choose the departments that
e Cﬁmmﬂi'::“.;‘:* will be selected from for this course (e.g.
E i Drinks, Beer Wine).

Suggested rdering for Deverage

Optionally you can select whether or not

ot s L e the selection is forced (i.e. whether your
- s server has to choose something in one of

those departments).

Scale Update Exit
n--.‘I ol Do ok Ducde | Dacsewn |Descripgion aey Price [
< _: o — m:“ 5. After selecting your table (from your
T T P layout) and party size, the invoice will
[ (U P p— now only display the departments for the
e T e course. This screen will also prompt you
ey R ey p— s to choose for each guest for each course.
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Common Restaurant Functions

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

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

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

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

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

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

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

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

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

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

VOID IN

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

To re-open a check, use the Pullback Check button inside of the Options

Pullback Screen. RPE will ask you which server committed the check you would
Check like to pullback followed by a listing of invoice numbers closed out by the
ec selected server. After the check is reopened it is as if it was never closed
=1 out.

TIP: A few of the reports inside of the Reporting Screen can be generated for voided invoices. It is

good practice to run these reports on a regular basis as post voiding of checks opens up opportunity for
theft. There are valid uses of the void function. An audit trail is kept to protect against theft in such a

fashion.

TIP: Itis recommended that you use the Tie Pullbacks to Time Clock feature (which can be turned
on inside of the Setup Screen) in order to prevent employees from pulling back checks that were from
a previous shift.

o Restaurant Pro Express
cAmerica
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Common Restaurant Functions
Sell and Redeem Gift Cards and Stored Value Cards

Gift cards and stored value cards are tracked inside of Restaurant Pro Express with
no transaction fees. They can be sold for any value. Gift cards by default are
programmed into the database with the item number GIFT_C and are located in the
None department. In order to sell a gift card you may either configure a custom
button for the Sell Gift Card feature or, you may use the menu item GIFT_C
under the None department. After choosing how you will sell the gift card, all you
Gift Card need to do to sell a gift card is select the Gift Card button, swipe the new card and
enter the dollar amount you wish to sell the gift card for. A gift card does not
become active until the transaction is fully paid for and completed.

Gift Card

e o At i - To pay by gift card, simply choose the Gift
Card button from the Payment Screen. You do
I:0.00 PR not need to enter the amount tendered as

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

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

NOTE TO FRANCHISEES: The internal gift card system is ideal for single unit restaurants or for
multi unit restaurants owned by the same owner. Many franchise restaurants have separate accounts
and the money from gift cards will be automatically transferred from one account to another, which
requires the use of a third party gift card processor. Depending on the third party gift card merchant
provider, this may or may not be possible directly inside Restaurant Pro Express. Please contact the
pcAmerica Sales Department at 1-800-PC-AMERICA (1-800-722-6374) or sales@pcamerica.com.
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Common Restaurant Functions

There are two steps to closing out a day at a store. First, every employee should Clock
Out of Restaurant Pro Express. Employees can clock out by selecting the clock out button
on the Login Screen. A Shift Report will print out for the server providing it is setup in
the Job Code setup.

After each employee is clocked out, the manager of the store should run the End of Day function within
Restaurant Pro Express. The End of Day will scan all the checks for the day and ensure that they are
all closed out, and that all of your employees are clocked out of the system.

Expected Cash: $12.60
Enter Actual:
$12.60
¥/ 8 9 Restaurant Pro Express will prompt the manager
g 5 6 for the amount of cash at the end of the day. This
= = = cash figure is a total for all servers for that shift.
, 5 3 The store over/short amount will be printed in the
= = = Daily Close report as well as other vital
ol 2 information detailing the activities at the store for
= that day. This report can be re-printed in the
\ Clear ] I Canatl l future from within the Reporting Screen.
R

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

NOTE: If using a credit card processor that requires the batch to be performed manually it is
recommended that this is done prior to the End of Day being performed.
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Tracking Your Customers

oo T (T T T S [ [ The Customer Maintenance screen is used to add
— pm— s Pos s and update your customers. One customer is
T = displayed at a time. Detailed information is stored in
PR the tabs across the top of the screen. This screen is
= = = fully touch screen compatible, meaning you can
= double select any field (or select the field and then
the keyboard button) to bring up an on screen

keyboard.

Delets

Exht

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

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

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

Track Your Customers

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

e  Enter their name, address, phone number, e-mail address and other information.

e Run reports to see who your best customers are. Perhaps once a year you should have a special
free product coupon for your best customers where you spoil them with something free and
extra service.

e  Configure customer loyalty plans to reward your loyal customers.

e Send mass e-mails with news and specials about your business.

e Remember your customers and they will remember you.
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Tracking Your Customers

Adding customers in Restaurant Pro Express is easy. Use the Customer Maintenance screen to add
your customers. This screen can be accessed in the Administrative tab of the Options Screen.

1. Inside of the Customer Maintenance
screen, select the Add button on the
bottom of the screen. This will set the
screen to add mode, during which RPE is
waiting for you to enter the information for
the new customer.

2. Fill in the information on the top; a unique

Customer#  ~ First Marne Last Marne customer # as well as the customer’s first
o | [Pavie | [¢osman | and last name is required. An e-mail
address is highly recommended.
| accsuntieto] sty Hots | Propuctos|

Primary Proce # Bors Powes Actieves
$OTII4ITE 0

o o 3. Optionally, fill in other pieces of
. —— information such as the phone number,
s (ha o ] name, company, etc.

Card Swipe (D5

4. Optionally, to assign a loyalty card to a

Add ‘ Del ‘ customer, select or select the Add button

and swipe the loyalty card through your
magnetic stripe reader. Loyalty cards are a
great way to increase repeat business. You
can order customized loyalty cards with
your logo from pcAmerica.

5. Select the Save button to save the new
customer in the database.

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

pcAmerica
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Tracking Your Customers

Accounts Receivable

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

Customer Loyalty

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

" Most restaurants that offer loyalty plans will give out a loyalty card that
The COffee car d the customer carries as a physical reminder of the restaurant. They swipe
their card at the time of sale in order to earn their loyalty points for the
order. Customized loyalty cards are available from pcAmerica and may
be assigned to customers inside of Restaurant Pro Express.

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

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

Using the Customer loyalty feature requires a third party processor.
For help acquiring a third party processor please call your sales representative for assistance.
Sales: 1-800-722-6374
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Tracking Your Customers

Customer Loyalty is great way to get repeat customers and increase sales. By offering your customer
incentives to shop in your store, they will have a more enjoyable and rewarding shopping experience.
This guide will focus on setting up a loyalty plan that will give a free gift card after 10 points.

Customer Loyalty in RPE is used in conjunction with the Customer Maintenance screen and Bonus
Points. In order to set up a loyalty plan you need to first set up a customer in Customer Maintenance,
(see the Adding and Modifying Customers section of this manual) then create a loyalty incentive (the
bonus you give the customer when they achieve a certain goal), add the incentive to a plan (similar to
adding modifiers to a modifier group), then finally adding the loyalty plan to the customer it will apply
to (adding the modifier group to the standard item).

Setting the Bonus Points for Certain Inventory Items

Each item in inventory needs to be assigned a certain number of bonus points. For example, an apple
pie may get 3 bonus points, whereas a steak dinner gets 7 points.

Manager _
11. Select the Manager or Options button.
12. Enter the administrator password
(default: admin) where applicable.
H 13. Select Administrative and then
ﬂ Ptl ons Inventory Maintenance.

ltem: Apple Pie Pizza Setup Print Labels  Meyboard
il TT N - Tax! Bar

e hen B

Appie Pia [ .

i Siach
Optional Info Pending Orders Properties Hotes Modifiers Price Levels

Ortre™h | Speceiueng | Ve | Sovetowry | Pemes | Reces 14. After selecting an inventory item, set the
== o Bonus Points section to the amount of
: . : 7, ponus points you want to give for this
Bonus Point |3 Fip item.
Fearch by Rem Rumbes e A St 0% g BN
e e

oo B R 0 EEEE o |
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Tracking Your Customers

Save J Update ‘ Cancel ‘

=l Next

1. Select the Manager or Options button.
2. Enter the administrator password (default:
a admin) where applicable.
ﬂ F'I:I Oons 3. Select Setup then Customer Loyalty.
Question Box
Which would you like to set
up?
4. Select Loyalty Incentive.
Loyalty Incentives Loyalty Plans
Cancel
Loyalty Incentives
Description Incentive Type Keyboard
gifty Pcint‘s Reward .v.
N —— L?) 5. Select Add in the bottom left of the
screen.
coints Reward 6. Enter a Description.
Crasien Sk v 10 o 7. Select the type of Incentive (we will focus
e on Points Rewarded which means after a
g St = S o certain amount of points are achieved, the
e Number —— bonus will be rewarded).
8. Set 10 for Give Rewards after how many
Quantity Your Cost Gift Card Value po i nts.
: 9. Select Free Gift Card.
_— 10. Enter 5 for Gift Card Value.
b 11. Select Save.

= pcAmerica
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Tracking Your Customers
Configuring Loyalty Plans

Manager
1. Select the Manager or Options button.
2. Enter the administrator password (default:
. admin) where applicable.
0 Ftl ons 3. Select Setup then Customer Loyalty.

Question Box

Which would you like to set
up?

4. Select Loyalty Plans.

Loyaly In: ives

giftplan @

u
Description |ID | Details | Exclusive | Override |

Select Add.

Enter a Description for the plan.

Check Accumulate Points (This will
mean that bonus points will add up over
time instead of being reset after each sale).
Select Add Incentive.

Select the inventive you want to add to
this plan. (Whatever you named the
incentive from the previous step.)

10. Select Save.

No o

©®
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Tracking Your Customers
Adding the Loyalty Plan to a Customer

g 1. Select the Manager or Options button.
2. Enter the administrator password (default:
admin) where applicable.
1 3. Select Administrative then Customer
ﬂ Ftlﬂﬂ! Maintenance.
This Qushorer Al Customers  Prink Cushomer Labets
Customes & First Name Last Narme E-rrail Address
B455555123 John Doe JohnD@JID.com
General Info Extended Info| Account info | Slllppth'BIIIng| History| Notes | Properties |
Cormpany Name Prirary Phone # Bonus Poirts Achigved
Steet dress Afimte Phne # Bitwoy 4. Select the customer you want to add this
Streat Address 2 city Aapication Date plan to.
- — — o — 15. Select the big blue Loyalty Plan None
ERE Box.
Discount Percentage I:iscnml Level
[CICharge At Cost [ Tax Exernpt (1 Print Nates an Receipt
m———
p Last Search
Brevious | | up Hext Customer Exit
Please select the loyal lan
General giftplan | None J
16. Select the appropriate loyalty plan from
the list.
17. Select Update in Customer Maintenance
to save changes to the customer.
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Tracking Your Customers

pomarneaen [ Holp Exn

Pirza e GARBAGE HAAAN NEATLOVERS | G¥ Description aty Price

ol il ool .l oo 1. Ring up a sale as normal.

,,,,, - 2. Before paying out the sale, make sure to
£ - select the customer (or swipe their card)
so they get the appropriate bonus points
st o | for their pIan._ _

3. The bonus points earned and bonus point
i i balance will print on the receipt now.
s = <o | 4. The bonus point balance will also appear
4 =T . in the customer section of the invoice
a—— : ' u screen.
i 4 % - Customer | EDITS oil
| oo CHE& SEND‘
The customer has earned a
free $50.00 gift card!
1. You will see that when the customer has

reached the bonus point level they will
NOT get their incentive. This will not
happen until the transaction after the
plan has been triggered.
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Menu Items, Recipes and Your Inventory

General Information for SPECIAL

Print Labels

w| e Type ETax] O l]%a.'

Diapartrient
pemstnent | aLL FooD

Rem Mumbar Con

O Check ID W2 Befors Seling [ Allow Buyback:
O] Count This e

[ Spacial Pemission

[=] Frint on Receipt

Search by llam Humbar Froms 0%

e &
Pravious fp

et Discourt. 05 Grods Muge,  1000%

_ -] Transfer || InstantPO |

000000 [T 2
Descriplion | SPECIAL Price you $5.00)  1Tay
chamga UTaxd
#ln Slack o ik fo Sekect P
Opticnal Info Pending Orders Properties | Motes | Moclifiers Price Levels
Ordering Info Special Pricing Matrix | Sales History | Printers Recipe
Options | Addional lits
o Pok o s 5O S S |
Commiseion %ot rass o] 0% [ ‘
G %] ")
Wl
O Mosdifier Rarn [ Disable this lbam [ Foodstampatie
Lecalie: [ Taxabie both in_out CPrompt Quantity [ Auto-Weigh
O Chexcke ID Bafore Selling O Frompt Price OUs# SerialBatch #

Restaurant Pro Express allows you to create
inventory items, create recipes, create sale
pricing, track inventory and configure retail
and other inventory items. Creation and
modification of these inventory items, as well
as coupons, is done through the Inventory
Maintenance screen which can be accessed
from the Administrative section of the
Options Screen. A full tutorial of this
screen is in the built-in F1 help section.
Below are some basic pointers to get you
started.

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

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

A Choice Item is not a real item, but rather it is a holder item that when “sold,” gives you a
choice of which standard item to sell. For example, you can create a Latte choice item whose
choices would be Small Latte, Medium Latte and Large Latte. The advantage is one inventory
button that drills down into choices, as opposed to an overwhelming number of menu buttons.
The Modifier Group is used to group modifiers together. For example, if you have modifier
items Rare, Medium Rare, Medium and Well Done, you can group them into one modifier
group called Meat Temperatures. Using modifier groups simplifies creation of menu items;
instead of adding four modifiers to many meat entrees, you can add the group once to each
item.

Coupon items are created to give the customer a discount. They can be configured to give a
flat amount or percentage off an entire check or only specific items. Coupons automatically
calculate the discount amount based on price paid, date and time and other options. (For more
information see the Coupon section.)

Fill in the data for the item and select Save. The most important fields for a standard item are the
item number (must be unique), description, cost, price and tax rates. Modifying an item is just as
easy. Select the Lookup button on the bottom left, find the item in the list and select it, modify the

item and select Save Changes to update the item.
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Menu Items, Recipes and Your Inventory

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

There are three main types of special pricing:

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

Example: All steak dishes 10% off next week.

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

Example: Two apple pies for the price of one.

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

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

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

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

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

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

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

You can access the Department Maintenance from the Administrative tab of the Options Screen.
To add a department:

Enter the Department Maintenance screen.

Select or touch the Add button.

Type in a Department ID in the corresponding box (ex: VEGGIES).

Type in a Department Description box in the corresponding box (ex: Vegetables).
Select a category and department type (or leave these as is).

Select the Save button.

ocouprwndE

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

Categories are configured in the Category Maintenance screen, which is accessible in the button
below the Department Maintenance screen. Adding a category is nearly identical to adding a
department.
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Menu Items, Recipes and Your Inventory
Recipes and Ingredient Tracking
Restaurants need to keep track of ingredients that make up a menu item. A common example is,

Lemons, Garlic and, Chicken for Lemon Chicken. Restaurant Pro Express includes a Recipe feature
that simplifies this task.

This section describes how to add individual recipe items (Lemons, Garlic and, Chicken) to your

inventory also, adding the item that will be using the recipe items (Lemon Chicken) and, assigning the
recipe to the correct items.

Inventory Maintenance

General Information for Chicken Pizza Setup Print Labels | Keyboard
Department H ltemn Type
gl |Ingred|ents V‘ Standard MTaxl 0O _|E_3:r
ftem Numbet |Chicken | Cost | $0.00000| [J7ax2
D ipti i P
sscription | Chicken et | $9.00| 73
#1n Ska Click to Select Picturs

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

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

V ItemNum Description Quantity  Yield Cost
) (TG e T TN Lemon Chicken | 0.5 0.020% | $0.000
Add Ingredient
@,

Search by Item Number Profit 0% Retail Dizcount 0% Grozs Matgin 1000 %
r Transfer Instant PO ‘
- e :
Previous up Delete Exit
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Menu Items, Recipes and Your Inventory
Recipes and Ingredient Tracking

The first step is to add the Lemon Chicken to your inventory.

From the Manager/Options Screen:

Inventn Yy

Select [5] Administrative.

Select [A] Inventory Maintenance.

Select Add Item.

Select Standard Item.

General Infurm-lionfurummchlcun Pizza Setup | niggml @

Pt Ll BTacy OB
Mo Rumber [ n Cost | wm@ Ofacz
Dascroption  [Lemon Chicken gx’r.:ﬂ s1295) OTac

#la Sheck o) Chck 10 Semmct Pcturs
Optional Info  Pending Orders | Properties | Notes | Modifiers | Price Levels |
Ordering Info | Special Pricing | Matiix | SalesHistory | Printers | Recipe |
Optard Adddonal by

(o] P Amate 5Ky Tig Aleng Rorms n

Commission |x. o Groeatrom % 0%
=3 "] )
i I ModiSer tem [IDveatis thiskom  []Foodstampabie
Location ) Timaaby beoth in ot CIPrompt Cuantity [0 Auto-Weigh
CIChock 0 Before Seling (1 Prompt Price: [lUse SenahBatch #
Ol Check 1D w2 Before Seling :mam&‘k [ Special Permission
£ Count This tem £ Prnt on Receipt
s,-xu.n-n-.m  mrecnet 0% Sl n

Choose a Department from the drop-down list
(“Entree” in our example).

Enter an Item Number.

Enter the Item Description (“Lemon Chicken”
in our example).

Enter the Item Cost (optional).

Enter the Item Price (required; $13.95 in our
example).

Next you "Il enter the In Stock information for th

e Lemon Chicken:

Gen! llrurmllion for Lemon Chicken

R re—— Bar
et BTa1 DS
Bom boamer ||, X Cont $0.00000| [7ay g
Dassription  Laman Chiek Prica yim #1398

] oy CTaxd
s Sasck ”I

Optional Info  Pending Orders |  Properties | Notes | Modifiers | Price Levels |
Ordering Info | Special Pricing | Matiix | SalesHistory | Printers | Recipe |
Optard Addicnal ks

5 S— —
e rEh etk Abpmat S | e )
Comminsion [u.orceons om0

Duys o

Vald

CIMcdiier bom [ Disable this Rom  C1Foocstampatie
s [0 Tiaxabie bothin oot ClPrompt Cuartity O Auto-Weigh
[CICheck D Betore Seling [ Prompt Price. [lUse SenaBatch ¥
o Seing 0 DISpe
) Count This tem B Prict on Rucaipt
Search by o Nember et 0%

| v | e
Iﬁlﬁmﬁiﬁl |

Enter the number of “Lemon Chicken” Entrees
in stock in the # In Stock field. We’ll use 50 for
our example.

Select Save Changes.
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Menu Items, Recipes and Your Inventory
Recipes and Ingredient Tracking

The next step is to add all the individual items that are a part of the recipe (Lemons, Garlic and,
Chicken).

From the Manager/Options screen:

1. Select [5] Administrative.

2. Select [A] Inventory Maintenance.

3. Select Add Item.
4. Select Standard Item.

i o o 5. Choose a Department from the drop-down list
Dncin [ete ol 6] 17acz (“Ingredients” in our example).
| Coseniiio_panang s | _propes | ttes | woanws | prcetows || | 6 Enter an Item Number.

Ordering Info | Special Pricing | Matiix | SalesHistory | Printers | Recipe |
Optard Addicnal ks

Do oot 4 P %ruwm % 7. Enter the Item Description (“Garlic” in our

o M example).
- CiModifier Rem [IDisabie this Rem  C1Foodstampabie: .

T in OPn A
s Do 0 Do L 8. Enter the Item Cost (optional).

oc Seling O OSpe
T 9. Enter the Item Price (required; $.25 in our
E— [ example)
o & R 0w - o =

Next, you’ll enter the In Stock information for the items:

Illiorl for Garlic Pizza Setup |
Detrtst [ ingradients | 0TI siandard ETaxy n?;
A w2 3090000 (|70
Descrgtion  Gartie :""'::w 9025 Mg
- — o

Optional Info _ Pending Orders | Properties | Notes | Modifiers | Price Levels « . - .
B e e | 1. Enter the number of “Garlic Cloves” in stock in
R e e R - the # In Stock field. We’ll use 50 for our
Commi s s T @ @ example.
s OTewmtonbos  Comroiomay  Dhiower 2. Select Save Changes.

[ Check I Before Seling ] Prompt Price [Use SenahBatch #

(al= Seling [ OSpe

[ Court This tem =1 Prnt on Receipt
Search by lrem Member Mo 1890%  Aeabecos 0% Orons argn_ 800%
' - | o | e |
o B R [0 - | w
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Menu Items, Recipes and Your Inventory

The final procedure is to create a recipe for the Lemon Chicken so, when it’s sold the ingredients will
know how much to deduct from their stock:

From the Inventory Maintenance screen, with one of the ingredients selected (Chicken):

1. Select the Recipe tab.
2. Select Add Ingredient.

P e T = E_l_";:“" wemes| | 3 |ocate the menu item you created (“Lemon

Ingredisnts i Tt

— o = o Chicken” in our example).
Optonsnfo | pening Orcers | Properes | toes | moaners | peces | | 4+ DOUblE-click on it in the list or click the Select
Ordeting Info_| _ Special Pricing | Motiix |  Swles History | Printers || Recipe button.
_ Anitem’s ing tdlenlsYdl.lbedtﬁucledmms.m:lmnlrslold
PR oo btihan 06 0650% S0.000 5. Enter .5 when prompted for the Quantity (since

half a chicken will be used to make Lemon
Chicken) and select OK.

e o s 6. Enter .020 when prompted for the Yield amount
S L T (since there is a possibility for a small amount to
oS & R [0 v . e | w be “wasted” in this recipe) and select OK.

7. Select Save Changes.

Note: this last step has to be done to all the ingredients in the recipe (Garlic, Lemon and, Chicken).

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

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

Restaurant Pro Express
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Menu Items, Recipes and Your Inventory

Manager Help Exit
Table # Server ID Time .

NIA MIKE 11:33:14 AM Menu items
Description Qty Price 2 - be. miodifid)
BURGER 1 $1.99

ADD ONION 1 $0.00

NO PICKLES 1 $0.00]____ Modifiers
ADD TOMATO 1 $0.10 (In red)
EXTRAKETCHUF 1 $0.00]

Modifiers are items that alter the menu item they are modifying. For example, Add Onion, No Pickles,
Add Tomato and Extra Ketchup would be modifiers for a Burger. French, Italian and House dressings

would be modifiers for a salad. Assorted toppings would be a modifier for pizzas. Modifiers are added
into Restaurant Pro Express in the same fashion that a standard menu item would be created.

You can add modifiers from the menu screen or from the inventory maintenance screen. Adding them
through the Inventory Maintenance screen gives you more options and flexibility.

For this example we will be creating modifiers for how someone would like their burger cooked
(provided that you have this item in your inventory already).
To start creating modifier items simply start by opening Inventory Maintenance by;

Manager

4. Select the Manager or Options button.

1. Enter the administrator password (default:
admin) where applicable.

Options

Inventory 2. Select Administrative.

Administrative ;
Maintenance 3. Select Inventory Maintenance.

Restaurant Pro Express
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Menu Items, Recipes and Your Inventory

1. Inthe Inventory Maintenance screen select
Add Item then choose Standard Item.

Enter the information for this item and touch "Sg Pizza Setup he | Print Labsls | Keyboard

m NOHE | Bon Tyee = Ta 1 ‘_s

Horn Hmber Mg dium Well Cnt 000 P72 i L.

Do (dhom it o 00 Cray 2. Set the department for this item as NONE.
Optional Info Pending Orders '_I.dl:r.;pﬂﬁes |_Motes | Modifiers _wl;‘r;:‘ll:;;ls ) )

Onduiog o | Spechi Pricka || Witk || Sebos Wtory | Prihes || R | 3. Type in your Item Number (In this example
L T fa=l o it is Medium Well).

11111

4. Enter the Description (also Medium Well).
Remember, this is what prints on the receipt.

gn<u|:” 'E‘ NI:‘:EI i_ti .thlv ._ _;_uml

e 5. Since this item is a Modifier you must make
Modifier lterm sure you select the Modifier Item check box.
[ Exclude from Account Limit In this case, uncheck the Count This Item

. check box however if you want to count the

[ Check ID Before Selling modifier for inventory purposes (like pizza
[J Check ID #2 Before Selling toppings) leave it checked.
] Count This Item 6. Select Save

**Hint** You may want to create a department called Modifiers and make all of your modifiers part of
this department, then make it hidden from the touch screen (see Touch Screen Configuration section) so
the modifiers cannot be accidentally added without the item to be modified.

For purposes of making it easy we placed them in the NONE department in this example.

._|_ . o Restaurant Pro Express
= pcAr nerica
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Menu Items, Recipes and Your Inventory
Add a Modifier Group
Modifiers may also be grouped together into Modifier Groups, which is another way to further
organize your madifier items. Modifier Groups also make it easier to add to the item to be modified

for example, instead of adding three individual modifier items you can group them together only adding
one group.

What type of item would you 1. Inthe Inventory Maintenance screen Select Add
like to add? Item then select Modifier Group for the type of
item you would like to create. Type an Item
St o ‘ Number and Description (In this example the

Group is called Meat Temps).

j 2. The prompt field allows you to enter the question the
user is asked when selecting this modifier. For
instance, “How do you like it cooked?”

Prompt M 40 you Bke R osked?

3. Select the Add Modifier button and the list of
modifiers you created will appear.

4. Choose the modifiers from the list you want added to
this Group and select Save.

mulmm»«t«ms‘rm nnl_-nul !g

"',"."_':"_ ENTREES BlTacy 0S¥
Com 000008 74,3
Descrpton  TUMA STEAK r:-._m 800 a3

e ook Ll Cack o Sekect ke
Optional Info | Pending Orders | Properties | Motes |[ Modifiers | Price Levels |
Ordering Info | Special Pricing | Matrix | SalesHistory | Frinters | Recips |
Medifier List

= ot T — D 5. The nextstep is to ASSIGN modifiers (or modifier
MEAT TEMP WHAT TEMPERA Ne =1 Yoz groups) to an Item_

0% fa modifiers

[CIFaresd?
Search by hem Rusber o 1080%

KA j§=%%

. Restaurant Pro Express
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Menu Items, Recipes and Your Inventory

General Information for TUNA STEAK

Deganment w bem Type = r r
R TREES ETacl | !?:r
[ Cont $0.00000) T

Descrptien  [TUNA STEAK et $500) CTaca

- 0
i Chek s St Pt

Optional Info | Pending Orders | Propetties | Motes || Modifiers | Price Levels |
Ordering Info | Special Pricing | Matrix | SalesHistory | Printers | Recipe |
Modifier List

© Greups O Individual ltems

| | Description Prompt Charge?# Ta Select Forced?
MEAT TEMP WHAT TEMPERA No =1 Yes

(2]

Search by Hem Number o% D R L

SR
. e | e |

Add Madifier
Group

Description rempt

(] Charge for modsiers
[ClForced?

| Print Labels | Keyboard

bR [8][ 2 (0 «o |mm—- o | o |

Select Add Modifier Group or Add
Modifier Items (depending on which you
created earlier). You will now need to select
Add Madifier or Add Modifier Group
button.

Select your modifiers or groups for that item
(from the list that appears of modifiers or
groups that you created).

Select Save Changes.

Modifier options

# To Select indicates whether the server must

# To Select

o= *u*5

choose one, two or three modifiers, or if there is a
maximum number of modifiers. If there is more
than one modifier for the item you must use <=.
For instance, a steak can only have one temp so you
= would use = and the number 1. However a

Itern Mum  hamburger can have many toppings (bacon, lettuce,
cheese, pickles) so you would use <= and then the
number of choices of toppings.

e Charge for Modifiers is checked if you want to charge for the modifiers in this group when
applied to the current item (ex: you may charge for ice cream toppings on a standard cone but

not when applied to a Sundae).

e Forced? Indicates whether the server MUST choose a modifier. It is a good idea to force
modifiers such as meat temperature for a steak, where the chef always needs to know the
selection. Modifiers such as Toppings on a pizza don’t need to be forced as the customer may

purchase a plain pizza without toppings.

*Add Individual Items is used if you do not want to create a group for the modifiers for this item.
This method is less efficient than modifier groups, however it is useful for lists of modifiers that are not
repeated for other items. If you reuse the same list of modifiers more than once, you should create a

modifier group to save you time.

pcAmerica
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Menu ltems, Recipes and Your Inventory
Using a Modifier

1. Atthe invoice screen select the item to be
modified
(Burger for this example).

Please Choose Meat Temperature

2. Select how the customer would like their
burger prepared.

Cumentty Moditvies: UURGLE
L) _ selecty
m |wsus.
~o| 32| B |2 | & 3. You will see that the invoice screen now has
= = ; the burger on the invoice with the modifier
o8 sooeon || scoTowns | soocumEse | (in red).
w—— P wmiwe  Lookup EDITS
+[x . Restaurant Pro Express
B33 hcAmerica
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Menu Items, Recipes and Your Inventory

Restaurant Pro Express features an industry leading Pizza Screen. You will be able to create any
variation of pizza, any size, with any toppings and multiple crusts. You will also be able to have your
standard pizza’s programmed into your menu for quick access. You must first create a Pizza
department (see Categories and Departments pg. 48) and add your pizza’s to this department. To
access the Pizza Setup screen select it from the Inventory Maintenance screen.

B bt bt e

Tepping Setup Sizes Setup

wallall| | [l -

—
i-;?*‘lt-"%-_’ BJ

LEs
Crust Setup

el el Lol o

Setup the toppings by selecting
the Toppings tab and select
the add (+) button. Enter a
Description, Number and
Name (Peppers, Sausage).

Large).

Setup Sizes by selecting the
Sizes tab. Select the add (+)
button and enter a Description,
Number and Name (Small,

Create crusts by selecting the
Crusts tab. Select the add (+)
tab and enter a Description,
Number and Name (Sicilian,
Stuffed, Deep Dish).

*When you have created your sizes, you can go back and enter a price for your toppings.

Pizza Setup

[—— [P —

R ; el =l = | S
E= pcAmerlca

When you have created your standard pizzas for
your menu you must enter a price for each size
that they come in. In addition, you must enter a
price for the different crusts that they can come
with.

Select the Pizza Name and then select the Edits
button. After you have setup the sizes and crusts a
grid will appear for you to enter the correct prices.
In addition, you can setup the toppings for that
pizza by selecting the Setup This Pizza’s
Toppings button.

Restaurant Pro Express
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Menu Items, Recipes and Your Inventory

To access additional features go to the
e T o T o o Restaurant Features tab in the Setup Screen and

z - | S 5 e select the Pizza button.
F-mdhun”n._.-Jm Dalivmny | Brive. Then | Counsns & Sugyested Ordesing |

Account Cortrol | Companyinfo | Couponng | Ihrdware | Witernet Features | Iventory | invoice Settings

Charge for Tepping Substitutions Pizza Pegions Topping Multiplie: . .

ows O pries Sty By default, you will be able to select a pizza by

e e = halves however you can change it to quarters or
SERNN e @ 3 whole. There is also a Pizza Regions Multiplier so

Cheaper Toppings Ires

you can adjust the cost of your toppings. For
instance, a topping that costs $2.00 can be
adjusted to $1.00 if it is ordered on 1 half of the

Cves for

Adddl Toppings To Plzza By

e s -
Scale Update Exit
Pizza Size Pizza Crust
" - EXTRA GARLIC STUFFED THIN
SMALL | WEDRA M LARGE M HERE CRUST CRUST
NEW YORK Price $21.00
QIS GREEN PEFFERS
— il
JMAPENDPEPPERS | BEMANAPEFPERS
GREEN DLVES BLACK DLMVES
FIMEAPALE HUSHROOMS.
FRESH TOMATOLS PR
-
SALSAGE SPICY SALSAGE
|
Han nie
T Modit
i L AHCHOMIES. BACON
uTe KTRA
GRILLED CHICKEN ExTPA CHEESE
I Done

The Pizza Screen is user friendly and easy to navigate. When you select a pizza from your menu you
can easily choose a size, crust and toppings. You can also designate certain areas of the pizza to have
specific toppings on it. For additional information please refer to the F1 Help section of the software.

. Restaurant Pro Express
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Menu Items, Recipes and Your Inventory

Tnventony Maintenance
| General Information for CAPPUCINO Keyboard |
| Degartment T Meem Type | cp 0

Degarimert |ESPRESSOS B

Itern Mumbar

Description — CAPPUCING
Promgt WHAT SIZE?

Click tn Sedncd Picture

Chiios Rems.

| Item Number |Descript10n

Cappl2 Cappucelng 12 oz
Cappuccing 16 oz
Cappuceing 20 oz

A Ve you ‘sel £ ol e o
choose e fem 10 el off the above ist,

v

Add ltem Ta Cholee

Remove liem

Search by ltem Number FroM® 12378 % Foslad Drscoud. 0% Gross Margn 55307 %
P
Look

EALNIrrE e

A Choice Item is not a real item, but rather provides a way to have the user choose from a list of actual
menu items. For example, if have a coffee shop that sells a small Cappuccino 12 0z., medium
Cappuccino 16 oz. and large Cappuccino 20 oz., you can create a choice item called cappuccino.
When you sell this choice item, you will be prompted to choose which of the three sizes of cappuccino
is being sold. This simplifies your menu — you can replace three buttons for Cappuccino on the screen
with one button that drills down into a choice of sizes.

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

In the example above, the choice item is the 'fake' item called 'Cappuccino’. The items included inside
of the pass-along are the 'real’ items, the choices that are displayed when you 'sell' the pass-along. In
this example, the items would be Cappuccino 12 oz, Cappuccino 16 o0z, and Cappuccino 20 oz.

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

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

. Restaurant Pro Express
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Menu Items, Recipes and Your Inventory
Coupon Items

Coupons are commonly used in restaurants. A
couple of examples are buying one entrée getting
one free on Thursday and 10% off all alcoholic

Degartmast - w——
e coupon: ] FITac1

ke o OFAwort  OPwot (T drinks 3 —5 PM daily. In order to account for the

Desciption  buy two for the price of one | Discount 8500} Tax3

wide variety of types and restrictions of coupons
in the restaurant business, the Restaurant Pro
Express inventory screen includes an item type
just for coupons.

20
#In Stock (e

Days Valid Restrictions

I [] Dees this coupan explre? Explration Datn: I

Vaild Deys and Times

Surday
Monday | 1200 AM1153 PM

Tuesday | 1200 AMI1E3 PM
Wedsesday | 1200 AM-11.58 PM
Thorsdey | 1200 AW 55 PM
Fraduy. 12:00 AMHI1 55 PM
Saueda 1200 AM-1 55 PM

Coupons may be configured to give either a
percent or a flat dollar amount off the Grand

i S Smm Total. Redemptions of a coupon appear as a sale
R ; @ ) |m=%-] of an item for a negative dollar amount. Itisa
= good idea to put all of your coupons in one

department for easier reporting.

Creating a coupon is easy, just follow these simple steps and you’ll be able to discount items with your
newly created coupons.

Manager

18. Select the Manager or Options button.

19. Enter the administrator password (default:
admin) where applicable.

Options

20. Select Inventory Maintenance in the
Administrative Tab. This will give you
access to the inventory maintenance screen.

Restaurant Pro Express
g= pcAmerica P
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Menu Items, Recipes and Your Inventory
Creating Coupons
The Days Valid tab is used to set what days and time the coupon is valid. Use the Add Time and
Delete Time buttons to configure the times. You may also set the expiration date for a coupon date by

checking the Does this coupon expire? check box and filling in the expiration date.
1. Select Add Item.

2. Select Coupon.

?f'ﬁ, cepen B ":"“‘ e 3. Fill out the appropriate information for the
DRBErphion  busy twa far the price of one m ($5.00) F:::; |tem
#in Stock 0 s L Pk | h
e v Rosti a. Select the Department.
[ Do this esupan expire? Enplration Date: J b Input an Item Number
c. Select the Discount Amount or
neiesior| 200 an 1 20 Discount Percent (make sure you
Thersd: 1200 AM-11 55 PM -
7w choose a negative number).
e s e d. Select whether the coupon expires and
NN -ﬁ:- if it does, when does it expire.

e. Set which days and times the coupon
is valid.

The Restrictions tab allows you to specify which items, departments or categories are included or
excluded in the coupon discount. Coupons can also be made exclusive of specific items. This feature is
often used to restrict a check to include only one coupon.

General lnfonna‘lionl'or buy lwu l'o! the pﬂ:e ol PlzzaSetup | | Print Labels | Keybo

m eoupsns difier Gre ETax1
Mo Murnber 3 o @ FlM Amourt O Pweant OTax2
DRseriphon  pury nwa for the price of one m 55000 T3
#in Sock » s Saet Petes ..
ooy vesa [Fins 4. Select the Restrictions Tab.
e a. Set which restrictions you want (e.g.
Exiete What items are exempt from the
Excmive coupon)
i Ameunt 00 # Do Detwean e = 5. Select Save Changes.
[Clinciude ol Bers bevides sbove axceptons [ Only sllow through benus plan [ Apply to slresdy ducounted sems|
':Imnd,l parent tems [OSuppress Bores Points of Aflected tems [ Requee Permission
Seadch by e Numbas % Frems Grans Mg Gross Margn

1 | oo |
WDITIW coo || o | e |
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In the Restrictions Tab there are a number of options, including a minimum dollar amount, number of
days between use and other restrictions to make your coupons more customizable.
Listed below are the restrictions and their most common uses:

- Include: Will include these category/department/items for the coupon.

- Exclude: Will NOT include these category/department/items for the coupon.

- Exclusive: When adding this coupon to the exclusive list will mean it can only be used once

on the invoice.

- Min. Amount: The minimum dollar amount the invoice has to be to trigger the coupon.

- # Days Between: Days allowed between coupon use.

- Include all items besides above exceptions: Can be used to save time instead of including
and excluding, just check this and exclude what you don’t want.

- Apply only to parent items: Not valid on modifiers.

- Only allow through bonus plan: Only applicable if triggered through a loyalty plan.

- Suppress Bonus Points of Affected Items: If coupon is used, you do not get loyalty plan

points on this invoice.

- Apply to already discounted items: Whether or not it can be applied to invoices with

previous line discounts, etc.

- Require Permissions: Whether the employee needs permission to ring up the coupon.

Using the Coupon

Posrmeseienmee I e e
o1 0834 P
HONE Lemen Chicien Description aty Price
Lemon Chicken 1 $13.95
coupen 1 51.00)
-
Cgwenes
rrcer
,,,,,
reres |
- 5054
.......
aaaaaa 513.89
F Cash Customer
Lookup
customer  E0TS
PAY
CH-ECE SEND
|

Ring up an invoice as normal

Select the Inventory item for the coupon.
(You will notice an invoice item show up
within parenthesis denoting a negative priced
item)

Notice the grand total is now discounted by
the amount of the coupon.

Getting Deeper

Take some time to experiment with the different options within Inventory Maintenance for coupons.
You can limit the items the coupon is valid on (by department, individual item, or category) the times
the coupon is valid (down to the minute), and everything in between.

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

General Information for Espresso Roast 1 Ib Keyboard
Department | ¢ offee Beans | ltem Type
far this ltem .
[term Mumber Cost $4.00
Descrigtion  Espresso Roast 1 Ib Price you $8.95
charge
#1In Stock 12

Click to Select Picture

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

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

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

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

Restaurant Pro Express
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Tracking Your Employees

Employss Maintanance
Enter the information for this item and touch "Save' to save the employee Heyboard |
Department | Card Swipe I

Enplogee 0 Custaner It’s important to track your employees and

e ot N O configure functions they have access to

Display Nama | jon [ Pk € T in st B 8 Suy ek 0 Setoct Picture H H H

i S S within your point of salg system. Employees

Permissions Personal nfo| Job Codes & Wages | and security, as well as job codes and other
Functionaiy_ ey [Fo03) FoSe3) employee settings, are configured in the
Fnventary Invoice Discounts | rramet End Transactions  |prompt eem Gift  [promet

Employee Maintenance screen, which can
be accessed from the File Menu of the
Login Screen. A full tutorial of this

Cusl 9 Imvoice Price
customers | Sromet

hanges ull Special  promet

Hold & Print Prompt

Reports Dalete loms

w« Open Cash Drawer |sronot w« Vander Fromgt
Payo
-

Sel
Selup Sl Non Imventony | greee ~ Buyhacks Fromgt

Fromet
Vold Invelces P—
ot

B = =

Restaurart
: e R screen is in the built-in F1 help section.
i £ Below are some basic pointers to get you
Search by Empleyea 1D The sty 55 o0 Frecics A e decounts Started .
- O —— e

eon | R0 o g o | e

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

Swipe Cards and Security

The fastest and most secure way to log an employee into the system is to
use a POS Access Card. Alternatively an employee can use a pin number
or their username and password, which is not as secure because another
employee may watch the login number typed in over their shoulder.
When an employee needs to log in or clock in\out of the system or a
manager needs to provide override permission, they can simply swipe

| their card which is faster, easier and more secure than a pin code or user
name. POS Access cards can be purchased directly from pcAmerica.

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

NOTE: The Display Name for an employee will print on an invoice when they are the servers. If you
desire, fill this field in for the results of a friendlier receipt.

o Restaurant Pro Express
cAmerica
=s P
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Tracking Your Employees

Restaurant Pro Express can be configured in a flexible fashion, allowing you to define which employees
can access which functions inside of the system. It is important to understand and properly configure
the permissions to ensure employees can only access the functionality you want them to access.

Invoice Discounts

Invoice Price
Changes

Delete ltems

Promgt

Yes

Mo
Promypt
Cverride

Security is a priority within Restaurant Pro Express. The Employee
Maintenance screen has dozens of permissions which can be set
individually for each employee and determine what that employee is
allowed to or restricted from doing. Most of the permissions have
four settings:

Yes allows the use of a function.

No restricts the selected function.

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

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

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

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

Log as
Exception

pcAmerica

Configuring Exceptions Tracking is easy; simply check the Log as Exception
check box for each permission and employee combination that you wish to watch.
This setting is configured individually for each employee and permission to provide
maximum flexibility.
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Yes In order for employees to accept any type of tender and end the
transaction this should be set to yes.

No This will not allow the employee to end any transactions.

Prompt This will not allow an employee (usually a server) to end a transaction
without a (manager) override.

Override | This will allow an employee (manager) to allow another employee
(Server) who is set to prompt, end a transaction.

Yes In order for the server to accept cash as a tender type this option should
be set to yes.

No This will not allow the employee to end any cash transactions.

Prompt This will not allow an employee (usually a server) to end a cash
transaction without a (manager) override.

Override | This will allow an employee (manager) to allow another employee
(Server) who is set to prompt, end a cash transaction.

Yes Employees might have to be able to discount an item or the whole invoice
perhaps, a can of corn was damaged and the store discounts 10% for that.

No This option (when set to no) will not allow your employees to do
discounts either to items or invoices.

Prompt This will not allow an employee (usually a server) to do an invoice
discount without a (manager) override.

Override | This will allow an employee (manager) to allow another employee
(Server) who is set to prompt, perform an invoice discount.

Yes This will allow Employees to delete items off the invoice.

No This option (when set to no) will not allow your employees to delete
items on an invoice.

Prompt This will not allow an employee (usually a server) to delete an item off an
invoice without a (manager) override.

Override | This will allow an employee (manager) to allow another employee
(Server) who is set to prompt, delete an item on an invoice.

Yes This will allow servers to exit from the invoice screen.

No This option (when set to no) will not allow your employees to exit from
the invoice screen.

Prompt This will not allow an employee (usually a server) to exit from the
invoice screen without a (manager) override.

Override | This will allow an employee (manager) to allow another employee
(Server) who is set to prompt, exit from the invoice screen

pcAmerica
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Tracking Your Employees

If you are just using the basics then you don’t need to worry about job codes and the employee time
clock. However these are valuable features that are easy to configure and will help you control your
business.

He oard
ichénda B | Keybourd |

Detout vvage.

Simply put, Job Codes are the different jobs that your
employees work inside of your business. A few examples

Fichan tor futtin st Croveserm Vingn

| o0 are server, janitor, manager and crew member. Job codes
Elcom s ShinReport can be configured inside of the Employee Maintenance

— . screen (by selecting the Job Code Setup button). You
R S ) can configure if an employee working a certain job code
[ o e e may access the POS, if they handle cash and how many

[=]Precpane Cash Count Screen on Clockout
[E]nabis v Bty Traciig

ll?s ||||| ang
Prayious manager - ext
o | o | peer | RN

shift reports to print at the end of their shift. You can
read more about these options in the built-in F1 Help
Section.

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

Enforcing employees to use either employee maintenance permissions or job code permissions is set in
the Setup Screen, under System Access.

1. Use Employee Permissions
o Will use the permissions set in the
employee maintenance screen.

Security Method 2. Use Permissions of Current Job Code

() Use empioyee permissions o Will use the permissions of the job code

OUSE permissions of current job code that the employee CIOCkS in Wlth

() Use permissions of all job codes assigned to employee 3. Use Permissions of all Job Codes ASSig ned
to Employee

o Will use the permissions of all the job
codes which are assigned to that
employee.

o Restaurant Pro Express
pcAmerica
Page 89



Tracking Your Employees

To track the hours worked by your employees, have them clock in by selecting the clock icon on the
Login Screen. Staff members use the same icon to end their shift and clock out. In the occasional
situation an employee forgets to clock in or clock out, the Time Clock Management screen can be
used to modify times. If you want to enforce that your employees clock-in before starting their shift,
select the Require Clock-1n Before Login on the Employee Maintenance screen.

Typical steps for an employee:

1. Employees and servers clock in when they come in for the day.

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

3. At the end of the shift, the employee clocks out.

4. A sshift report print is printed upon clock-out which includes a cash count that shows how
much money was taken in and removed. At the bottom is an over\short amount that helps
ensure that your servers are properly reporting and turning in the money they collected
throughout the day.
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Reporting

Restaurant Pro Express has dozens of built-in reports that help you view and analyze sales figures,
inventory and ingredients, efficiency, employee activity, customer history and a substantial amount of
additional statistics and data regarding your store operations. These reports are generated from the
reporting screen, which can be accessed from the Administrative tab of the Options Screen. There are
six categories of reports you can choose from, listed down the left side.

Select Cashier - Select Department

Reporting
Category Report Date\Time Range gdvar:{:ed
i Invoice Totals Report A Start Date Start Time Zporing
“**Invoice Totals by Customer 242008 12:00:00 AM
Inventory | yoice Tatals - Daily Summary
Custamer Grand Totals by Payment Method ) | End Date End Time
Daily Totals b 142472008 115959 PM
Employee
o Green = ALL in list selected
T Crilend Red = One or mare selected
Rentals

Select Station - Select Group

View a detailed |01 01
list of all the WIC
invoices
processed
within a given
date range
Select Vendor ALL Select Category Select Store DY
Display
Print
Select tem Select Customer Exit

| = | [

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

The built-in reports will satisfy all or most of your reporting needs. Restaurant Pro Express includes a
built-in report writer which can be accessed by selecting the Advanced Reporting button. The report
writer is for more computer savvy users that are familiar with report builders. Training Sessions on
how to use the Advanced Reporting section can be purchased from pcAmerica.

=
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Reporting

Most store operators use less than one tenth of the built-in reports. It is a good idea to select each report
and read the description of what information the report includes. Many users miss out on valuable
information simply because they haven’t taken the time to learn the figures that each report generates
and how it will benefit their business. Listed below are a few of the most useful reports.

Report Name Category Description

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

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

Summary ticket.

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

Method break down by server.

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

Detailed Department Sales Sales Breakdown of items sold by department.

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

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

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

Shift Summary Sales Summary of each employee’s shift.

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

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

Exceptions and manager ID. Useful to prevent theft.

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

Reorder Report Inventory Breakdown of items sold.

Top Sellers Inventory See your best selling items.

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

Top 10 Sellers Inventory Another report to identify the best sellers in your inventory.

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

A/R Summary Customer View a list of all outstanding accounts.

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

Sales History Customer Detailed list of which customers ordered which inventory items.

Hours and Wages Employee List the hours and wages of your employees.

Employee Listing Employee Generate a report listing the ID and personal info of each employee.

Commissions Employee View the commissions you rewarded to your employees for recommending
and selling certain items.

Late Rentals Rentals A list of all rentals that are currently out of the store and beyond the due

date.
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Help and Technical Support

Got a question? We’re here to help.

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

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

A bundled technical support and upgrades package is a must-have for your business, 24-7-365
support gives you the highest level of comfort that everything is 100% at your store.  This service is
purchased on an annual basis and includes not only your technical support but also all the new versions
of Restaurant Pro Express released in that year.

Are you too busy to input your inventory? Our engineers can do it for you with our Inventory
Programming Service. Send us a copy of your inventory and one of our engineers will input the entire
inventory into the system for you.

Department Contact Info

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

Technical Support 1-800-342-5729
845-920-0888
tech@pcamerica.com

Step by step instructions of how to plug in your new POS hardware and peripherals and install drivers
are located at: http://support.pcAmerica.com or are contained on the installation CD that accompanied
your system.

Most questions are already answered at our FAQ website located at http://faq.pcamerica.com.

Thank you for choosing pcAmerica!
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SOFTWARE LICENSE AGREEMENT
OF PCAMERICA

PCAMERICA ("LICENSOR") IS WILLING TO LICENSE THE ENCLOSED SOFTWARE TO YOU ONLY IF YOU ACCEPT ALL OF THE TERMS IN THIS
LICENSE AGREEMENT. PLEASE READ THE TERMS CAREFULLY BEFORE YOU OPEN THIS PACKAGE, BECAUSE BY OPENING THIS SEALED DISK
PACKAGE YOU ARE AGREEING TO BE BOUND BY THE TERMS OF THIS AGREEMENT. IF YOU DO NOT AGREE TO THESE TERMS, LICENSOR WILL
NOT LICENSE THIS SOFTWARE TO YOU, AND IN THAT CASE YOU SHOULD RETURN THIS PRODUCT PROMPTLY, INCLUDING THE PACKAGING, THIS
UNOPENED DISK PACKAGE, AND ALL WRITTEN MATERIALS, TO THE PLACE OF PURCHASE PROMPTLY FOR A FULL REFUND.

Ownership of the Software

1. The enclosed Licensor software program ("Software") and the accompanying written materials are owned by Licensor [or its suppliers] and are protected by United States
copyright laws, by laws of other nations, and by international treaties.

Grant Of License

2. Licensor grants to you the right to use one copy of the Software on a single computer. You may load one copy into permanent memory of one computer and may use that
copy, or the enclosed diskettes, only on that same computer. You may install the Software on a single network server, provided that you have a License for Network Station
from Licensor for each station of the network at which the Software is used.

3. This license is valid only for use within the United States of America and its territories.
Restrictions on Use and Transfer

4. If this Software package contains both 3%2" and 5%" disks, CD or DVD, then you may use only the size disks appropriate for your computer. You may not use the other
size disks on another computer or loan, rent, transfer, or assign them to another user except as part of the permanent transfer of the Software and all written materials (as
provided for below).

5. You may not copy the Software, except that (1) you may make one copy of the Software solely for backup or archival purposes, and (2) you may transfer the Software to
a single hard disk provided you keep the original solely for backup or archival purposes. You may not copy the written materials.

6. You may permanently transfer the Software and accompanying written materials (including the most recent update and all prior versions) if you retain no copies and the
transferee agrees to be bound by the terms of this Agreement. Such a transfer terminates your license. You may not rent or lease the Software or otherwise transfer or assign
the right to use the Software, except as stated in this paragraph.

7. You may not reverse engineer, decompile, or disassemble the Software.

Limited Warranty

8. Licensor warrants that the Software will perform substantially in accordance with the accompanying written materials for a period of 90 days from the date of your receipt
of the Software. Any implied warranties on the Software are limited to 90 days. Some states do not allow limitations on duration of an implied warranty, so the above
limitation may not apply to you.

9. LICENSOR DISCLAIMS ALL OTHER WARRANTIES, EITHER EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO IMPLIED WARRANTIES OF
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, AND NON-INFRINGEMENT, WITH RESPECT TO THE SOFTWARE AND THE
ACCOMPANYING WRITTEN MATERIALS. This limited warranty gives you specific legal rights. You may have others, which vary from state to state.

10. LICENSOR'S ENTIRE LIABILITY AND YOUR EXCLUSIVE REMEDY SHALL BE, AT LICENSOR'S CHOICE, EITHER (A) RETURN OF THE PRICE PAID
OR (B) REPLACEMENT OF THE SOFTWARE THAT DOES NOT MEET LICENSOR'S LIMITED WARRANTY AND WHICH IS RETURNED TO LICENSOR WITH
A COPY OF YOUR RECEIPT. Any replacement Software will be warranted for the remainder of the original warranty period or 30 days, whichever is longer. These
remedies are not available outside the United States of America.

11. This Limited Warranty is void if failure of the Software has resulted from modification, accident, abuse, or misapplication.

12. IN NO EVENT WILL LICENSOR BE LIABLE TO YOU FOR DAMAGES, INCLUDING ANY LOSS OF PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL
OR CONSEQUENTIAL DAMAGES ARISING OUT OF YOUR USE OR INABILITY TO USE THE SOFTWARE. Because some states do not allow the exclusion or
limitation of liability for consequential or incidental damages, the above limitation may not apply to you.

13. This Agreement is governed by the laws of the State of New York.

14. If you have any questions concerning this Agreement or wish to contact Licensor for any reason, please write:
pcAmerica

One Blue Hill Plaza

Second Floor, PO Box 1546

Pearl River, NY 10965

or call 845-920-0800.

15. U.S. Government Restricted Rights. The Software and documentation are provided with Restricted Rights. Use, duplication, or disclosure by the Government is subject
to restrictions set forth in subparagraph (c)(1) of The Rights in Technical Data and Computer Software clause at DFARS 252.227-7013 or subparagraphs (c)(1)(ii) and (2) of
Commercial Computer Software - Restricted Rights at 48 CFR 52.227-19, as applicable. Supplier is:

pcAmerica

One Blue Hill Plaza

Second Floor, PO Box 1546

Pearl River, NY 10965

or call 845-920-0800.
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