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How is the check # series determined? 
You can see where the check/transaction was c osed by the  -digit check nu ber  Each check 
nu ber starts with the register nu ber (e g  Reg-1, POS1, etc)  

Register 1 (POS1): Check #1xxx 

Register 2 (POS2): Check #2xxx 

Checks  ro  a   registers are conso idated and accessib e in the Transaction Review on any 

register  

 

Search by: 
  

 Check # 

 Tab e # 

 Tab Na e 

 E p oyee 

 Pay ent Type 

 Voided Ite  

 Ite  So d (Menu Ite  or Modi ier) 

 Ti e 

 Custo er Phone Nu ber 

 Custo er Address 

 Custo  Search 

  

Transaction Review 
 

     Search customer receipts and explore transactions 

Functionality 

View and print individual receipts 
De ve into individua  receipts and access detai ed in or ation, inc uding ordered ite s, 
pay ent  ethods, app ied discounts or surcharges, and ti esta ps  or each ite  or 
activity  By de au t, check detai s are stored  or 73  days or approxi ate y 2 years  oca  y 
in your POS syste   

Security camera integration 
Using text-over ay co patib e security ca eras, e  ort ess y  onitor transactions whi e 
viewing corresponding video c ips in the Transaction Review  The text insertion inter ace 
re ays the data  ro  the transaction in MicroSa e to the ca era syste   

Refine your search 
Uti ize the search criteria buttons to re ine your search  A ternative y, use the Keyboard to 
 urther pinpoint speci ic detai s  
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How to lookup receipts 
 Go to Managers Menu > Transaction Review 

 

 

 

 

 

 

 
 

1. The Transaction Review auto atica  y de au ts to today’s date 
To view every transaction  ro  today, tap on List All Transactions 

 

2. To search through checks  ro  a di  erent day, tap on the desired date  

• On y dates within your current business week are  isted, as this  akes it  uch easier to 
navigate through your  ost current events  

 

3. To search  urther back than the current week, tap on Search History and se ect a date 
range  
 

• You can go back up to 2 years  You can modify the duration of storage in your Misc. 

Function Register Settings. 
 

6. A ter the date range is picked, se ect the desired date in the  ist  
 

Using the search criteria to filter results: 
 

To Further narrow down your resu ts, you can search within a timeframe: 
 

1  Tap on the Start Time and End Time 
2  Tap on Time 

 

Menu Item, Employee Name, and Payment Type: re ine your resu ts by se ecting additiona  

options  ro  the Make a Selection  ist  ocated on the right side o  the screen  
 

Check No, Table/Tab Name, Time, Phone Customer, Address, and Keyboard pro pt a 
keypad to type in the speci ic in or ation  
 

Voided Sales popu ate a   checks with voided ite s or voided pay ents 
 

6. Tap on a check in the  ist to view the onscreen receipt 
 

Show Items by Time is use u   or  u   service or bar environ ents  Se ect the checkbox 
to view a ti er (in  inutes) next to each ite  on the check  This ti er starts running at 
the initia  start ti e o  the check and can he p provide insights into service speed and 
e  iciency  

The Selected Date used  or the search 
 

• Auto atica  y de au ts to today's date 

• To view every transaction  ro  today, tap 

on List All Transactions 

Number of completed transactions 

(c osed checks)  or the Selected Date 
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Viewing the onscreen receipt 
1. The on-screen receipt header disp ays check ownership and the e p oyee responsib e  or 

c osing the check  In bar or team environments, it's possible that checks or tabs are closed 
by a different employee. 

2. I  the custo er had a co p aint or  issed an ite , you can attach a coupon or discount on 
the receipt that can be redee ed  ater (uses “Have one on  e” coupon)  

3. You can a so print the receipt  The Reprint Origina  Check inc udes extra instructions that 
 ay have been attached to the origina  check such as the change due a ount or specia  

instructions used  or a takeout order  

4. Review the ticket as needed  Togg e to the next check or exit  
 

PDF Reports: At-a-glance overview of check details 
Using the too bar, you can generate reports that provide an overview o  individua  check detai s  
 

Serving Time Summary 
Disp ays an ite ized  ist o  e p oyees su  arizing each tea   e ber’s generated sales, average 
sales (per transaction) and average serving time (in minutes). 
 

 
 

Sales by Individual Report 
A  ows you to exa ine in or ation by e p oyee, high ighting each tea   e ber's generated sa es 
p us the start time o  each check, discounts and voids app ied, payment methods utilized, and 
check totals  
 

 
 

Troubleshooting: Unable to view previous dates 
To import the existing weekly sales backups, use the “I port Backups” button on the  enu bar at the top o  
the screen   Once done, you can se ect any date range you wish to view transactions without having to se ect 
the week y backup  i e  irst   This creates a  uch  ore user- riend y review area, especia  y when reviewing 
transactions beyond the current week   Data is stored in the MSa eDataSQL database  


