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Thank you for choosing MicroSale as your point of sale software solution. This manual explains how to run
reports, when the reports are useful, and explanations of report details.

Organization

This manual is organized in logical groupings of related reports. There is a main table of contents to quickly
find reports in the manual. Each section’s table of contents briefly describes when the reports are useful.

About Reports

A Date Range Calendar typically populates before a report can be viewed (for closed days sales). Please read
Understanding the Date Range Calendar in the Introduction Section before reading further in the manual.

As you get familiarized with MicroSale reports, you will notice that there are variations of the same information
to meet restaurant operators’ needs. Typically a handful of reports in each section will meet all of your
management needs.

To view reports on screen in a PDF view, the terminal or back office computer must have the Reports Printer
Checked in Register Set Up—>Register Options by Terminal->Printing/Cash Drawer-> “Print Reports to Report
Printer”. A Report Printer is a standard printer with 8 ¥2 by 11 paper size.

For reports involving product costs, it will be shown as “0.00” if the costs are not inputted in the system. While
it is not necessary to include costs in the software, you will maximize the benefits of the reporting features if
you add costs to your menu items.
To Add Costs: Manager's Menu->Menu Maintenance->Menu Items and Pricing (OR)
Manager's Menu->Menu Maintenance->Pricing and Number Available **NOTE: YOU
MUST CLICK UPDATE PRICING BEFORE SAVING**

For Labor Cost Percentages to calculate, you must have Pay Rates inputted. While it is not necessary to
include pay rates in the software, you will maximize the benefits of the reporting features if you add rates to
your employees.

To Add Pay Rates: Manager’'s Menu—>Employee Maintenance
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Emailing Reports

MicroSale gives restaurant managers the convenience of emailing important sales information. Virtually all
reports generated in MicroSale are available for email (sends as a PDF attachment).

While all reports viewable on screen are emailable on demand, the following reports may be emailed
automatically at the end of the day (sending during the daily close out).

Sales Mix (Product Mix)
Hourly Sales

Meal Period

Sales (Daily Close Out)
Daily Summary
Balance Sheet

Batch

Department

Void Report

Serving Times

Setting up MicroSale to Email Reports

the following steps may be set up on any terminal or back office computer in the restaurant (with an internet connection)

1.

Setup a new Gmail account, and confirm the following for the new Gmail account: Go to "Forwarding &
POPMAP", and make sure you check "Enable IMAP".

In MicroSale, go to Managers Menu, Register Setup, Misc Setup-Terminal Groups, Etc.. At the top middle of
the screen, type each email address that you want to "Email Sales Data To", and click Save after each one.
These addresses will all receive the selected emails.

Click on the Default Gmail button, and info will automatically be filled in. You must change the User Name and
Password to be appropriate for the Gmail account that you created. Then click Save. (Step 3 must be done at
each terminal from which they want to be able to email reports.)

You must "Select Reports to Email" by putting a checkmark in appropriate boxes at the top of the screen. Most
customers start out with "Balance Sheet" or “Daily Summary” and "Batch". Click Save. Click Exit, click Register
Setup, click Exit To Windows, and restart MicroSale to allow it to make changes to the Windows registry and
load the new settings.

**Reports check marked will be emailed to all email addresses saved**
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Date Range Calendar

The Date Range Calendar prompts for historical reports. Historical reports are closed days in the system.
While the Report Guide will tell you which reports are for the current open day, the calendar prompt is a good
way to know that the information received from the report is based on closed days/weeks. When the calendar
appears, you may choose to run a report for any range of days or for one selected date (selecting the same
start and end date). The Date

Regular Usage of the Date Range Calendar

1. Make sure the Starting Date is highlighted in blue first (before clicking/touching the calendar)

January 2013

3 3 1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24) 25 26
27 28 29 30 31 1 2
3 4 5 6 7 8 9

¢ OToday: 1/24/2013

Select Starting Date N
08/23/2012] -
Select Ending Date %epo

01/24/2013 -8 )

2. Click/touch the ending date on the calendar (the correct date will insert in the “Select Ending Date” field.

3. Click/Touch Run Report
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Option of Selecting Period to Date Button
Select Period to Date

A 13-period calendar splits the year into 13 four-week periods rather than 12 months of varying lengths. A 13-
period calendar is useful for accounting purposes, such as comparing sales figures. MicroSale will
automatically make a 13-period calendar for you. Depending on when you start your week (for example many
restaurants start on Monday rather than Sunday), that first day in January is the start of the 13-period cycle
and increments exactly 4 weeks.

Using the Calendar with Periods

Today’s date is circled in red. The green highlighted day is the day you click on (first). When you use the
Select Period to Date it will use the selected date, example the 27" and go back to the start of the current
period. (Remember, 4 weeks)

September 2012 . ‘ September 2012

28 29 30 31 27 28 29 30 31

4 5 6 7 3 4 5 6 7

11 12504 10 11 12 13 14

18 49 20 21 17 18 19 20 21

25 26027 28 24 25 (26)21 28

30 2 \8 4 5 30 1 2 3 4 5
C DToday: 2?A/201 T DToday: 9/26/2012

Select Starting Date Thurscay . Select Starting Date Thursday

Select Ending Date Tl

2" cLICK
Figure 1 Figure 2

In Figure 2, you can see that the starting date changed to the 10" and then ending on the 27" (the period-to-
date). The starting date only went back the 10™ in this example, as that was the start of the 4 week period (so
the 27" is only 2 weeks into the period).
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Chapter 1  Audits

Introduction

Audits make up all transactions and information such as net sales, gross sales, taxes, discounts, voids, and
tender types for your business. Think of this as an “Audit Trail” that tracks all sales activity for a specific person
and/or cash drawer. Audits are assigned to all employees that handle transactions on the computer.

AN o L1 A 0 Yo=Y o [ U T 2-4

Employee Audits are generally used to help balance the cash drawer or server bank and correct errors at an
isolated level before chasing shortages/imbalances at the time of close out.

0 Lo 1 1 0 7R 5

The report is useful when you need to go back and view individual audit summaries. The Audit History gives
concentrated information only on individual employees’ audits.

Daily AUAIt REPOI . u et sr s s s s e s s s s s e e e ns 6-8

The Daily Audit Report is the most commonly used report in MicroSale. It is a daily breakdown of a day’s sales by
various areas. The report allows management and operators to analyze a daily recap of sales with comparisons
to last year, labor, and forms of payment in a quick snapshot view.

T AT G =T o Yo o PP 9

Driver Reports are used with Delivery. The Drive Report is useful for drivers to see their sales, money owed to
the restaurant and tips.

Y= VA= G =T 0 Lo = OO 10-16

Server Reports are used in Full Service/Bar settings only. Server Reports are used to view audits, sales
averages, voids, tips, sales mixes and more.

T AN S AC T ON RV W ettt it s rne e ranerannneeansrasnssrasnssrannsrasnraasnsraanssasnrensnsrennnsrnns 17-19

The Transaction Review provides detailed financial information for an individual employee, voids, tenders, and
check components. This information can be used to track an employee’s sales performance, find user errors, and
pinpoint check details.
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Audit Procedures

Audits make up all transactions and information such as net sales, gross sales, taxes, discounts, voids, and
tender types for your business. An Audit tracks all sales activity for a specific person, group, and/or cash drawer.
Audits are assigned to all employees that handle transactions on the computer.

Audits are assigned to individuals in order to allocate responsibility with sales. For cashiers and/or bartenders,
when an audit is assigned on a specific cash drawer, the drawer will only open for that employee or a
manager. Depending on your programming, the assigned audit may only allow that cashier or bartender to ring
in orders on that terminal. Other employees not assigned to that drawer will only have access to the time clock
function.

Employee Audits are generally used to help balance the cash drawer or server bank and correct errors at an
isolated level before chasing shortages/imbalances at the time of close out.

Assigning Audits for Cashiers
(Quick Service and Cashier Environment Cashier Stations)

1. Go to the Managers Menu
2. In the upper left corner, press the Sales Audit button, then press the first button, Not Assigned.
3. Scroll through the list of Employees to pick an employee.
4. Enter the starting amount in the drawer and press Start Audit.
5. Once this is done, it will put you back on the main ID screen. At this point, the Cashier can log in with his/her
number to start placing orders.
Note: The Employee’s name will be at the top of the order screen.

Allowing Servers to Start Own Audit

Select the register option “Allow Server Audit To Start On Log In” from the Full Service tab of Register Options.
Press Save. When this option is selected, when the server enters his/her ID number and presses OK,
MicroSale will display that an audit is required to begin a check. It will then ask if he/she would like to start one
at this time. Press OK and an audit will be started. If you are using the Time Clock function, MicroSale will
automatically open an audit when the server clocks in.

Closing a Cashier’s Audit

1. Go to the Managers Menu

2. In the upper left corner, press the Sales Audit button, then press the name of the employee’s audit that you
need to close.

3. A prompt will appear, press yes.

4. Once this is done, it will put you back on the main ID screen. It will say “not assigned”, replacing the

employees name

Go back to the Sales Audit and press the bottom button that says “Enter Cash Deposit”.

The screen displayed will show all audits open for the day.

. Find the cashier’s name for the audit that has just been closed, and touch anywhere in the row of

information.

A keypad will prompt to enter the cash deposit.

. Press Save Deposit when finished.

No o

©

The cash in drawer says how much should be in the drawer. The cash deposit is the actual cash that is on
hand.

CHAPTER 1 AUDITS 2



Applying Tips

To add a credit card tip, press the Apply Tip button on the Server Screen. Then select the appropriate check,
and press Apply Tip. Enter the tip amount and press Done. MicroSale can print a chit with the tip summary
information for the server to keep track of the tips they have applied.

Steps

1. Log in with your server number.

2. If you are on the table layout screen, press the Server Menu button.

3. Pressthe Apply Tip button.

4. Type the check number and press the done button to open the check, or press the Done button without
typing a check number to display a list of available checks to choose from.

Touch the field Tip Amount and type in the tip.

Press Done when finished.

To verify that checks were not forgotten, Press Apply Tip again and press done without typing in a
check number, this will show missing tips in RED

Noou

Get Check
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Closing and/or Printing a Bartenders/Server’s Audit

Go to the Server's Menu. Press Server Report. If audits are set as manager only, pressing this button will only
print the audit. PRINTING THE AUDIT DOES NOT CLOSE THE AUDIT.
If you have access, it will take you to the Server Reports Screen. Press Server Audits (top left button).

Left Picture shows the Server Audit Screen. It will display all servers’/bartenders’ names in the yellow area.
Select the audit you wish to close. Then press Close Server Audit.

If there are open checks assigned to the audit, IT WILL NOT LET YOU CLOSE THE AUDIT.

If all checks are closed, it will prompt to verify that you wish to close the audit.-Right Picture

-

Would You Like To Close M Mngr's Audit ??

Audits can be reopened in server report menu

'Y':'i‘ 'Nu
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Audit History or Assigned Drawer Report

Located in the Managers Menu, Reports Menu, Sales History, Audit History

Also located on the main page of the Managers Menu. As you become more familiar with MicroSale, you
will notice some redundant areas for the same report. This allows lower access levels to access specific areas
that could otherwise be off limits.

The Audit History Report (or Assigned Drawer depending on configuration) is a date range report offering
information on closed days/weeks. The report is useful when you need to go back and view individual audit
summaries. The Audit History gives concentrated information only on individual employees’ audits. The audit
information is also available by solitary day in the Daily Sales Audit.

Mansgper Caie Start End Mame Ssles  Discounts oids Cash In Drw  JCssh Dep +He Tips

Him Johnson 081312 1002 AM  1121PM ReiPos 0.00 0.00 0.00 0.00 0.00 0.00 00

POS1 Jessica Jones 081312 1002 AM  0559PM Jessica Jones eI 0.00 1148 38T 53 B8 58 105 00D

POSZ Jessica Jones 081312 1002 AM 0456 PM  Jasmine Pemy 107818 0.00 1.99 59185 BBzl 054 00D

POS2 Kim Johnson QB2 Q45TPFM 11 00PM  Nathan Corevr 1487 45 000 000 30198 80 50 044 Q.00

| POE1 Kim Johnson 081312 0558 PM 1201 AM  Kim Johnson 182732 M.%E 0.00 S4T 35 MT A4 021 00D

| Tatzl 4805.73 2438 1347 286852 182 182 000
Audit History

A breakdown description of the audit summary is available on the Daily Sales Audit Report document. The
notable area above is the Cash In Drw and Cash Dep. The ‘Cash In Drawer’ number is the cash amount that
MicroSale knows should be in the drawer. The ‘Cash Deposit’ is the actual cash in the drawer, the number
recorded after the cash countdown has been completed.

Start Ending Cashier Register Acct For Disc Void | Refund | PadOut| Mon Cash Eal:'labﬂ Skim| Eepected| TotlCID +-
1005AM [1121FM  |Re Fois POS3 0.00 0.00 0.00 0.00 0.00 0.0 0.00 [T 0.00 0.00 0.00
10e A |05E3FM  [Jessica Jones POS1 57T 0.0 1148 0.0 0.00 11824 1ar 53 0.0 35T 52 36858 105
1009AM  |0455PM  |Jasmine Pery POG2 1078, 18 0.00 159 0.00 0.00 488.52 551 56 0.0 59158 8220 0.54
0457TPM | 1100PM | Nathan Comy POS2 T4ET 45 0.0 000 000 0.00 557.30 530.16 0 53016 280 60 044
05E9PM [ 1201 AM | Kim Johnson POST 152732 2435 0.00 159 0.00 kT 54735 0.0 84735 7.4 021

4608.72 2438 1247 159 0.00 743,02 2866.70 0.00 2858 52 2858 52 182

Daily Sales Audit Report
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Daily Audit Report

The Daily Audit Report is the most commonly used report in MicroSale. It is a daily breakdown of a day’s sales
by various areas. The report allows management and operators to analyze a daily recap of sales with
comparisons to last year, labor, and forms of payment in a quick snapshot view.

Quick Service Audit Report Below (Full Service Audit Reports do not include a breakdown of servers, since a
server is responsible for a correct cash count)

The Sales Recap in teal is the list of final numbers for the day. Categories to the Sales Recap CAN have
contradicting numbers. This means that the numbers were tampered with after the audits were closed. For
example, Megan Manager forgot to void a check while an audit was open, this could throw off the voids. You
will have to follow the numbers to determine why the numbers are off. Using other reports will give you the
ability to find out exactly who and what is responsible for the skewed numbers.

Page 1
Microfale
1221 W. Brandon Elvd.
Caily Audt Report For 018042
Report Dae 018172012 10:22 A Pinted By Megan Manager

Smnt Ending |Cnhi|r Register Aotfor| Oso| Void| Retind |PadOut| NenCash| 30 Skim fwmalCD|  #-
1007 A1 | 0356 PM POSI 705 | 1215| 0DD| 000| 7070| 15128 755 0.00 7775 | 020
100944 [0501 PM POS2 47| 74ar| oo0| op0| o000 19191 29537 0.00 537 000
0404|1102 PM POS1 610.% | 1586| o0o00| o000 o000 s1971| 30007 0.00 0007 000
0510 A [09:14 PM POS2 ﬁ 270 o000| o000 ?g.gg 14250 ?97,75 0.00 7%.;3 gg&
| Hour Dollars Labee | Tran LY$| LY Oty + Escm Aaourt i
12:00 A 899 00 1 Emplovee Discourt nx 5
11:00 A4 797 1| 1 Made Bt NOT Sold 899 | 1 |Discover
12:00 P 166,36 50| 6 1Ba42| N 3194 Total ®7| & |ctcCard
01:00 A\ 15126 49| 15 18396 | 13 3210 MasterCard
02:00 P 8417 56| 10 14445 11 6028 \isa
03:00 A 078 61| o 6557 9 2521 Total
04:00 P 414 29 4
05:00 P 19|A2 aDh 9 5422 ] 2420
06:00 R 194.12 ®z| 12 | e 7235
07:00 P 187 98 %9 9 19138 11 -3.40
0800 P 11708 00| 8 1B241| 4@ 1533
09:00 i 12077 oo| 1 8479 | 11 -1402
10:00 P 107.01 00| 8 3878 9 1823
11:00 At 899 00| 1 2636| 1 1737
Total 1483 84 104 120771] 93 176.13

ﬁ? ﬂ m Labor % |ﬁ ? Paid Ous Arount
Fooount For 1 1 h 1 Beer - 52000 36.70
Pooount For(Less Disc) 1646.94 [| Go Order 1528 | Busser 000 | 000 |Produce-51500 3400
Sales Tax 161.74 || Aick Lp 1681 | Cashier 97| 333 |Tad 70.70
Special Tax 1.3 | T 1427 | Cook 0% | 209
Refinds 0.00 Cishwasher 0.00 | 000
Kom S5 Reveny i [ 2reh Host(ess) om| 05

& . Boneless
Net Sales 148384 | Corrbos Manager 000 | 000
Vbids 0.00 | piscount Prep 0.00 | 000
Bank Deposit 7704 || pomestic Botle 14| 4 Server 000 | 000
Non Cash Tender 80550 | Gliders B5| 14 Shift Leader S4.43 | 367
E;_?;:s Collected ?3% gbn-ﬁlcuholic ;gﬂg % [Hrs Used36.17 | 13482 009
. des
| Qher 0.0 Jl split N6 | 61
Total 140384 | 2005
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1. Audits

Lists the employees that are handling the daily transactions
The Start and Ending shows the starting and ending times for the audits listed. (this is used later on for the
labor breakdown)

Start/Ending: This is the start and ending time of the audit
Cashier: Shows list out cashier names
Register: Shows the terminal of the assigned audit
Acct For: Total revenue for the assigned audit Non Cash+ Cash Collected+ Paid Outs
This does not include Discounts, Refunds, or Voids
Non Cash: Credit cards, gift cards
Cash Collected: Total that SHOULD be in the drawer
Skim: Total will subtract out of Cash Collected
Expected: This total is affected by the Skim amount. For example, if Cash Collected is $100.00 and $20.00 is
skimmed, the Expected total would be $80.00. When the drawer is NOT skimmed, the Expected total will
match Cash Collected.
Actual CID: Total of the “actual” count of money in the drawer.
+/- (Over/Short): Actual CID-Cash Collected= +/- OR Actual CID- (Expected+Skim)

2. Sales by Hour

Breaks down sales by hours

Dollars: Shows how much money was made that hour (net hourly sales)

Labor: (Labor Percentage) This column is dependent on wages inputted into job codes for each employee. If
you do not have wages set in Employee Maintenance, these percentages will be skewed. The hourly labor
percentage divides the employees’ wages (on the clock) by the dollars per hour.

Tran: Shows number of transactions (number of orders paid) per hour

LY$: (Last Year’s Sales) This is a used for comparing sales from the previous year

LY Qty: (Last Year’s Quantity) Shows the number of transactions (number of orders paid) per hour for the
previous year

+/-: Difference between the current hour and previous year’s hour

3. Discount

Displays all discounts for that day
This total is included in the “Account For” under Sales Recap

Displays all noncash tenders by credit card or gift card

This section is the finalized numbers for the day

The numbers CAN differ from the Audit totals. The reason being, someone could have gone back into the
system to do a discount, void, deposit or refund after the audits have been closed. If the numbers are off, you
can go through the sales recap numbers and track down the variations. Please view other reports to view
more detailed information.

Account For: Net Sales + (Sales Tax + Special Tax) + Discounts
Account For (Less Disc): Net Sales + (Sales Tax + Special Tax)
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6. Destination

Shows sales based on destination type; Dine In, To Go, Pick Up, or Delivery

If you have job titles listed that do not apply, you can delete them in your options so that is does not show in
the list.

Amount: These numbers could be skewed based on your Job Title’'s wages. All wages need to be properly
entered in order for MicroSale to properly calculate out the dollars and percentages. The amount number will
be the total dollars spent for that specific job title for the day.

Labor percentage: will divide the total net sales by the job title wage totals.

8. Paid Outs

Lists all paid outs for the day

In the above figure, you will see that only one paid out is listed. ($70.70). The reason being, the manager went
into the system (not on an audit) and entered another paid out.

9. Department

The department lists all departments of food. Usually this will be limited to Food, Beverages, Beer, and/or
Liguor.

Amount: Shows the department totals
Qty: Shows the number of menu items ordered in that department
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Driver Report

A Driver Report represents the total sales, tips, and fees a driver has accumulated during his or her shift. In
Quick Service, a driver needs to be clocked-in and have the job code of Driver or Manager to be assigned to a
delivery. In full service anyone with an audit can be assigned to a delivery. This report allows the driver to know
how much they have made in tips for the day and what is owed at the end of their shift. This report is viewable
and printable at any time during the day.

Steps to generate the Driver Report:
1. Select Phone Orders
2. Select Access Phone Orders
3. Select Option Menu
4. Select Driver Sales Report

»

Release
Order

- = )
I Printin | Printis m "@

5. MicroSale will then prompt you to select a driver. This window will display a list of everyone who is
clocked in that either has the job title of Driver or Manager.

Select a Driver

6. See below for the Driver Sales Report:
The employee named ‘AM Driver’ was assigned an order that totaled
AM Driver $2.39 with a delivery fee of $1.00 and received a $1.00 tip. The
following explains each field:

*** Open Phone Orders ***

Net Open Sales

Open Discounts

Open Sales Tax

Total Open Sales

*** Delivery Sales ***
Total Delivery Sales

*** Total Delivery Sales ***
Total Sales Open & Closed
Cash Drop

Credit Card Charges
Credit Card Tips

Total Charges

Delivery Charges Paid

Total Delivery Charges

Net Del. Chg Due Driver
Net Cash Due (Restaurant)
Total Deliveries

Total Charges

Cash Drop

Print Report

Net Open Sales = Orders that have not been closed and are still waiting to be delivered
Open Discounts = Total discounts applied to undelivered orders

Open Sales Tax = Total tax of undelivered orders

Total Open Sales = Total sales of undelivered orders

Total Delivery Sales = Total sales of delivered orders (not including tips)

Total Sales Open & Closed = Total amount for checks that are still open and those that
have been closed

Cash Drop = Any cash drop (skim/deposit) that was performed during the day for this
driver

Credit Card Charges = Includes the overall total of the check

Credit Cards Tips = Total tips that have been applied to credit card transactions

Total Charges = Credit Card Tips + Credit Card Charges

Delivery Charges Paid = Total delivery fee charges paid to driver

Total Delivery Charges = Total delivery fee charges

Net Del. Chg Due Driver = Total delivery charges the store owes to the driver

Net Cash Due (Restaurant) = Total the driver owes the restaurant

Total Deliveries = Number of deliveries made by this driver

Total Charges = Number of credit card transactions for a specific delivery driver
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Server Reports

Server Reports are used in Full Service/Bar settings only. Server Reports are used to view audits, sales
averages, voids, tips, sales mixes and more.

Server Audits

The Server Audit Report provides detailed financial information
for an individual employee or a range of employees. The
information can be used to balance an employee’s bank,
determine tips due, or track an Employee’s sales performance.

The left displays the Active Server List. It gives a list of all the
servers that have audits open.

Select the server name, and then touch the desired function
button

Understanding the Active Server List:

Close Server Audit: Close an individual server audit

audit

Active Server List

Susie Server2

Print Checks: Shows a printable report of every check that a specific server closed on this

Load Active Servers: Shows a list of all Servers with an open audit
Load All Servers: Shows all Servers with an open or closed audit for this day

Contribution Report: This report is used when employees with the job title “Team Member”
are on the clock. The Contribution Report will show sales of the Team Member

I Team Member: A job title that allows an employee to ring up items on existing checks. Team
Members are unable to start new tables. This type of job is used for cocktail waitresses and servers’

assistants.

CHAPTER 1 AUDITS 10




Server Sales Report

This report is accessed by going to Server Reports/Server Audits/Sales Report. It will show the servers sales

and payment history. (This is available for print on a 40-column printer or is viewable as a PDF with a Reports

Printer attached)

Repert Period From 0502 Phi To 05:17 P

Audit Nurmber 1

Pavmert Twpe Amaurt
Cash (0.40
Total Collectad 9.49
This Total hdudes Tips

Total Charged Tips fii]
Cash Deposits Collected 000
Open Check Sdes oDo
Closed Check Sales 108.00
Mon Sales Rewvenue 000
Gross Sales 109.00
Total Hat Sdes 108.00
Mt Sales Tax 049
Dissounts 000
Oine 103.00
Court 1

\bid Sales oon
\bided Discounts 000
Total Amount Due 109.49
Mon Cash Tenders ooo
(Includes Charged Gratuity)

Starting Bank Ji]i]
Mzt Cash Due 109.49
fess cash deposits collected)

3l charge tip have been dedugted’)

Towl Tables 1

Total Customers 1
Qustomer Average 108.00
A Table T bin g
Report 3tleast 8,72 in Tips

Close All Server Audits

The function allows a manager to quickly and easily close all server audits. This is convenient when closing

the restaurant. If there are open checks or open tips, it will not allow you to close the audits.

List Closed Server Audits

The function allows a manager to view closed audits for a day or a date range. This report shows the manager
on duty (during the time that the audit was active) along with the server/cashier, start and ending time of audit,

sales, discounts, voids, CID, cash deposit, over/short, and tips.

CHAPTER 1 AUDITS

11



Change Dining Room Section

**Must have Table Layouts enabled for this function**
The function is used for a restaurant with multiple floor plans and assigned sections.

Example: Judy is assigned to the PATIO floor plan, allowing this floor plan to populate automatically when she

logs into the terminal. Gina then gets cut, switching Judy from the PATIO to DINING.
Simply select the server, then select the section.

Reopen Closed Audit

This function allows a manager to reopen a closed server’s audit. This could be because a server accidently
closed an audit or that the server had to go back on the floor.

Must be on the SAME DAY. Cannot access a detailed server audit after the daily close out has been done.) In
order to access closed audits with general information, go the Server’s History Reports

Voids Today by Department

This function will bring up a list of all servers. Click on the server name to view the Voids Today by
Department

Fage 1
Micro$ale
1221 W. Brandon Blvd.
Daily Void Report For Taylor Bell

Fepart Date 01/26/2012 04:32 PM Printed By New Employee

Department Name Amount Quantity
Food $4.99 1
Total $4.849 1

Server Sales Income/Tip Report

A starting and ending date range will need to be entered before this report can be accessed. You may pick the
same date twice to access one day’s data.

With this report you can monitor and eliminate the under declaration of tips, and also provide all the information
you need for your financial filings. You and your tipped employees are responsible for reporting tip information.

CHAPTER 1 AUDITS 12



Fage 1

Micro$ale
1221 W. Brandon Blvd.

Server Tip /Sales Income 1/21/2012 to 1/21/2012

Feport Date 01/26/2012 0241 PM Printed By Mancy Supervisor

SEMEr Tip Sales Cash Tips Chy Sales chy Tips Tip Pd Cut Total Tips chy Tip%
Billie Harris 431.51 25.00 20527 35.00 ooo &0.00 1705
Sina Williams 3.74 0.00 0.00 0.00 o.oo 0.00

Heather Heim 23814 g.02 g8.75 17.42 ooo 2544 2965
Jessica Landis 428.81 11.25 364 79 35.59 ooo 45 84 978
Latisha Heaverin 0.0a 0.00 0.00 1.00 o.oo 1.00

Rebecca Kimber 281.16 15.00 24257 2074 o.oo 3574 855
Sarah Thurman 420.10 13.00 313.73 29.71 0.oo 4271 947
Taylor Bell 308.67 20.98 69.35 10.59 0.oo 31.57 1527
Totals 2113.13 93.25 1254 .46 150.05 0.ao 243.30 1196

Tip Sales: Excludes all sales that are non tipped (i.e. Gift Cards and Phone Orders)
Cash Tips: Claimed by your employees at the end of their shift

Chg Sales (Charged Sales): Total credit card sales
Chg Tips (Charged Tips): Credit card tips claimed
Tip Pd Out (Tip Paid Out): Tip outs and shared tips

Total Tips: Cash Tips+Chg Tips

Chg Tip%: Total tip percentage based on the Tip Sales in column one. (Tip Sales/(Cash tips+Chg Tips)
I This percentage should be over 8%

Today’s Server Payments

This report shows all servers and the quantity and type of payments they received during their shifts. After
touching the Today’s Server Payment button, a screen will display that will require a server name to be

selected.

When the server name has been selected, touch the Select a Server button to issue a payment report for that
servers shift. (prints on receipt printer)

~Dlllion Burns

Dougles Glark

Select a Server

“Sarah Thurman

“Anthony Vincent

Judy Vincent.

CHAPTER 1 AUDITS
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Payment Report

The Payment report lists all payments made during a day or date range for a single server. The report sorts the
payments by tender, lists the total amount of the payment, as well as the tip amount applied to the tender. The
ending is a grand total of all non-cash and cash tenders.

Fage 1
Micro$ale
1221 W. Brandon Blvd.
Payment Report 1/21/2012 to 1/22{2012
Feport Date 01/26/2012 0237 PM Printed By Mancy Supervisor

Heather Heim Fayment Type Amount Tips Tip %
Cash 19.58 000
Gift Card 4027 700 17.38
Cash 1946 000
Cash 59.26 000
Cash 26.37 000
Cash 23.94 000
Cash 11.97 000
Credit Card 58.75 1042 17.74
Cash 7794 000
Cash 37.53 000
Cash 2926 000
Cash 5325 000
Credit Card 54.70 1300 20.09
Total 52248 a042

Voids Today By Detail

Click on the ‘Voids Today By Detail’ function button. Then select an employee. A list of voids for the day in
detail will appear. If you have an integrated camera system, you can input the time shown on the right of the

report to view the user’s actions.

Page 1
Micro$ale
1221 W. Brandon Blvd.
Void Report
Report Date 01/30/2012 02:37 PW Printed By Megan Manager
Feport For Wingstop Cashier 2
void Date  01/30/2012 Woided By Woid Reason Tirme
Brisket Dinner rMegan Manager Custorner Mo Show D23708FM
Chicken Flatter Megan Manager Customer Mo Show D237 05 FM
1/2 0Onion Straws hMegan Manager Customer Mo Shou 023708 PM

T oid Total 14.97

CHAPTER 1 AUDITS
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Server Sales Mix

This report is a date range report (for a single or multiple days) of the Daily Sales Mix per individual server. It

shows all sold items, quantity sold, the dollar amount per item sold, and the percentage.

Report Date 01/26/2012 03:.10 PM Printed By New Employee

Server Item Name Quantity Amount Percentage

Heather Heim Angus Burger 2 13.98 .00
As Appetizer 1 0.00 .00
As Meal 2 0.00 .00
baked potato 3 1.89 .00
Sides 1 0.00 .00
Swieet Tea 2 0.00 .00
Unsweet Tea 1 0.00 .00
Well 1 0.00 .00
Xangos Cheesecake 1 8.99 .00
Total 44 100.32

Department Sales

The Server Department Report shows the department sold. (The departments are food, beer, wine, etc.) This
report may be accessed for a single day or date range. It will display a single server’'s department sales.

Page 1
Micro$ale

Report Date 01/26/2012 0324 PM Frinted By Mew Employee

1221 W. Brandon Blvd.
Department Report 1/19/2012 to 119/2012

Senver ltermn Mame Guantty Amount  Percentages

Eillie Harris Alcohol 4 1075 A0
Food 130 24218 00
Total 134 25293

CHAPTER 1 AUDITS

15



Category Report

**Drills down departments into Category Sales**

The Server Category Report lists all Category’s, with the dollar amounts and quantity sold per individual server.
Also shows the percentage sold per category. Like all date range reports, there must be a starting and ending

date range entered. A server name must also be selected from the server list screen.

Fage 1

Report Date 01/26/2012 0330 PM Printed By MNew Employee

Micro$ale

1221 W. Brandon Blvd.
Category Report 1/19/2012 to 1M19/2012

Server ltem Mame Cllantity Amount Percentage

Eillie Harris Appetizers 5 774 a0
Bar 4 1075 .00
Chicken 5] 1898 .00
Desserts 2 4 99 .ao
Orinks 44 3578 .00
Fastas 3 41 95 a0
Salads an 5988 .00
Sandwiches 10 4093 .00
Side Orders 15 295 a0
SolUp 5 998 a0
Steaks and Seafood 4 1299 .00
Total 134 252 93

CHAPTER 1 AUDITS
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Transaction Review

The Transaction Review provides detailed financial information for an individual employee, voids, tenders, and
check components. This information can be used to track an employee’s sales performance, find user errors,
and pinpoint check details.

Useful for: Viewing check details in previously closed days, weeks or years; or searching details to find checks
(searching by menu item, server/cashier, voids, discounts, and more.

Accessed by: Managers Menu (main page)

Diagram of the Transaction Review Menu

The Start Day will display the date specified on the right.
The File Name shows which database is used to access
the information.

The Register Name will show the current register that is
accessing the information, such as ‘Backoffice’, ‘POST’,
etfc.

Start Time/End Time + Employee Name drop
down allows you to filter using the ‘Time’ button.

A collection of PDF
reports showing ‘ata
glance’ information
involving check
details.

Previously closed days
in the current week are
listed. If you do not find
the date that needs to be
viewed, press View
Backups to find
additional information
going back up to two
years.

(double click to choose a
day)

Select a Date pesrchiDele |

08/19/2012

Search By Dates Listed in Selecta Date
08/21/2012

Sales By Individual Report.

08/20/2012
08/21/2012 _ |
08/22/2012 caiter e |
10/04/2012
10/05/2012
10/11/2012
10/18/2012
10/22/2012
10/29/2012

Serving Time Summary.

End Time
| [1e:38 |

Search Criteria

G —

("
Cashier/ f Time

Number of transactions (or
checks) for the day
specified above.

Serveri )
Transaction Count Menu Item

‘ 141

] f Voided Sales. |

f{- Phone ff—

By default, a collection
of all transactions willbe
viewed, not just terminal
specific.

View Backups will show

Customer
J

7 c.‘mck-m

l"'
' Table/Tab Kayson

Name

e::rc i V_.] Exit j

View Backups [

=
=

previously closed days
for up to two years.

‘Search By Dotes Listed in Select 0. Date

Search Results
Order Name

1041 Go Order Jasmine Permry

1042 Dine In Anna Marco 04:51 PN

1043 Go Order Anna Marco 05:01 PN

1044 Pick Up Jessica Jones 05:13 PN
&1 11045 Dine In Jessica Jones 05:15 PN
9 | 1046 Dine In Jessica Jones 05:19 PN

1047 Go Order Jessica Jones 05:26 PN

1048 Dine In Jessica Jones 05:37 Ph

1049 Pick Up Jessica Jones 05:38 Ph

1050 Pick Up Jessica Jones 05:44 Ph

1051 Dine In Jessica Jones 05:55 Ph -

Time i =
04:42 PN

Search Criteria to
view closed checks.
You may press “done”
in each search button
to view all
information.

The Show Items by Time option only affects
Full Service operations. When the option is
check marked, the transaction detail shows
the minutes at which each item was rang in;

i Shaw tems By Time

the time starts when the check is opened; ex:
Onion Rings (5 mins).
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Example Scenarios

Viewing check details within a time filter and by a cashier/server

The manager would like to see transaction detail for 8/19/2012 from 1:00 PM to 4:00 PM specifically
rang in from Jessica Jones.

Procedure: Double Click the Date, click the under the Start Time (a time prompt will appear) and then click the
End Time (a time prompt will appear). Press the drop down under the Employee Name (will show the

employees with open audits for the day). Then Press the teal Time button.

**Please note that the Start Time/ End Time and Employee Name filters ONLY work with the Time button.**

Select a Date

08/15/2012

10/04/2012

10/05/2012
10/11/2012
10/18/2012
10/22/2012
10/29/2012

[ Transaction Caunt

View Backups

200

Search Date

|uaf1 9/2012

File MNarne

|Chk—8tat mdh

Register Name

|M ICROSALE-DEMO

Start Time

End Time

|m:nn Phd

\ |n4:nn Phd \

Employee Name

MNone

MNone
en Colo

DBV

e —
F Voided Sales; ) i Menu tem |

f..-_ _Ph one

' Tabie/Tab
Name ,‘I

|’f

Customer | B

’

Checl
)

Keyboard

Search By Dates Listed in Select a Date

Sales By Individual Report.

Serving Time Summary.
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Finding an unhappy customer’s order taken over the phone (from a closed day)

Robin calls and says that the other day her order was wrong. You as a manager need to ensure the

order before taking action.

Procedure: Double Click the Date, and then press Phone Customer. Type in the phone number. You MUST
separate out numbers with periods. For example, 813.681.1875 (this is how phone orders are organized in the
software). You can see that Nathan took the order and she came in to pick up the order at 5:46 PM. You
decide that she should get a discount for her inconveniences.

Server Name Mathan Corey

Check Nurnber 1079

Table Mumber ROBIN

MNumber In Party 1

Tirme Check Closed  05:46 Phd

Check Date 0819202

Close By Closed

1 3 Strip Combo
S CAJ
FF fry
HM
Self-Serve

Check Payments
Cash

(Mins Open 0)

Check Total

Using an integrated camera system, click
on Get Video Clip to watch the
transaction on the surveillances system.

Attach Coupon will attach a “have one
on me coupon” preprogrammed. The
coupon will be attached to the specified
phone number.

Mext Check

**Eor finding a customer’s phone order for the current day, you can search through the regular POS
phone order functions. The transaction review function is to find previously closed day check

information**

CHAPTER 1 AUDITS
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Chapter 2 Time Clock Reports

Introduction
MicroSale provides labor reporting capabilities in addition to tracking sales revenue and food costs.
Time Clock Reports are designed to provide you with information about labor use, wages, and an analysis of
labor costs and net sales percentages for a particular job title or department. The following reports pertain to
employees (in alphabetical order with a short description of use)
Average Hourly EXemption Rate.....cuuiiiiiiiiiiiiiiiriescsnsr s s s s s s s s s s s e e 3
Useful to quickly verify that employees are claiming enough tips to meet minimum wage requirements
2 TS 1S =T o T o PR 4
Allows you view your employees’ breaks at a glance

LU L =) o = A =T o o o R 5

Useful to see labor hours by department (or job code) and a full list of employee names. Unlike the following
report, Daily Labor Report, this shows the hours for the current pay period; The current pay period could be for
one week, two weeks, or whenever the last Close Time Records was performed

Daily Labor Report (SUMMaAry ONY) ... eiiiieicsenrsrs s srsss s ssa s s ssssssssnsasasass 6

Useful to quickly see labor hours for the day; this will only show the labor by department (or job code) such as
Manager, Cook, Cashier, Server

Daily Labor Report (Detail@d). .. e eeierereieiinsrssseneresasa s sss s ssssa s s s s s snnsasasnsass 7

Useful when you need to see the employees on the clock for a day, sales totals and labor percentages in
previously closed days

L TS (01 Y2 U1 o] o R 8
This report will show you a history of each time an employee has used the time clock feature
L (o T 1 YA I T 4T =N = o 1 1 S 9

The Hourly Time report shows how much labor dollars and sales occurred per hour since the first order was
taken. This is useful to control labor costs for the business

[ [0 LU S o1V L= o = U € 4= o 1 10

Useful for quickly seeing which departments currently have the most hours worked. You can view this report for
both closed and currently open time records

Individual Daily Time and SaleS RePOI ... iiiiiiriiiriir s s e s s s sanas 11

Displays employee sales and time record information for a specific date or date range. It is useful for seeing total
sales and labor dollars quickly. The data is updated as the employee clocks in/out and closes their audit so it is
available to be viewed before a close out is ran

Individual Time Card ReVIEW ReEPOI . u.uiuiiiiiiriirrrr s s s s s s s r s s e 12

CHAPTER2 2.1



Allows you to review and print a specific employee’s time history for a specific date or date range. You can also
select more than one employee at a time which gives you the ability to customize how your report will look. It
includes a sign line for employees

= Lo G 1= (0 Y7 13

Useful when you want to know if your sales are outweighing your labor costs. This report is viewable after a Daily
Closeout is performed.

(@ LY AL TSI AT 2= Lo I 14

Shows employees that are near or at overtime for the open time period. The report can flag employees’ times for
any number of hours. By default, the watch starts at 30 hours

Preview Time ReCOIrdS REPOI . .. iii i res s s s s s s s s s saa s e s s ran s sanrranenenns 15-16

Useful for viewing current payroll information as well as viewing when the last payroll close out occurred. This
report is populated with data as soon as someone clocks in for the day

PriNTt ACCESS COUBS ittt it ittt aaratae s traran s tataarantarasanrasansarassnsansnsasnnrsennrsnnnrnnn: 17
This report is useful when you need to quickly find employees’ access numbers
Print ClOoSed PayrOll. ... icieiiieiiir s s s s s s s s s s s s s s s s e s s s s s s s nnnsasasasasas 18

It is useful for viewing past payroll information. This report is populated with data as soon as a date or date range
for time records are closed.

e N o = I PR 19
Used to print employees’ phone numbers
WHhO’S ClOCKEA INZ. ...t e s e e e e e e e s e e e e e e s esnrneeeeeeeeeans 20

Used to view employees who are on the clock (includes clock in time). This report is also helpful for seeing if
employees did not clock out.

CHAPTER2 2.2



Average Hourly Rate Exception Report for Tipped Employees

It is required by law that all employees be paid at least minimum wage. If you touch the “Average Hourly Rate
Exception Report for Tipped Employees”, it will prompt a calendar for you to select a desired date range.

Once the date range has been selected, a message will display stating whether or not there are any
employees that have fallen below the minimum wage that has been previously setup in Register Options
under Timeclock/Misc.

A report will be generated with the names of the employees that fall below minimum wage. These are the
“exceptions”. This report can be affected by employees either not reporting all or enough of their tips when
going to clock out or underperforming.

This report is useful to ensure that employees are claiming enough for minimum wage and to prevent auditing
of your resaturant.

Reports Tipped Employees

Average hourly rate under 5.85 per hour
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Break Report

Located in the Managers Menu >Reports Menu 2Time Clock Reports

The Break Report allows you to preview breaks for the current pay period. You can also view breaks on the
“Preview Time Records” Report. Some states enforce breaks every 4 hours. This report will help you view
your employees’ breaks at a glance.

The report is available in PDF view on a back office computer or any terminal that is connected to a reports
printer. The report can also be printed on any terminal with a receipt printer attached.

Page 1
Micro%ale
1221 W. Brandon Blvd.
Break Report
Report Date 09/26/2012 01:21 PM Printed By Janet Marcello
MName Waork Date Break Out Breakln Total Mins
Aiden Colorado

ngr2 12:00 PM 12:35 PM 35
Total Break Ming 35

Above: The report header will show the restaurant name and address along with the report title “Break Report”.

It will show the date that the report was ran (the current day), time, and the employee who accessed the report.
The report lists the employees that have taken breaks during the current pay period. It lists the work date,
break times and the total minutes for the break. The “Break Out” is listed first, since the employee essentially
“clocks out” before clocking back in.

It is helpful to use breaks instead of clocking in/out during break times. The break feature allows the option of
paid or unpaid breaks and keeps the employees’ shifts consolidated.
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Current Pay Period Labor

This report is useful for showing employee hours per department. It includes overtime, dollars spent, labor
percentage, and regular hours. You can view this report in two different formats. When select date it will
prompt you “Show Summary Only?” and you must choose Yes or No.

Page 1
MicroSale
Labor Information
Period 12/24/2012 To 12/26/2012
Report Printed 12/26/2012 Printed By Wingstop Trainer

Summary Totals Regular Hours Qwer Time Dollars Percentage
I anager 14 28 0.00 120.01 B A1
Cashier 7.00 0.00 5775 270

Cook 10.50 0.00 284.00 3193

Total Hours Used .78

Total OT-Hours Used 000

Total Dollars Spent 26176

Labor Percentage 12.24

Met Sales 2139.30

If you choose Yes, it will show you a summarized labor report (by department not employee):

If you choose No, it will show you the information per each employee and their assigned departments with the
summarized data at the end of the report:

Page 1
MicroSale
Labor Information
Period 12/24/2012 To 12/26/2012
Printed 1 12012 Prinit Wi Tirain

Anna Smith
Departrment Reqular Hours Over Time Sales
Cook 425 000 0
Totals 425 0.00 0.00
Gearge Gee
D partment Regular Hours Over Time Sales
Cook 625 0.00 [i]
Totals 6.25 0.00 0.00
Manny Cashier
Departrment Reqular Hours Orver Time Salkes
Cashier T.00 00D 0
Totals 7.00 000 0.00
Robed Doe
Department Regular Hours Crver Time Sales
Manager 550 0.00 0
Totals 550 0.00 0.00
Amanda Smith

nt Reqular Hours Over Time Sales
Manager 878 000 0
Totals 278 000 0.00
Summary Totals Regular Hours Over Time Dollars Percentage
Manager 1428 0.00 120,01 561
Cashier 7.00 0.00 5775 270
Cook 10.50 0.00 84.00 393
Total Hows Used 7
Total OT-Hours Used 0.00
Total Dollars Spent 2176
Labor Percentage 12.24
et Sales 2130.30
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Daily Labor Report (Summary Only)

Common Question: “The Daily Labor and Daily Audit Report Labor do not match.”

Reason: The Daily Audit Report is captured when the daily close out is performed. The Daily Labor Report is closing at
the default time of 4:00 am.

Example: Your restaurant closes at 11:00 pm, and you go ahead and run the daily close to start doing your other end of
day processes. Your end of day is closed, however you still have employees cleaning and finishing their shift. The
employees could clock out at 1:00 AM when their tasks are completed.

Solution: To make the totals always match, set the Daily Close to auto close at 4:00 am. This will ensure that the
numbers always match.

The Daily Labor Report is located in the Manager's Menu, Reports Menu, Time Clock Reports, Daily Labor
Report. The report pulls information from the Time Records Database (timerecords.mdb). The report offers
information for single days in the current (open) payroll period. The report is useful when you would like to see
your labor dollars and percentages for a single day in your current pay period.

The report is available for print as a PDF (when connected to a Reports Printer) or will print on a 40 column
receipt printer.

It will provide information for the labor departments (or Job Codes) such as Manager, Cook, Cashier, Server,
etc.

To populate the Dollars and Percentage fields, you must have the employees’ wages inputted in the Employee
Maintenance area.

Page 1
Labor Information
Period 08/23/2012 To 08/23/2012

Report Printed 08/24/2012 Printed by Adam Anderson

Summary Totals Regular Hours Owver Time Dollars Percentage
Manager 30.02 0.00 250.00 0.143
Cook 46.00 0.00 378.00 0.1875
Cashier 44,50 0.00 315.00 0.156
Total Hours Used 120.53

Total OT-Hours Used 0.00

Total Dollars Spent 983.00

Net
Sales 2016.78
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Daily Labor Report Full Report

The Daily Labor Report shows previously closed days in the current payroll period. To access the report, go to
the Managers Menu, Reports Menu, Time Clock Reports, Daily Labor Report.

The Daily Labor Report is useful when you need to see the employees on the clock for a day, sales
totals and labor percentages. Printable on a 40-column printer or viewed as a PDF when connected to a

Reports Printer

The report shows employees on the clock for the day, the department name (job code) for all of the jobs
he/she has worked for the day, the hours, over time (if applicable) and the sales rang in with his/her audit.

Labor Information
Period 08/20/2012 To 08/20/2012
Report Printed 08/21/2012 Printed by Aiden Colorado

Name Kim Johnson

Department Name Regular Hours Over Time Sales

Cashier 7.00 0.00 1300.48

Totals 7.00 0.00 1300.48

Name Jessica Jones

Department Name Regular Hours Over Time Sales

Cashier 7.50 0.00 1489.33

Totals 7.50 0.00 1489.33

Name Ricky Mendez

Department Name Regular Hours Over Time Sales

Cook 8.00 0.00 0.00

Totals 8.00 0.00 0.00

Name Thomas Samuel

Department Name Regular Hours Over Time Sales

Cook 7.00 0.00 0.00

Totals 7.00 0.00 0.00

Name Anna Marco

Department Name Regular Hours Over Time Sales

Manager 9.00 0.00 0.00

Totals 9.00 0.00 0.00

Summary Totals Regular Hours Over Time Dollars Percentage
Cashier 14.50 0.00 120.58 .043
Manager 9.00 0.00 105.00 .037
Cook 15.00 0.00 170.00 .060
Total Hours Used 38.50

Total OT-Hours Used 0.00

Total Dollars Spent 395.58

Net Sales 2789.81
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History Punch Report

This report will show you a history of each time an employee has used the time clock feature. The date, time
in, break out, break in, time out, total time, labor dollars, sales, tips, and how many breaks they have taken
since they began working for the store. This report is useful for viewing a historic total of how many breaks
have been taken and time record information. It is only available after a daily close out is run and overtime is
not shown on this report.

To view this report:

¢ (o to the Manager’'s Menu

e Click the Reports Menu button

e Click the Time Clock Reports button
e Click the History Punch button

MicroSalke
1221 Wi. Brandon B hvd
Punch Report
Report Date 12/26/2012 11:41 AM Printed By Wingstop Trainer
Hame Work Date  Time In Break Qut  BreakIn Time Qut  Total Time Dollar Sales Tips
BOBBY JOHNSON
1212 04:45 PW 0643 PN 0710 PM 12:15 &N 7.05 5993 0.00 000 Break 27
1213 04:45 PN 07535 PN 08:24 PM 12:30 AN 727 §1.30 0.00 000 Break29
1214 04:45 PN 0719 PN 07:48 PM 12:15 AN 7.02 59.67 0.00 000 Break29
1215 09:00 AN 0115 P 01:43 PM 05:00 PK 753 654 01 0.00 0.00 Break 28
28.87
CARLY REY
1215 0715 PN 12:45 AN 5.50 4313 0.00 0.00
1215 0245 PW 0630 PN 375 32.81 0.00 n.0o0
525
KELLY CASHIER
1212 04:45 PN 0755 PN 08:27 PM 12:15 AN 697 57.50 0.0o0 000 Break 32
1213 0515 P 0357 PN 09:29 PM 12:30 AN 6.72 55.44 0.00 000 Break 32
1214 12115 P 0410 PH 04:35 PM 05:00 PH 733 60.47 0.00 0.00 Break 25
21.02
MARIA SMITH
1215 11:00 AW 0200 PK 5.00 7740 0.00 n.0o0
5.00
MARTHA SMITH
1213 11:00 AN 0353 PN 04:21 PM 0515 PN 578 45 24 0.0o0 000 Break 28
1214 05:00 PH 0525 PM 05:54 PM 11:00 PH 5.52 44 18 0.00 0.00 Break2d
141.30
MNATALIE NARVARO
1212 05:00 P 09:00 PK 4.00 33.00 0.00 n.oo
1214 05:00 PM 0309 PN 08:37 PM 12:30 AN 7.03 55.00 0.00 000 Break 23
1215 05:00 PH 059:03 PN 09:36 PM 12:45 AN 7.20 59.40 0.00 0.00 Break 33
1823
ROBYN RYLIE
1212 05:00 PM 0715 PN 0744 PM 1115 PN 477 33.16 0.00 000 Break29
1213 05:00 PM 0725 PN 0753 PM 12:00 AN 6.53 5224 0.00 000 Break28
1214 09:00 AN 01:50 PN 0217 PM 0500 PK 7.55 50.40 0.00 000 Break27
1215 09:00 AN 11:50 AN 12:20 PM 0500 PK 7.50 50.00 0.00 0.00 Break 30
26.35
RUPERT HART
1212 09:00 AN 0113 PN 01:43 PM 05:00 PN 7.50 5188 0.0o0 000 Break 30
1214 05:45 AN 12:45 PN 4.00 33.00 0.00 0.0
11.50
SAMMY DOE
1212 11:00 AN 0145 PN 0214 PM 0500 PK 552 4416 0.00 000 Break 29
1214 10:00 AN 0217 PN 02:45 PM 03:30 PN 5.03 40.24 0.00 000 Break 23
1215 05:00 PM 0322 PN 0348 PM 11:00 PH 5.57 44 55 0.00 0.00 Break 2§
16.12
SUZIE SERVER
1213 05:30 PM 10:15 PN 475 33.00 0.00 0.00
1214 05:00 PM 0626 PN 06:56 PM 12:00 AN 6.50 52.00 0.00 0.00 Break 30
1215 05:00 PM 0718 PN 07:54 PM 12:15 AN 6.65 53.20 0.00 0.00 Break 35
17.90
TARA DOE
1214 1245 PN 0500 PN 425 34.00 0.00 0.00
1215 05:00 P 09:00 PK 4.00 32.00 0.00 n.0o
8.25
VERONICA STAR
1212 10:00 AN 02:45 PN 475 39.19 0.00 0.00
1213 10:15 AN 02:33 PN 03:03 PM 0530 PN 6.75 55.69 0.00 0.00 Break 30
Total (Time by 100°s) No overtime calculated 189.29 1556.66

CHAPTER 2 TIME CLOCK REPORTS 8



Hourly Time Report

The Hourly Time report shows how much labor dollars and sales occurred per hour since the first order was
taken. This is useful to control labor costs for the business.

Labor Percentage is calculated by dividing Labor Dollars Spent by Sales Dollars.
To view:

e Log into the Manager's Menu

e Click on the Reports Menu button

e Click on the Time Clock Reports button

e Click on the Hourly Time Report button and select a date or date range

Page 1
MicroSale
1221 W. Brandon Blwd.
Hourly Labor For 12/26/12

Report Date 12/26/2012 03:44 PM Printed By Wingstop Trainer

Hours Used Spent Sales Labor % Production
12:00 PM Hours Used 0.25 206 0.00 0.00% 0.00
01:00 PM Hours Used  1.00 825 29.70 27.78% 20.70
02:00 PM Hours Used  1.00 825 0.00 0.00% 0.00
03:00 PM Hours Used 027 220 0.00 0.00% 0.00
Total Hours Used 2.52 20.76 20.70 69.91% 11.80
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Hours by Department Report

The Hours by Department Report will display each Employee’s time sorted by the department they are listed

under. This is useful for quickly seeing which departments currently have the most hours worked. You can view
this report for both closed and currently open time records.

To View:

¢ (o to the Manager’'s Menu
e Click on the Reports Menu button

e Click on the Time Clock Reports button
e Click on ‘Hours by Department’ button
e Select a date or date range to view the report; click Search

Below is a sample report. You can see that their were 3 different departments working for a specific date

range. Each department has a final Hours total.

Page 1

Report Date 12/26/2012 11:03 AM Printed By Sarah Supervisar

Micro Sale
1221 W. Brandon Blvd.
Daily Labor Report 11/242012 To 11/30/2012

Department Employee Date In Time Out Time HOURS Total Tips
Cashier Kelly Cashier 1124 17:00 22:30 5.50 0.00
Cashier Kelly Cashier 1126 00:15 00:15 0.00 0.00
Cashier Kely Cashier TUWET 1800 22:00 4.00 0.00
Cashier Kelly Cashier 1128 10:00 1715 7.25 0.00
Cashier 16.75

Cook Manny Juan 1124 18:00 00:30 6.50 0.00
Cook Manny Juan 1135 10:00 17.30 7.50 0.00
Cook 14.00

Supervisor Sarah Supervisor 1124 10:00 17.00 7.00 0.00
Supervisar Sarah Supervisor 1125 10:00 1700 7.00 0.00
Supervisor Sarah Supervisor 1126 10:00 17.00 7.00 0.00
Supervisar Sarah Supervisor 1027 17:00 00:15 7.25 0.00
Supervisar Sarah Supervisor 1129 17.00 00:15 7.25 0.00
Supervisar Sarah Supervisor 1130 18:.00 22:00 4.00 0.00
Supervisor 39,50

CHAPTER 2 TIME CLOCK REPORTS
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Individual Daily Time and Sales Report

This report will display employee sales and time record information for a specific date or date range. It is useful
for seeing total sales and labor dollars quickly. The data is updated as the employee clocks in/out and closes
their audit so it is available to be viewed before a close out is ran.

To view this report:

e Log into the Manager’'s Menu

e Select Reports Menu

e Select Time Record Reports

e Select Individual Daily Time and Sales Report

The following information is included:

e Clock In/Out times

e Total Hours

e Total Labor Dollars

e Total Tips

e Total Individual Sales

Page 1
MicroSale
1221 W. Brandon Blvd.
Daily Labor Report 1/9/2013 To 192013
Report Date 01/09/2013 11:432 AM Printed By Wingstop Trainer

MAME Department In Tirne Dt Tirme HOURS DOLLARS Total Tips  Ind Sales
Sandra Smith Manager 09:00 1300 4.00 33.00 0.00 0.00
Kelly Cashier Cashier 10:33 11.25 0.87 G.96 0.00 250.25
Total 4 87 30.96 0.00 250.25
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Individual Time Card Review Report

This report will allow you to review and print a specific employee’s time history for a specific date or date
range. You can also select more than one employee at a time which gives you the ability to customize how

your report will look. It includes a sign line for employees. This is printable on both a report printer and receipt

printer.

To view this report:

e Log into Manager’s Menu
e Select Reports Menu

e Select Time Clock Reports
e Select Individual Daily Time and Sales Report

What the top of the report shows:

e Employee Name

¢ SNN
e Date

e Time In/Time Out
e Break Out/Break In

e Total Hours

o Department Name
e Regular Hours (per dept.)

What the bottom of the report shows (Summary):

Total Sales

Total Tips

Gross Pay

Tip %

Department Name

Regular Hours (per dept.)
Over Time Hours (per dept.)
Dollars Spent

e Over Time Hours (per dept.) e Total Hours

e Total Hours e Total Dollars

e Sign line

Page 1
WicroSale
Individual Time Records
Period 12M17/2012 To 121222012

Repor Printed 010952013 Printed By Wingstop Trainer
Mame Kely Cook S5M
Work i r reak [n Ot Riag Day OT 0 Total Hours Tip Saleg T-Tips Job
1217 17:00 015 T.25 0.00 T35 0.00 0.00 Cook
12119 1700 2115 4725 0.00 475 0.00 0.00 Cook
12121 1715 1559 19:28 045 T.02 0.00 702 0.00 0.00 Cook
12123 300 1342 14:11 17:30 302 0.00 .02 0.00 0.00 Cook
Depantment Name Reqular Holrs Owver Time
Cook 26.54 0.00
Total Hours 26.54 0.00
Sign ;. I here by acknowledge that this is a true and complete record of my time,
Summary Gross Pay 21895 TipSales 0.00 % Sales
Totals Reaqular Hours Over Time Dollars Percentage
Cook 26 54 0.00 21895
Total Hours Uised 26.54
Total Dollars Spent 218495
Labar Percentage 1.34
Het Sales 16217.99

CHAPTER 2 TIME CLOCK REPORTS
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Labor History

This report allows you to view how much labor had cost during the day or date range you select. As well as,
the percentage compared to your sales for the day. This report is useful when you want to know if your sales
are outweighing your labor costs. This report is viewable after a Daily Closeout is performed.

Percentage = Total Department Labor Cost / Net Sales
Amount = Department Labor Pay Rate * Department Labor Hours
To run a Labor History Report:

1) Log into the Manager’'s Menu

2) Select the Reports Menu button

3) Select the Daily Sales Summary button

4) Select the Labor History report along the top left of the page

5) Select a specific date or date range
a. When you select the ‘Labor History’ button a Calendar will appear. You may either select a date
by using the Calendar or you can use the drop-down fields for Start and End date.

Below is an example of the Labor History Report:

Page 1
Labor History
From 08/31/2012 To 08/31/2012
Department Amount Percentage
Manager $35.76 351
Total $35.76
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Overtime Watch

The Overtime Watch report is available in PDF view on a back office computer or any terminal that is

connected to a reports printer. The report can also be printed on any terminal with a receipt printer attached.

The Overtime Watch Report shows employees that are near or at overtime for the open time period. The

report can flag employees’ times for any number of hours. By default, the watch starts at 30 hours. This can

be altered in Register Options.

Page 1

Report Date 09/27/2012 09:52 AM Printed By Janet Marcello

Hours
Name Worked
Aiden Colorado 4043
Kim Johnson 39.93
Jessica Jones 3815
Nancy Mendez 40.27

To change watch hours:

Log into the Manager’s Menu

Click Register Set up

Click Register Options

Click Time Clock/Misc.

Find the red box that says “enable alerts”

arwDdE

W Disahle Breaks Function

W Print Punch Chit For Employes
Tip Declaration % I~ Time Clack Raund Ta 14 Hour

™ Use Daily Ower Time Calculations
[ Include Discounts In Labor

Diaily Cver Time Starts @ | -

Minimum Wage Is
Time Window Mins ™ Auto Close Time Records
Paid Break Mi

aic Hreak Mins Minimum Tipped\Wagels (315
Mand. Break Mins

Geaneral. | ME"C” e/ '_frmd” Quick Service Fulll % Hand Held'

P"’"g”rf“f;as" Kiosk / Video Time Clock / Misc Export Options

Please note: Checking the option for Enable Alerts will automatically send the associated report to a manager

when the restaurant has met or gone above the set number.

CHAPTER 2 TIME CLOCK REPORTS
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Preview Time Records Report

This report allows you to preview open time records. It will list the following information: Name, SSN, Work
Date, Time In/Out, Break In/Out, Regular Hours, Over Time Hours, Total Hours, Tip Sales, Total Tips, Job

Title, Department Name, Gross Pay, % Sales, and a Sign line. If an employee altered a time record, it will be

shown in this report.—Figure 2

It is useful for viewing current payroll information as well as viewing when the last payroll close out occurred.

This report is populated with data as soon as someone clocks in for the day.

To run a Preview Payroll report:

aprwpdne

Log into the Manager’s Menu
Select the Reports Menu button
Select the Time Clock Reports button
Select the Preview Time Records button
Select a specific date or date range

a. When you select the ‘Preview Time Records’ button a Calendar will appear. You may either

select a date by using the Calendar or you can use the drop-down fields for the Start and End

date. The only dates available in the drop-down Start and End fields are those records that are
currently open or have yet to be closed out. This is a quick way to see when the site’s last
payroll closeout was performed.

Below is an example of the Preview Time Records report:

Microbale
Report Printed 08/27/2012 Printed By William Train
MName Aiden Colorado SSM 1001
Work DateTime Break Qut  Break In Qut Reg DayQT 0 Total Hours Tip Sales T-Tips Job
0319 12:00 18:00 6.00 0.00 6.00 0.00 0.00 Manager
Department Name Reqular Hours Over Time
Manager 600 0.00
Total Hours 6.00 0.00
Sign : | here by acknowledge that this is a true and complete record of my time.
Summary Gross Pay 0.00 TipSales 0.00 % Sales
Figure 1
MName KimJohnson SSN 1003
Work DateTime Break Out  Break In Out Reg DayOT 0 TotalHours Tip Sales T-Tips Job
0819 17:00 2315 6.25 0.00 625 0.00 0.00 Cashier
08/20 18:00 23:00 5.00 0.00 500 0.00 0.00 Cashier
08/21 17:00 23:00 6.00 0.00 6.00 0.00 0.00 Cashier
0g8/22 11:00 17:41% 6.68 0.00 668 0.00 0.00 Cashier
Shift Edit By Janet Marcello
Department Name Regular Hours Cwver Time
Cashier 23.93 0.00
Total Hours 2393 0.00
Sign - | here by acknowledge that this is a true and complete record of my time.
Figure 2

CHAPTER 2 TIME CLOCK REPORTS
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An altered shift will be represented by an asterisk (*). Below the time records, it will say “Shift Edit By
Employee Name”. The name is recorded when the employee logs into the Manager’s Menu. In the Time Area
of MicroSale, altered shifts are shown in red.
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Print Access Codes Report

The Print Access Codes report is available for print on a reports printer or receipt printer. If pulling the report

on the back office, you will be able to view the report on screen as a PDF. This report is useful when you need

to quickly find employees’ access numbers.

The employees will be listed in alphabetic order by the last name (first name, last name)

Report Formats:

Page 1
Micro$ale
1221 W. Brandon Blvd.
Em ploy ee Access Level List
Report Date 09/25/2012 03:42 PM Printed By Programmer
Winston Cash
Nathan Corey
Robert Gavin
Sam Jara
Kim Johnson
Joe Levy
Nancy Mendez
Tracey Mode
Kate Mooney
Jasmine Perry
Rei Pots
Shawn Reih
Thomas Samuel
Bernie Santuin

1002
1008
4560
0315
5508
1009
1234
6917
1010

1006
1007

PDF report on screen (available for the back office or terminals using a reports printer)

Employee Access Level List
03:46 PM Date 9/25/2012

Winston Cash .

Nathan Corey 1002
Robert Gavin 1008
Sam Jara 4550
Kim Johnson 0315
Joe Levy 5508
Nancy Mendez 1009
Tracey Mode 1234
Kate Mooney 6917
Jasmine Perry 1010
Rei Pots 3

Shawn Reih 2

Thomas Samuel 1006
Bernie Santuin 1007

Report printed with a 40 column
printer (available for regular
terminals/workstations)

CHAPTER 2 TIME CLOCK REPORTS
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Print Closed Payroll Report

The Print Closed Payroll Report displays a historical record of time records that have been closed. It will list the
following information: Name, SSN, Work Date, Time In/Out, Break In/Out, Regular Hours, Over Time Hours,
Total Hours, Tip Sales, Total Tips, Job Title, Department Name, Gross Pay, % Sales, and a Sign line.

It is useful for viewing past payroll information. This report is populated with data as soon as a date or date

range for time records are closed.

To run a Print Closed Payroll Report:

arwdE

Log into the Manager’s Menu

Select the Reports Menu button

Select the Time Clock Reports button

Select the Print Closed Payroll Report button
Select a specific date or date range

a. When you select the ‘Print Closed Payroll Report’ button a Calendar will appear. You may either
select a date by using the Calendar or you can use the drop-down fields for the Start and End
date. The only dates available in the drop-down Start and End fields are those records that are

currently closed out.

Below is an example of the Print Closed Payroll Report:

Report Printed 08/27/2012 Printed By William Train

Mame Aiden Colorado S5M 1001
Work D atelime Break Out  Break In

DayOT 0 Total Hours Tip Sales T-Tips Job

0819 12:00

0.00 0.00 Manager

Department Name

Manager

Total Hours

Sign :

| here by acknowledge that this is a true and complete record of my time.

Summary Gross Pay 0.00

TipSales 0.00

% Sales
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Print Phone List

This option will allow you to print out all of the employee’s phone numbers that have been entered into the
system in the Employee Maintenance portion of the program. A list will be automatically printed when the “Print
phone list” button is selected. If the system is configured to print to an 80 column printer, the report shown
below will be displayed on the screen for you to print and/or email.

W bl Q|- B

Fage
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Who'’s on the Clock?

Located in the Manager’s Menu, Reports Menu, Time Clock Reports

This report is available in PDF view on a back office computer or any terminal that is connected to a reports
printer. The report can also be printed on any terminal with a receipt printer attached.

This report is designed to indicate which employees are clocked in at the time the report is generated. The
report is useful to quickly determine if anyone is late, if there are too many people on the clock, and/or to verify
that everyone is clocked out at the end of the day.

Page 1
Micro$ale
1221 W. Brandon Blvd.
Who's Punched In
Report Date 09/26/2012 02:28 PM Printed By Janet Marcello

On the Clock. .. Time On
Adam Gary 0145 PM
Jessica Jones 09:58 AM
Robert Gavin 09:50 AM

Above: The report header will show the restaurant name and address along with the report title “Who’s
Punched In”.

It shows the date that the report was run (the current day), time, and the employee who accessed the report.
The report lists the employees that have clocked in for the shift.
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Chapter 3 Sales Summaries

Introduction

Sales Summaries allow you to see summarized sales numbers of your revenue. The reports are designed for
a more generic overview of sales comparative to Menu Item Reports. The summaries provide hourly, daily,
weekly or a range of information organized by category, department, group, payment, tax, etc.

Balance Sheet...... ..o e 3-5

Useful to balance assets, liabilities and equity of a company at a specific point in time and is used to calculate net
worth. Used for a single day, range of days, weeks or years.

L= 1= 0 [0 7P 6
Useful to see closed day(s) or week’s sales summarized by category only

(OF-1 0= To Lol Y74 B I=T o = o €2 1= o | O 7
Useful to see daily or week’s sales summarized by category and department

Daily Sales Summary DashbDOard.......ceueeieiiiiirisrrrr s s s an 8-9

The dashboard is useful for viewing sales data for the day/week quickly, editing deposits, viewing weather or
memos, accessing sales trends and reprinting the daily close out.

37T 0= L1 =T 10
Useful to see closed day(s) or week’s sales summarized by department only

DT EST oo 10 N 1157 101 R 11
The report is useful when you are interested in seeing where discounts are originating

FINGA TOP 10 SAlES .t uuuuuininirinirere i s s s s s e r s s s s s s s a s n s s e aannnnnas 12

The Top 10 Sales Report is a useful way to view your top or bottom grossing sales for the past two years
(approximately 730 days by default)

0 T Y T 1R 13
Useful when you would like to view a summary of sales specifically by hour for a certain day or range of days
Y == I ==Y T Yo £ Rt 14-15

Comparing Meal Period Reports over a period of weeks or months can help you to analyze trends and see when
the most sales are accumulated.

YT o o TS 0 Y/ =T o Lo 1 o 16-18

Provides detailed information for sales accrued by Tender Type, when Discounts and Voids are being applied and
when Paid Outs are used for supplies.
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L@ o =Y L= 15 F= L4 1 Yo 1 19
Order Destination is useful to see the ratio of Dine In versus To Go sales numbers
oY =T A =T 0T o 20

The report is useful when a manager or employee needs to view sales based on payment types for the current
day, week to date, or individual days in the current week.

SaAlES DY REQISTEI GrOUP cutututeuiuiarurresnrrarara s s s s s s e s s e s s s s sa s s snansnnnnsnss 21

Useful to determine which area is generating the most sales; such as a “Bar” Group, “Patio” Group, “Main” Group,
etc. The report will also provide information on gratuities, discounts and service charges applied.

SalesS DY TeIrMINAl. .. e aaas 22

The Sales by Terminal Report is useful for Quick Service establishments to see which terminals are generating
the most sales.

SaleS RECAP (HiSTOIY ) uuiutuuiieiereiiris s s s r e s s s s s s s s e s a s s s s s e nnananeennn s 23
This report is useful when you want to view sales by department for a closed day or range of days.

Sales Report Dashboard (LiVe Data).....ceveverurirrririenerernirsrssssssssssssassasssnssssnsasasnsanes 24-25
The dashboard is designed for an “at the glance” view to quickly see data for the current day

SaleS SUMMAIY REP O . u et st s s s s s s r s s s s s s nnnnnss 26

The report is useful to view a day’s or range of days’ information of generalized sales, payment types, discounts,
and department sales.

Y= 1= ST I 3 S 27
The report is useful to view a day’s or a collection of a range of days’ sales and tax information.
B e T £= 3 AT = 1 (=0 2 L= e P 28

Useful when you would like to quickly see the current sales for the day. The report is available for print on a 40-
column printer or viewable as a PDF when attached to a Report Printer.

ATV 1 =T o R 29

The reports are useful when you would like to see a visual breakdown of your sales numbers compared by day for
the week.

WEEKIY SalES REPOI . uuueieiuirtriiierrera s s s s s s s s s s s s a s s s e e aaarar s s nnnnen 30

The report is useful when you want to see summarized sales numbers for the week
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Balance Report

Located in the Manager’s Menu >Reports Menu 2>Daily Sales Summary >Balance Sheet

The Balance Sheet is based on Historical Data. The report can be chosen for a single day or selected date

range of closed days.

Balance Sheet: A financial statement that lists the assets, liabilities and equity of a company at a specific point in time
and is used to calculate net worth. A basic tenet of double-entry book-keeping is that total assets (what a business owns)
must equal liabilities plus equity (how the assets are financed). In other words, the balance sheet must balance.

raye |

Micro$ale
1221 W. Brandon Blvd.

Daily Balance Report For 08M8M2 to 08/18M2

Report Date 03/12/2013 05:06 PM Printed By Proarammer

__
Departments Sales - Crecﬁ Cads Totds
Beer 44.00 1231
Bone-in 110754 hhsler(.‘.zrd 319
Bondless 123 .40 Visa 1596.
Combos 356286 Sub Total $198847
MNon-Alcohadic 8226 Mon Cash
Sides 358 39 Sub Total $0.00
Spit 2917 Tatal $198847
Tatal *(indudes discounts)* 3530762
Sdes Tax Cdleded Discounts $3.16
Sde Tax 1 4339
Taial $13394 Bank Deposits $375920
* Drops ( $3759.20)
Over 927
= ACCOUNT FOR 3574156 \“ ACCOUNTED FOR 35741 .52
** GrossSdes ™ * Adusted Gross ™ ™ Net Sdes™ ** Voids ™ ** Gratuity **
$5330.26 3530762 $5304.46 $22.64 $0.00
= GrandTotd 5573840
** Tranacton Avg $16.89 Tran# 314 Trans $ 5304 46
Labor Percentage %
Manaoger 014 0.00% Discounts
Taial $0.14 0.00% 10 % Discount 316
Tatal $3.16

(example screen shot)

The Balance Sheet has 3 Sections. Total Revenue, Total Accounted, and a Simple Recap for the
day/week/period of time that your Balance Sheet is analyzing.

The Total Revenue side and Total Accounted should match closely/balance.
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Tnzm -
E The Total Revenue breaks out into department sales. The total

Departments Sales Totals . . .
o revenue includes discounts because discounts are not

Beer 26.00 - p .
Bone-In 593.02 necessarily linked to any specific menu department or item.
Boneless 20287
Combos 2109.34
Non-Aleshalic 52 83
Sides 169.04
Split 63.13
Total "(includes discounts)” £3216.03

Sales Tax Collected

Sale Tax 1 283.38 & Here the Sales tax is listed (+)
Sale Tax 2 2.37
Total $285.75

< Subtracting out Refunds if applicable (-)

* ACCOUNT FOR $3501.78 & Total Department Sales

+ Sales Tax Collected
— Refunds

Accounted For Total Revenue

The Total Accounted breaks out into your revenue

sources. Total Accounted |

 Credit Cards Totals
Amex 26.71
MasterCard 163.08
Viza 1882.09
Sub Total $2071.88
Mon Cash
Online Ordering E9.17
Sub Total $69.17
Total $2141.05
Paid Outs $5.44
Discounts 377 56
Bank Deposits; (cash) how much money you put in the bank = Bank Deposits $1272.00
*= Drops ( $1272.00 )
If you are OVER, the amount gets DEDUCTED from the Total > Shaort -5.73
If you are SHORT, the amount gets ADDED to the Total
"~ ACCOUNTED FOR $3601.78
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(Note: An OVERAGE is a surplus of Cash; it needs to be removed from the Accounted For)

Total Short 573
+Discounts
+Bank Deposits ~ ACCOUNTED FOR £36501.78
+Short

Accounted For Total Accounted

" Gross Sales ™ ™ Adjusted Gross ™ "™ Met Sales ™ " Woids " =~ Gratuity =~
$3216.03 $£3216.03 $3138.47 $0.00 $£0.00

" Grand Total $3424 22

** Tranaction Avg $15.93 Tran & 197 Trans $ 3138.47

Gross Sales: Net Sales + discounts + voids + refunds + non sales revenue (gift cards sold+ + deposits + service
charges, + gratuity), NO sales tax included.

Net Sales: Gross sales — voids — discounts — refunds — non-sales revenue (NO sales tax included)

Adjusted Gross: Net sales + Non Sales Rev + Net Sales Tax + Liquor Tax + Tip Fee Income. Gratuity is included by
configuration.

Gratuity: Gratuity automatically added to checks. (Example: an auto 18% Gratuity on a party or a server
adding in a Gratuity to a customer’s bill. This is not a regular ‘tip’.)

Labor Percentage L Paid Outs
Manager 0.14 0.00% Kitchen Sup. - 81100 5.44
Total $0.14 0.00% Total $5.44
Discounts
10 % Dizcount 11.27
Employee Dizcount 7.32
Made Mot Sold 58 97
Total $77.56

Labor is broken down into your labor types. This example is only lists  [FemaswnEa

management (this is a demo report) c;ﬂ‘f"’“ Toumt 2671
MasterCard 163.08
H H Visa 188205
The Percentage is the Labor type divided by NET SALES. ook Total 2071 88
Mon Cash
Discounts on this part of the report are a breakdown of your top Online Ordering €9.17
. Sub Total $69.17
Discounts; Total $2141.05
(Displayed in RED) Paid Outs 6544
Discounts and paid outs are totaled on the right side of the balance
A A Discounts $77.56
sheet and itemized at the bottom of the report
Bank Deposits $1272.00
" Drops ( $1272.00 )
Short -5.73 5
=~ ACCOUNTED FOR $3501.78




Category Report

The Category Report is located in the Manager’'s Menu, Reports Menu, Sales History. It is also located in the
Daily Sales Summary Screen under History Reports. The report is a date range report based on historical data
(closed days). To view live data for the current day, plus department information, use the

Category/Department Report located on the main page of the Reports Menu.

The Category Report is useful to see closed day(s) or week’s sales summarized by category only. The report is
available for print on a 40-column printer or viewable as a PDF when attached to a Report Printer.

Page 1
Category Report
Period Beqin 01/07/2013 09:48:52 AM
Period Ending 01/22/2013 11:04:27 AM
11:03 AM
01:24:2013 Printed By Adam Gary
ltem Name Quantity Sold Dallars Sold Percent Sold
Bagels/ CC 21 24.68 0.57
Beverages 53 4117.80 9522
Burgers / Hotdogs 9 17.97 042
Charge 18 27.00 0.62
Coupon 1 -5.00 -0.12
Discount 5 -5.10 -0.12
Draft Beer 1 3.00 007
Gourmet Sandwiches 20 22.96 0.53
Gratuity 1 1.10 0.03
Muffins 2 4.04 0.09
Salads 2 6.99 0.16
Salads / Chicken Bwl 4 9.90 023
Weekday Specials 21 31.15 0.72
Wine 2 12.01 0.28

Total Sales

4324 .42

The Item Name lists the names of categories (includes discounts, coupons, and gratuity if applicable). The
Quantity Sold is the number of menu items sold within the category, dollars sold is dollars sold within the

category, and the Percentage Sold generated by the category.
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Category/Department Report

The Category/Department report is located in the Manager's Menu on the main screen of the Reports Menu.
The report is available for the current day’s information (touch “Daily”) and Week to Date. The Week to Date is
based on the current week’s information; information accrued after the last weekly close out.

The Category/Department Report is useful to see your daily or week’s sales summarized by category and
department. The report is available for print on a 40-column printer or viewable as a PDF when attached to a

Report Printer.

Page 1

Report Date 01/21/2013 04:19 PM Printed By Meg D

MicroSale
1221 W. Brandon Blwd.
Daily 1/21/13

Daily 1/21/13 Category Qty Gross Discount Net Percentage
Burgers / Hotdogs 3 $17.97 $0.00 51797 %44 .96
Draft Beer 1 $3.00 $0.00 $3.00 %7.51
Salads 1 $6.99 $0.00 $6.99 %17.49
Wine 2 $12.01 $0.00 $12.01 %30.05
Total 8 $39.97 30.00 539497 %100.00
Daily 1/21/13 Dept Qty Gross Discount Net Percentage
Beer 1 $3.00 $0.00 $3.00 %7.51
Food 5 $24.96 $0.00 52496 %6245
Wine 2 $12.01 $0.00 $12.01 %30.05
Total 8 $39.97 $0.00 $3997 %100.00

Formulas Used:

Gross Sales: Net sales + discounts + voids + refunds + non sales revenue (gift cards sold, service charges, +
gratuity), NO sales tax included.

Net Sales: all sales — voids- discounts-refunds-non sales revenue (NO sales tax included)
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Daily Sales Summary Screen

The main page of the Daily Sales Summary is the Daily Sales Sheet. The Daily Sales Sheet is located in the
Manager’s Menu, Reports Menu, Daily Sales Summary. The page gives you sales for the week at a glance.
All information in the Daily Sales Summary is historical data. Historical data is compiled after a close out has
been completed.

Common Uses for the Daily Sales Summary:

Viewing sales data for the day/week quickly

Accessing history reports on the tool bar

Editing daily deposits

Viewing the weather for the day or past days (including written memaos)
Accessing sales trends

Reprinting the daily close out

o gk wbh R

Reports Accessed Through the Daily Sales Summary:
(*duplicate link for report)

Sales Summary*

Department Sales* (including by individual)

Category Sales* (including by individual)

Order Destination*

Weekly Sales

Meal Periods*

Labor History

Daily Audit Report

Misc. History: Paid Outs, Tenders, Deposits, Discounts, Voids [Discounts and Voids in this area only
shows numerical data; does not include descriptions]

10. Product Mix*

11. Balance Sheet

12. Sales Recap (Today’s Sales Recap is located on Reports page)
13. Top 10 Sales/Bottom Sales

14. Weekly Graphs

15. Period Reports (based on 4 week periods)

CoNooRrWNE
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sidle note

Understanding the Daily Sales Sheet

g Nailv Salac Shy

Exit History Reports  Labor History  Daily Audit Report  Misc History  Product Mix  Balance Sheet  Sales Recap

January 2013 J

T2z 3 4 5 B
g8 9 10 11 12 13
15 16 17 18 13 20
2 BB KN
23 30 3 1 2 3
E 6 7 &8 4 10
T Today: 1/24/2013

01/14/2013 -
For Comparizon Sales Data Right Click,
On Grid.

Week of 01/14/2013
Summary 011413
Gross Sales 70059
Net Sales 67291
Sales Tax 40.44
Special Tax 0.00
Surcharge 0.00
Voids 149
Discounts 26.19
Charges 366.66
Paid Outs
Bank Deposits | 346.00
MNon Taxed Sales 0.00

01/15{13

942.07
930.58
55.89
0.00
0.00
0.00
11.49
458.17
45.00
483.00
0.00

Tl To Acctfor 713.35

986.47;

Tt Accounted for 71266
QOver/Short -0.69
Labor Dollars 0.00
Labor Hours 0.00
Labor Percentage 0.00
Sales Percentage 7.74
Go Sales 748
Callln Sales 0.00
Drive Thru Sales 0.00
Gift Cert/Paid In 0.00
Tip Fee Income 0.00
Refunds 0.00
Deposit Paid In 0.00

0.00

986.17
-0.30
0.00
0.00
0.00
10.70
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

01/16/13

957.77
943.81
56.76
0.00
0.00
0.00
13.96
436.74
0.00
560.00
0.00
1000.57
996.74
-3.83
0.00
0.00
0.00
10.85
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

01/18/13

126047
1241.66
7457
0.00
0.00
0.00
18.81
601.81
0.00
715.00
0.00
1316.23
1316.81
0.58
0.00
0.00
0.00
14.28
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

01/19013

2589.63
2571.26
154.53
0.00
0.00
0.00
18.37
1410.10
0.00
1320.00
0.00
2725.79
273010
431
0.00
0.00
0.00
2957
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Find Top 10 Sales For  Weekly Graphs Edit Period Reports

01/20013 Total

1627.69 8814.62
1617.94 8694.98
97.20 52246
0.00 0.00
0.00 0.00
0.00 1.49
9.75 11815
935.82 4572.44
12.62 57.62
766.70 4590.70
0.00 0.00
1715.14 921744
1715.14 9220.76
0.00 332
0.00 0.00
0.00 0.00
0.00
18.61 99.99
0.00 748
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00

Red Date Indicates Attached Memo

Toolbar linking to various history reports (please refer to first page to see included reports)

To go back to certain weeks or days, click a date in the calendar. To populate the entire grid, pick the
starting day of the week. By default in the system, the business week starts on Monday.

Bank deposits may be altered by right clicking on the number field in the Bank Deposits row.

Double click any 0.00 value field to view the daily weather and attached memos.

The left and right arrows will toggle through weeks. You may go back up to two years.

Click somewhere in the column for the desired day to reprint a close out. The Reprint Day will allow you
to reprint necessary information for a day that has been closed when the original printed copy has been

lost or damaged. Print will print the current screen

For a 0.00 column with no date listed, means that either the daily close was not ran for the day, which

will combine the sales with the current open day, or that the restaurant was closed and a daily close out
was not necessary.

CHAPTER 3 SALE SUMMARIES 9



Department Report

The Department Report is located in the Manager’s Menu, Reports Menu, Sales History. It is also located in
the Daily Sales Summary Screen under History Reports. The report is a date range report based on historical
data (closed days). To view live data for the current day, plus category information, use the
Category/Department Report located on the main page of the Reports Menu.

The Department Report is useful to see closed day(s) or week’s sales summarized by department only. The
report is available for print on a 40-column printer or viewable as a PDF when attached to a Report Printer.

Page 1
Department Report

Period Begin 01/07/2013 09:48:52 AM

Period Ending 01/10/2013 03:24:57 PM
11:20 AM
01:24:2013 Printed By Adam Gary
ltem Name Quantity Sold Dollars Sold Percent Sold
Beverage a7 55.25 44 50
Coupon 1 -5.00 -4.03
Discount 2 -1.34 -1.08
Food 17 27.16 2187
Gift Certificate 1 20.00 16.11
Gratuity 11 16.10 12.97
Service Charge 8 12.00 9.66
Total Sales 12417

The Item Name lists the names of departments (includes discounts, coupons, and gratuity if applicable). The
Quantity Sold is the number of menu items sold within the department, Dollars Sold is dollars sold within the
department, and the Percentage Sold is the ratio of sales that the specific department generated for the
selected period of time.
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Discount History Report (aka Coupon History Report)

The Discount History Report is located in the Manager’s Menu, Reports Menu, Sales History

The report is a History Report is a date range report based on previously closed days. The report is useful
when you are interested in seeing where discounts are originating. It displays the date, time the discount was

taken, the employee’s audit, discount name or typed reason, and the amount.

Page 1
Coupon History Report
From 8/1/2012 to 8/8/2012

Date Time Discount N ame Amount
Server Name —> Aide Coronado
08/03/2012 9:32 PM Made Not Sold $19.99
08/03/2012 9:33 PM Made Not Sold $7.48
08/03/2012 11.57 PM Made Not Sold $9.49
08/03/2012 11:57 PM Made Not Sold $42.78

Discount Total —= 79.74
Server Name = Jasmine Perez
08/07/2012 7:56 PM 10 % Discount $2.00
08/01/2012 4:08 PM Employee Discount $5.42
08/02/2012 9:59 PM Employee Discount $1365
08/06/2012 5:48 PM Employee Discount $2.49
08/02/2012 11:30 PM Made Not Sold $18.28
08/02/2012 11.30 PM Made Noi Sold $18.98

Discount Total == 60.82
Server Name —>» Jessica Jimenez
08/02/2012 5:59 PM Employee Discount $5.49
08/06/2012 4:43 PM Made Not Sold $7.88

Discount Total —= 13.37
Server Name > Nadia Comal
08/01/2012 11:37 PM 10 % Discount $1.32

Discount Total —= 1.32
Semver Name --> \Vanessa Pacheco
08/08/2012 11:42 PM 10 % Discount $1.32
08/03/2012 7229 PM Employee Discount $17.57
08/01/2012 11:53 PM Made Not Sold $9.49
08/01/2012 11:53 PM Made Not Sold $30.35
08/01/2012 11:54 PM Made Not Sold $12.48
08/01/2012 11:55 PM Made Not Sold $1629
08/03/2012 8:04 PM Made Not Sold $16.98
08/03/2012 8:05 PM Made Not Sold $0.49
08/03/2012 806 PM Made Not Sold $13.15
08/03/2012 8:06 PM Made Not Sold $15.03
08/03/2012 8:06 PM Made Not Sold $6.59
08/05/2012 10:16 PM Made Not Sold $9.78
08/08/2012 9:19 PM Made Not Sold $10.87
Total Quantity 26 $324.64

A summarized variation of the Discounts Report is offered in the Daily Sales Summary in Misc History under

Discounts. (example below)

Page 1

Discount History

From 8/1/2012 To 8/8/2012

Discount Name Type Discount Amt Quantity
10 % Discount Discount $4.64 3
Employee Discount Discount $44 62 5

Made Not Sold Discount $275.38 18
Discount $324.64 26

Total $324.64 26
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“Find Top 10 Sales For” Reports

The Top 10 Sales Reports are gathered in the Daily Sales Summary area (involving only historical data). The
report is located on the toolbar. The Top 10 Sales Report is a useful way to view your top or bottom grossing
sales for the past two years (approximately 730 days by default)

Daily Sales Sh

—
Exit History Reports  Labor History Daily Audit Report  Misc Histery  Preduct Mix  Balance Sheet  Sales Recap | Find Top 10 5ales For

Weekly Graphs Edit Period Reports
Monday 3 Top 10

Week of 08/20/2012 Tuesday 3 Bottom 10

Summary 08/20/12 | 08/21/12 | 082212 Wednesday 4

Gross Sales 3289.65 310197 0.00 0.00 Thursday 3

Net Sales 3008.24 327252 298791 0.00 0.00 Friday v

Sa\eg Tax 24782 269.04 24323 0.00 0.00 Sy >

Special Tax 0.00 0.00 0.00 0.00 0.00

Surcharge 0.00 0.00 0.00 0.00 0.00 Sy r

Figure 1
To view this report:

Log into the Manager’'s Menu

Go to the Reports Menu

Go to Daily Sales Summary

Click the report on the tool bar as shown in Figure 1.

E A

When drilling down into the Top 10 or Bottom 10, a bar chart will appear along with the listed days. The list is
in descending order by sales (not by date). The sales will show a total of 11 days to show you the difference in
sales not included in the Top/Bottom 10—Figure 2.

Sales Data

02032012 | 713559
04/20/2012 6801.26 =
05/11/2012 6792.06
05/25/2012 6757.50
02/10/2012 6514.16
10/28/2011 6492 23
07/13/2012 634218
06/22/2012 627145
0z2/24/2012 6252.89
07/20/2012 623986
0z217/2012 622587

Figure 2
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Hourly Sales

The Hourly Sales Report is located in the Manager’s Menu, Reports Menu, Sales History. The report is a date
range report based on historical data (closed days). If you would like to view the current day’s hourly sales,
please go to the Sales Report Button on the main page of the Reports Menu (or go to the Sales Report
Dashboard Report in this chapter). To view sales by time intevals (Meal Periods) such as breakfast, lunch,
and dinner, go to the Manager’s Menu, Reports Menu, Sales History, Meal Periods.

The Hourly Sales Report is available for print on a receipt printer or viewable/printable when attached to a
report printer. The example below is a PDF view of the report.

The report is useful when you would like to view a summary of sales specifically by hour for a certain day or
range of days. This could help management understand sales trends by hour based on a day, week or year.
Example; sales are extremely high for the hours of 12:00 PM-2:00 PM then drastically drop off at 3:00 PM. A
happy hour from 3:00 PM- 6:00 PM could help increase sales numbers in the slow times.

Hourly Sales Periods From 2/6/2013 To 2/6/2013
HOURS DOLLARS QUANTITY
6:00 AM $1.99 1
7:00 AM $75.17 51
8:00 AM $94.20 84
9:00 AM $73.99 75
10:00 AM $121.37 77
11:00 AM $61.59 73
12:00 PM $135.02 118
1:00 PM $92. 62 69
2:00 PM $72.04 58
3:00 PM $23.71 12
4:00 PM $24.79 20
5:00 PM $46.76 29
6:00 PM $23.38 16

Total Sales For Period $846 63 683

The report specifies which day’s (or days’) data are being used (above From 2/6/2013-2/6/2013), the hours of
sales (above, the restaurant is only open from 6:00 AM- 6:00 PM), the sales (in dollars) for that time, and the
guantity of menu items sold.
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Meal Periods

The Meal Period Report displays the number of checks, number of guests, sales, average check amount and
per customer average for each Meal Period established in Register Options—> Register Setup>Misc. The
report allows you to see revenues generated during a specific time period. Comparing Meal Period Reports
over a period of weeks or months can help you to analyze trends and link sales to other factors such as
weather, holidays, or community events.

~ MealPeriadOptions | The example (to the left) are set times by default. You may change the
MeslPericd  Begin Ending names of the meal periods and change the hours. In order to NOT overlap
Breakiast e | [om <] || salesinthe meal periods, make sure the same hour is not listed twice. For
Lunch mm -] |um - || €xample, Breakfastin the picture is set from 6:00-10:00 while Lunch starts

at 11:00.
Thru [0 ~|  Jiron -]
Dinner 0 I 128(% aerpcis the beginning of the hour for 11:00, 14:01 is the beginning of the hour
\Lﬂte Might RS I ﬂ//. i The Breakfast Hours of 6:00-10:00 are strictly the sales between 6:00-10:00.

Military Time Conversion Chart

Military Time to Standard Time Conversion Chart

Military Time Standard Time Military Time Standard Time
0000 12 AM 1200 12 PM
0100 1AM 1300 1PM
0200 2 AM 1400 2 PM
0300 3 AM 1500 3PM
0400 4 AM 1600 4 PM
0500 5 AM 1700 5 PM
0600 6 AM 1800 6 PM
0700 7 AM 1900 7 PM
0800 8 AM 2000 8 PM
0900 9 AM 2100 9 PM
1000 10 AM 2200 10 PM
1100 11 AM 2300 11 PM
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Report Example

Page 1

Date Start - 10/7/2012
Nate Fnd - 10/7/2012

Report Date 02/18/2013 03:15 PM Printed By Meg D

Micro$ale

1221 W. Brandon Blvd.
Meal Period Report

Period Mame Period Start Period End  Department Sales Count
Breakfast 6:00 10:00
Lunch 11:00 14:00
Discount -5.60 3.00
Food 0A0 1.00
lce Cream 41.00 26.00
Thru 15:00 17:00
Discount -5.80 3.00
lce Cream 28.00 15.00
Dinner 18:00 21:00
Discount -19.60 T7.00
Food 450 6.00
lce Cream 177.50 100.00
Late Might  22:00 5:00
Date Day Breakfast Count Lunch Count Count Dinner Count Late Night Count Total Tax
1000712 Sunday 845 04 101 o 175.51 22 1742 81 104.72
0.00 245,04 101 o 175.51 22 0.00 0o 174291 10472
Averages
Day Breakfast C-Avg Lunch C-Avg C-Awg Diinner C-Awvg Late Night C-%wg Total C-Avg
Sunday 0.00 0.00 24504 8.37 7.04 175.51 7.592 0.00 0.00 174201 2.14
Total 174291 2.14

In the above example, the restaurant ran a report for one day 10/7-10/7.

The Meal Period Report is broken into two sections; the top, displayed in red, consolidates all days’ (or one

day’s) sales information into sales by the meal period names, start and end time, departments (of menu items

sold), sales, and menu item count. The restaurant in the example is an ice cream shop with departments of

Food, Ice Cream, and Discount.

The second section, in blue, will break down each day and provide a summary of each including menu item

count per department, totals, customer average and tax.
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Miscellaneous History

Located in the Managers Menu, Reports Menu, Daily Sales Summary (top tool bar: Misc History)

The Misc. History category includes reports for Paid Outs, Tenders, Deposits, Discounts and Voids. The
Miscellaneous Reports are useful because it provides detailed information on how sales are being accrued by
Tender Type, when Discounts and Voids are being applied and when Paid Outs are used for supplies.

Paid Outs

Week of 09/27/2012 Tenders
Summary Deposits 09/27/12 Total -
Gross Sales Discounts 10&06} 0.00 0.00 0.00| 106.06|
NetSales Voids 9346‘ 0.00 0.00 0.00 93.46)|

Sales Tax ) . . 721 0.00 0.00 0.00 7.21|

Paid Outs

The Paid Outs option is the only Misc. History option that provides another drop down menu for more options.
The Paid Out report can be displayed the following ways, Summary by Name, Summary by Description and
List by Description. When the desired report is chosen, a date range calendar will appear. You may run the
report for a single day or a range of dates. You will not be able to choose the current day if the day has not
been closed out.

The Summary by Description and List by Description are very similar reports. The Summary by Name Report
groups the Paid Outs by the category that was selected plus the total amount per category.

Fage
Paid Out History
From 10/24/2012 To 10/24/2012

Na me Amount
General $3.00
Produce $4.00
Repairs $11. 00
Total $18. 00

The Summary by Description shows the Paid Out by the name that was entered for the Description of the
Paid Out. Each descriptive name will also display the total amount for the Paid Out.

Fage 1
Paid Out History
From 10/24/2012 To 10/24/2012

Nz me Amount
TEST $32.00
TEST AGAIN $4.00
TESTS $11.00
Total $18. 00

The List By Description includes both the Summary by Name and the Summary by Description. It includes
the Paid Outs by category and the descriptive name plus the amount total.
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Tenders

The report lists all Non-Cash Tenders for a selected date range which includes Gift Cards, Credit Cards, and
House Accounts. The report displays the Tender by name, the associated tip amount, and total amount of the
tender. (Using the Tenders and Deposits together will allow you to see total tender amounts performed during
the selected date range)

Fage 1
Non Cash Tender History
From 10/24/2012 To 10/24/2012

Tender Name Tip Amount

House Account 0.00 32.02

MasterCard 0.00 15.24

Total $47. 26

Deposits

Deposits show the amount of money that was entered as a Cash Deposit for a specific day or date range. Itis
important to remember to put in Cash Deposits each day in order for your reports to be accurate. Cash
Deposits entered into the system is the only way for MicroSale to “know” the actual cash on hand. Forgotten
deposits can be revisited for adjustment.

Fage
Deposit Report
From 10/24/2012 To 10/24/2012

Na me Amount

Ceposit $43. 84

Deposit 354432

Total $98. 27

Discounts

The Discount report will display information on the type of discount, the total dollar amount, and the total
guantity for the discount in the selected date range. The report will help you track how often a discount is
being applied at your store.

The discounts are organized by discount name. The discount will display the type, whether it was a discount
or service charge, after the discount Name. The bottom of the report includes a total for the Discount Amount
and the Discount Quantity. This will be the total dollar amount of discounts, regardless of the type of discount,
and the total quantity of discounts. To see a more description version of this report, go to the Reports Menu,
History Reports, Discounts (known as the Coupon History Report).

Page 1

Discount History
From 8/1/2012 To 8/8/2012

Discount Name Type Discount Amt Quantity
10 % Discount Discount $4.64 3
Employee Discount Discount $44 62 5

Made Not Sold Discount $275.38 18
Discount $324.64 26

Total $324.64 26
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Voids

The Void Report is sorted by check number; displaying the Menu Item and the price associated with the Menu
Item. The reason for the void, the server and the manager name is also displayed. This places accountability
on whoever is voiding transactions. The Menu Item name has a number in parenthesis signifying the quantity
of the Menu Items voided. (Descriptive void information is available in the Current Week Void Report, Server
Reports, or the Transaction Review)

**This report is also located in the Reports Menu->History Reports**

Page 1
Void Report

From 8/1/2012 To 8/8/2012
Name Price Check Mo Reason Manager Semer
(1) 6 BW Combo 749 1072 DIDNT WANT IT Aide Coronado Aide Coronado
(1) 6 MIX Combo 749 1072 DIDNT WANT IT Aide Coronado Aide Coronado
(1) Soda 20 oz. 199 1145 Aide Coronado
(1) 35 MIX 23.29 1009 Ana Martinez
(1) 15 SPL Combo 16.29 3022 Ana Martinez
(1) 6 BW Combo 749 3115 Ana Martinez
(1) ROL 039 35 Ana Martinez
(1) Large Drink 229 a2z Rang in Wrong Adam Garcia Ana Martinez
(1) LF 319 a2z Rang in Wrong Adam Garcia Ana Martinez
(1) RAN 0a9 a2z Rang in Wrong Adam Garcia Ana Martinez
(1) 6 BW Combo 749 1069 DIDNT WAMNT TOWAIT  Aide Coronado Jasmine Perez
(1) 6 MIX Combo 749 1069 DIDNT WAMNT TOWAIT  Aide Coronado Jasmine Perez
(1) RAN 089 1104 Jasmine Perez
(2) 6 MIX Combo 14.98 3040 Jasmine Perez
(1) ROL 0.78 3040 Jasmine Perez
(1) Soda 20 oz. 199 3041 Jasmine Perez
(1) 20 MIX 13.15 1004 Jessica Jimenez
(1) MT 25 BW 12.50 1063 Jessica Jimenez
(1) 10 MIX 6.59 1068 Jessica Jimenez
(1) ROL 0.39 1068 Jessica Jimenez
(1) 10 MIX 6.59 1095 Vanessa Pacheco
Total $143.64

CHAPTER 3 SALE SUMMARIES 18



Order Destination

The Order Destination Report is located in the Manager’'s Menu, Reports Menu, in History Reports. It is also
available on the tool bar under History Reports in the Daily Sales Summary Screen. The report is based on
historical data (closed days) available to view in a single day or date range.

Order Destination is useful to see the ratio of Dine In versus To Go sales numbers. The Quantity is the
number of menu items sold in each order destination, the Sales is the number of sales generated by the
destination and then the percentage between the two types of destinations.

Page 1
Period Begin 10/3/2012
Period Ending 10/10/2012
11:13 AM
01:22:2013 Printed By Adam Gary
Order Type Quantity Sales Percent
Dine In 1450 11148 .28 9938
Go Order 11 69.22 062
Total Sales 11217 .50
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Payment Report

The Payment Report is located in the Manager's Menu on the main page of the Reports Menu. The report is
useful when a manager or employee needs to view sales based on payment types for the current day, week to
date, or individual days in the current week. There is also the option to view payments by hour in the day(s)

selected.

The report is available for print on a 40-column printer or viewable as a PDF when attached to a Report Printer.

If the establishment accepts tips (most quick service establishments do not, like in the below example), there
will be the total tip amount for each payment type. The Cash Tip Amount will be the total tips claimed at the

end of servers’ shifts.

Page 1

Report Date 01/22/2013 10:19 AM Printed By Meg D

Micro$ale

1221 W. Brandon Blvd.
Daily Payment Report Monday

Payment Type Payment Amount Tip Amount
Amex $72 .14 $0.00
Cash $955.74 $0.00
Discover $37.45 $0.00
Master Card $255.80 $0.00
Visa $526 67 $0.00
Total Payments $1847 80 $0.00

Format example based on Hourly Payments for Monday:

02:00 PM

Cash 19 140.42
Discover 1 4.55
Master Card 3 40.28
Visa 6 55.42
03:00 PM

Cash 13 79.63
Master Card 2 14.69
Visa 5 33.01
04:00 PM

Amex 1 6.14
Cash 9 40.15
Discover 1 9.09
Visa 8 74.83
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Sales by Register Group Report

Located in the Managers Menu on the main page of the Reports Menu

The Sales by Register Group displays department sales and discounts for menu items in a selected date range
by groups of terminals (registers). You will assign terminals to a register group to separate sales from other
register groups to utilize this report. The report will display the total sales for all register groups as well as the
total sales for the business.

The report is useful to determine which area is generating the most sales by examining the total sales from
each register group; such as a “Bar” Group, “Patio” Group, “Main” Group, etc. The report will also provide
information on gratuities, discounts and service charges applied.

At the bottom of the report you will see the total quantity of menu items and total sales for all register groups.

Fage 1
Micro Sale
1221 W. Brandon Bhvd.
Revenue Center
From 1/7/2013 to 1/1022013
Report Date 01/10/2012 01:55 PM Frinted By Greg Charles
Group Department Quantity Sales
Beer 18 $38.50
Bone-In 40 SE8 66
Boneless 21 S48 04
Combos 41 340 .21
Discount 3 -38.00
Gr stuity 1 -$1.00
Price Adjust 18 000
Service Charge 2 050
Sides 71 $148.18
Split 10 S2495
Bar ** Total == 26 $24414
Beer 21 S7250
Bone-In 20 S5585
Boneless 2 S43228
Combos 20 31928
Discount 12 -$1200
Gr stuity 7 -87.00
Frice Adjust 1 S0 .00
Service Charge 2 050
Sides 78 $157.00
Split 12 S22 54
Dining Room ** Total == 220 $363 .51
All Grougs ** Tctal == 448 S$697 85
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Sales by Terminal

Located by the Managers Menu, Reports Menu, Sales History, Sales by Terminal

The Sales by Terminal displays separated sales information for a selected date range. The Sales by Terminal
Report is useful for Quick Service establishments to see which terminals are generating the most sales.

The report provides the terminal name, gross sales, tax, and net total. The report is generated with history
data, meaning that it will only offer information on the current day after the close out is completed.

Page 1
Micro$ale
1221 W. Brandon Blvd.
Register Name
From 01/01/2012 to 12/20/2012
Report Date 12/20/2012 11:26 AM Printed By Meg D

Register Gross Total Tax Net Total
POS1 516402.08 38993.86 477408.22
POS2 520244.96 39368.62 480876.34
POS3 1081.02 81.82 999.20
** Total == $1037728.06 $78444.30 $959283.76
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Sales Recap (History)

Located in the Manager’s Menu, Reports Menu, Daily Sales Summary, top tool bar “Sales Recap”

The Sales Recap displays department sales and discounts for menu items in a selected date range based on
Historical Data (closed days’ information). The report also displays Gross Sales, Voids, Sales Tax, Refunds

and a simple balance of cash accounted. This report is useful when you want to view sales by department for a

closed day or range of days.

Each Department includes the quantity of menu items sold and the dollar amount of the menu items sold. The
bottom of the reports shows payments which will display credit card payments with the quantity of transactions,

the dollar amount and the amout of tips claimed on credit cards.

The Discounts section shows the type of discounts used, the quantity, and the total dollars. This is a good way

to track how often discounts are being used during a selected period.

Micro$ale
1221 W. Brandon Blvd.
Brandon
Daily Sales Recap
From 8/22/2012 To 8/22/2012

2987.91

+69.50 (discounts)
+44.56 (voids)

+0.00 (refunds)
+0.00 (non sales rev)

3101.97 GROSS SALES

DEPARTMENT SALES QTY DOLLARS

Beer 12 38.50

Bone-In 901 552.81

Boneless 255 186.96

Combos 2503 196278

Discount 4 -69.50

Mon-Alcoholic 62 94.22

Sides 179 21415

Split 8 7499

TOTAL \M‘\hﬂs\
PAYMENTS (Cash Mot Included In Total) ary DOLLARS

Amex 2 36.08 0.00
Discover 1 2412 0.00
MasterCard 17 322.72 0.00
Online Crdering 1 16.54 0.00
Visa 52 987.69 0.00
TOTAL 138915

DISCOUNTS ary DOLLARS

10 % Discount 2 275

Made Not Sold 2 66.75

TOTAL 69.50 ~

SALES DOLLARS

Gross Sales 3101.97

Voided Sales 44 56

Sales Tax 24323

Special Tax 0.00

Surcharge -

Mon Sale Revenue

MNet Sales 2987 .91

Refunds 0.00

TOTAL TO ACCOUNT FOR 323114

CASH TO ACCOUNT FOR

1841.99

Formulas Used:

Gross Sales: Net Sales + discounts + voids + refunds + non sales revenue (gift cards sold, service charges, +
gratuity) (NO sales tax included)

Non Sale Revenue: gift cards sold + deposits + service charges + gratuity

Net Sales: Gross Sales — voids — discounts — refunds — non-sales revenue (NO sales tax included)

Total to Account For: Net Sales + Taxes (Sales Tax + Special Tax) + Non Sale Revenue

Cash to Account For: Cash that MicroSale ‘thinks’ you should have on hand (after tips are taken out)
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Sales Report Dashboard

The Sales Report Dashboard is located on the main page of the Reports Menu. The dashboard provides
critical summary data for the current day. The dashboard is designed for an “at the glance” view to quickly see
data.

[QH
Q@The Sales Report Dashboard provides live data. The numbers are captured when the button is touched. Exitthe screen
to refresh the data (the numbers will not change if the screen is kept open)

Formulas Used:

Gross Sales= net sales + discounts + voids + refunds + non sales revenue (gift cards sold, service charges, +
gratuity) (sales tax not included)

Net Sales= gross sales — voids — discounts — refunds — non-sales revenue (sales tax not included)
Averages= Number of X/Net Sales

Total Sales 1 Labor Information
Gross Sales 1608.58 i
Sales Tax 90.96
Special Tax .00
Liquor Tax .00
Discounts 00

Net Sales 1102.63
Total Sales W/ Tax 119359
Void Sales 595
Non Sale Revenue 500.00

Gratuity Collected 00

Open Check Sales 00 -

Closed Check Sales 1102.63 Hours Vet Sales # Trans. #Cust. #
9:00AM 21537 3 14
12.00Pv 53103 2 8

WTD Net Sales 1102.63
WTD Net Sales / Tax 1193.59
WTD Discounts .00
WTD Voids 5.95

3:.00AM 35823 5 15

Number of Transactions 10
Transaction Average 110,26
Number of Customers 37
Customer Average 29.80
Dine In 1052.20
Go 50.43

'JIHHU[ 34(e3 GJ!!J!“ onl Frrfod]

Average Time @ Window is used for restaurants that offer Drive Thru services (using the Drive Thru
Terminal Settings)

Average Table Time is used for restaurants that offer table services (using Full Service Terminal
Settings)

The Pie Charts offer a visual to better understand percentages and costs for the restaurant.
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D Since Labor Rates are not required in the system, you may discover that the Labor Information is
blank or significantly wrong percentages. To get the most out of your system (including all Time Clock
Reports), please put in the employees’ rates of pay in the Employee Maintenance Section (more
instruction is listed in the introductory of the Report Manual)

D If the terminal is connected to a report printer, the function buttons populate a PDF view of summary
data. The reports print automatically on 40-column paper if attached to a receipt printer.

D The Hourly Sales displays sales by the hour, number of transactions (payments), and number of
customers (if applicable)
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Sales Summary Report

Located by the Manager’s Menu, Reports Menu, Sales History, Summary (aka Sales Summary Report). Also
located in the Daily Sales Summary Screen, on the toolbar labeled “Sales Summary’.

The Sales Summary Report is a date range report based on historical data (closed days). The report is useful
to view a day’s or range of days’ information of generalized sales, payment types, discounts, and department

sales.

The report is similar to the Sales Recap (based on historical data); except it is in a slightly different format and
offers Gross Receipt Sales. As you familiarize yourself with MicroSale reports, you will discover that there are
many variations of the same data to achieve different objectives.

Page 1

Report Date 01/16/2013 04:22 PM Printed By Meg D

Micro$ale
1221 W. Brandon Blvd.
Sales Summary Report

Begin Period 8/1/2012
End Period 8/1/2012

04:22 PM
01/16/2013
Dollars
Gross Receipts 4522 80
Gross Sales 4186.60
Refunds 0.00
Net Sales 4109.26
Non Taxed Sales 32.50
Non Sales Revenue 0.00
Net Sales Tax 336.20
MNet Special Tax 0.00
Net Surcharge 0.00
Discounts 75.35
Voided Sales 1.99
Net Sales Including All Tax 4445.46
Bank Deposits 251235
Tenders Dollars
Amex 38.16 3
MasterCard 432.49 28
Visa 145968 71
Discounts Dollars Quantity
10 % Discount 1.32 1
Employee Discount 542 1
Made Not Sold 68.61 4
Department Sales Dollars Quantity Percent
Beer 3250 10 0.79%
Bone-In 645 50 1031 1671%
Boneless 92.98 81 2.26%
Combos 2053.59 3757 71.88%
Discount -75.35 7 1.83%
Mon-Alcoholic 103.73 62 2.52%
Sides 265.97 240 6.47%
Split 90.34 135 2.20%
Formulas:

Gross Receipts “the starting point”

: All Sales + voids + discounts + non sale revenue + tax

Gross Sales: All sales + discounts + voids + refunds + non sale revenue (gift cards sold, service charges, +
gratuity). (NO sales tax included)

Net Sales: All sales — voids- discounts-refunds-non sales revenue. (NO sales tax included)
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Sales Tax: Sales History Report

Located in the Manager’s Menu, Reports Menu, Sales History, Sales Tax

The Sales Tax Report is a date range report based on historical data (closed days). The report is useful to
view a day’s or a range of days’ sales and tax information. The report is available for print on a 40-column
printer or viewable as a PDF when attached to a Report Printer.

Page 1
Micro$ale
1221 W. Brandon Blvd.
Sales Tax Collected From 08/01/12 To 08/08/12
Report Date 01/16/2013 02:55 PM Printed By Meg D
Net Sales Taxed Sales Non Taxed Reg Sale Tax Spc Sale Tax Total WiTax
34504 .98 34322 98 182.00 2830.76 0.00 3733574

Formulas Used:

Net Sales: Gross Sales — Voids- Discounts-Refunds-Non sales revenue (NO TAX INCLUDED)

Taxed Sales: Sales that are taxable
Net Sales — Non Taxed Sales

Non Taxed: Tax exempted sales or menu items
Reg Sale Tax: Regular sales tax collected only

Spc Sale Tax: Special tax collected only; menu items with special tax tables ex: liquor tax, beer tax,
occupation tax

Total W/ Tax: Sum of sales that are taxable, regular sales tax and special tax
Taxed Sales + Reg Sales Tax + Spc Tax
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Today’s Sales Recap

The Sales Recap is located in the Manager’s Menu on the main page of the Reports Menu. The Recap is a
summary of the current day’s sales (the open day). A similar report is located in the Daily Sales Summary
under “Sales Recap”. However, all sales in the Daily Sales Summary Screen are History Reports (based on
closed days).

The Today’s Sales Recap is useful when a manager or staff member would like to quickly see the current sales
for the day. The report is available for print on a 40-column printer or viewable as a PDF when attached to a
Report Printer.

The report displays sales organized by department, with the number of menu items sold in each area, total
dollars, and the percentage of sales each department generates.

Payments (form of payment for sales) list the types of payments used such as Cash, Visa, American Express,
Gift Card Charges, and/or House Account Charges. The Quantity is the number of transactions that used that
specific type of payment.

Micro$ale
1221 W. Brandon Blvd.
Brandon
Daily Sales Recap
01/22/2013
DEPARTMENT SALES QTY DOLLARS PERC %
Food 13 74 .67 %65.9512
Liquor 7 30.23 %26.7002
Wine 2 832 %7 3485
TOTAL 11322
PAYMENTS QTY DOLLARS TIPS
Cash 4 122.58 0.00
TOTAL 122.58 0.00
DISCOUNTS Qry DOLLARS
TOTAL 0.00
SALES DOLLARS
Gross Sales 11322
Voided Sales 0.00
Sales Tax 9.36
Special Tax 0.00
Surcharge 0.00
Non Sale Revenue 0.00
Net Sales 113.22
TOTAL TO ACCOUNT FOR 122.58
CASH TO ACCOUNT FOR (less tips) 12258
gratuity not included in total

Formulas Used:

Gross Sales: Net sales + discounts + voids + refunds + non sale revenue (gift cards sold, service charges, +
gratuity) (NO sales tax included)

Non Sale Revenue: gift cards sold + deposits + service charges + gratuity
Net Sales: Gross sales — voids — discounts — refunds — non sale revenue (NO sales tax included)
Total to Account For: Net sales + sales tax + non sale revenue

Cash to Account For: Cash that MicroSale ‘thinks’ you should have on hand (after tips are taken out)
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Weekly Graphs

Accessed by the Daily Sales Summary Report on the toolbar, the Weekly Graphs reports offer a wide selection
of reports in a pie chart format. The reports are useful when you would like to see a visual breakdown of your
sales numbers compared by day for the week.

D Daily Sales Sheet

MetSales

| Januap 2013 _+| Week of 07/26/2011 Temums

Summary 07)26111 | Q7/27711 | Q7)28711 | 07/29711 | 0730011 o A
T 1T 2z 3 1 5 & NetSales 000[ 259417| 272330] 297709 531058 4762 Lobor Houre
7 8 9 10 1 12 13 Sales Tax 000[  21282)  29329) 24320 43537 389,
415 B 17 18 19 20 Special Tax 0.00 0.00 0.00 0.00 0.00 0 floedal
518 gg gg g;‘ 215 228 23? Surcharge - 0.00 0.00 0.00 0.00 0.00 0. Department Sales
4 5 B 7 8 3 Voids 0.00 34.05 2177 35.44 49.96 12. Meal Period Sales
T Today: 1/16/2013 Discounts 0.00 51.55 2934 26.06 56.29 56 Over/Short

fad™ faWalal A0cc O 209 0 1072 N7 o200 A7 1048

Exit History Reports  Labor History  Daily Audit Report  Misc Histery  Preduct Mix  Balance Sheet  Sales Recap Find Top 10 Sales For | Weekly Graphs | Edit Period Reports

Daily Sales Summary Toolbar

Information available in pie chart format:

e Net Sales
e Discounts

e Labor Percentage

e Labor Hours
e Voided Sales

e Department Sales

e Meal Periods
e Over/ Short

Net Sales for the Week Chart

Sunday (16.72%;

Net Sales Week of 08/06/2012

Tuesday (11.10%;

— Thursday (13.01%)

y Graphs

Edit Period Rej

PO

112/12 Total <
4881.34| 2932717
484125/ 2894951

397.39 2374.08
0.00 0.00
0.00 0.00
1.99 163.19

38.10 21447
205642 12309.08
0.00 0.00
318448 19020.14
2200 162.00
523864 3132359
524090| 31329.22| |=
226 5.63
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Weekly Sales Report

The Weekly Sales Report is located in the Manager's Menu, Reports Menu, Daily Sales Summary, History
Reports (on the toolbar)

The Weekly Sales Report is a History Report, which means that information populates after the Weekly Close
Out has been completed. The report is useful when you want to see summarized sales numbers. You may
see weeks in more detail by toggling through the spread sheet on the main page of the Daily Sales Summary
screen.

The report is organized by Week Number, such as #1 is the first week in January, and so forth; based on 52
weeks in a year.

Week Number Net Sales Sales Tax Discounts Non Taxed
#32 29070.37 2057.74 300.08 119.00
#33 9434 .61 773.02 2456 63.00
Total 34504.98 2830.76 324.64 182.00

The week number, net sales, sales tax, discounts, and non-taxed numbers are listed in the report.
Net Sales: All sales minus voids, discounts, refunds, nonsales revenue, and NO sales tax included.

Non Taxed: Tax exempted menu items
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Chapter 4 Menu Iltem Reports

Introduction
Menu Item Reports allow you to see how your revenue is being generated. The reports reveal which items are
selling, which need to be repriced, discontinued or produced more.
The information received from the Menu Item Reports will give you a true, accurate approach on what items
are selling.
CUITENT WEEBK SalES . iiiiiiireniarar e s s sara s s ran s s ssa s nan s sam s sansm s saasanaanasanrannnsnrnns 3-4
Useful to view the current week’s (or days) sales broken down by category per menu item

CUTTENT WEEK VOIS e tuunetiunetinnestanneannseaneeannsssannssrnnsrasnnrasnnsrasnsrannssrsnnssssnnsrssnnrnnnnt 5

Provides information and detail pertaining to the current week voids; it lists pertinent check details such as the
employee name, manager approval, date, check number, menu items voids, reason, amount and void time

Daily MenU M INVENTOTY ittt riei i rer s s er s e s saaransa s ranaasansasassnsansarnennss 6
Useful to track single menu items to see the actual on hand amount

INVENTONY U SO0 . untiuetiserinnraneriasiaassansssnsssasasssanssansssnsssnsssnssssssssssnsssntssnsssnssnnssnsssnnssns 7-9
Useful to track menu items that make up a whole or to track menu items made up by recipes/components
Menu Items by INAiVIidUal.....cneieiiii e r e s e s e s nr e nns 10-12
Useful for sales contests with employees or to customize your own menu item report

YD o)A I L=T o = 1 =T o PO 13-15
Useful to view the current or past day’s sales broken down by department per menu item

MiX DY REVENUE CoNTEI cutuiiiieiieieieserr s s r s s r s s ra s s s s s s e rrn s s s s s s nnnnnns 16-18

The report will help you see which days generate the most sales by area and will also allow you to track
reopened checks and tables

TS =R 19-23
Useful to print out lists of menu items and/or modifiers, inventory, and PLU numbers if applicable

Product MixX Daily DY HOUT ..ueieeieiiir s s s s rs s s s s s s s rm s s s s s s s s s a s s nanans 24-25
Useful to view menu items sold by hour for the current week (week that has not yet been closed out)

Product Mix Today DY HOU ...t e s s e e s e s rnnas 26
Useful to view menu items sold by hour for the current day

Product MiX WTD DY HOUT ... e et r e s e s s s r s s s s s s s e s e mnas 27

Shows total sales of menu items by hour for the current week
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Useful for determining which menu items and modifiers are most and/or least popular (History Report: not based
on current/open days)

Sales MixX DY Meal PeriOd...ciuiiiiiieiiiiiiierisi s resa s s s s s s s s sam s san s e sn s san s nnnnnnns, 29-31
Useful to see menu items sold by category in each meal period (breakfast vs. lunch vs. dinner)
R e [ o 153 o o PP 32

Lists check details such as the employee name, manager approval, date, check number, menu items
voids, reason, and amount
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Current Week Sales Mix Report

The following report will show the sales of current week by day, current day, and week to date.

The report displays sales broken down by category. Each menu item’s column displays the quantity, cost (if
applicable), dollar, and percentage.

Steps to run the Current Week Sales Mix Report:

1. Go to the Manager's Menu

2. Select Reports Menu

3. Select Menu Reports

4. Select the Current Week Sales Mix button

The following prompt is displayed when selecting the Current Week Sales Mix Reports. The selection offers
the current day, closed days in the current week, and the week to date for the current week (including the
current day). The prompt will appear differently depending on the settings selected in the Register options for
the first day of week.

Sales Mix

The report will contain information about the category sales, individual sales and percentage sales. Each
menu item will have a Quantity, which will be the total amount of times the item was sold and Dollars, which
will be the total amount of sales for the item.

The last column shows Percentages, which will be the total dollar amount of this individual item divided by the
total dollar amount of the sales for the day. These columns will also be available for the category totals. The
guantity represents the total amount of items sold in the category.
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Page
Miorod als
1221 W.Emndon Ehvd.
Wadnasday Producd Mix
Rapor: Date CN112012 3042 AM Primad Sy Greg Charlas
SapMX Swart 32012
SaeM¥ =nd D 0S232012
“SEVERAGES Quarry Cost [ Parmniage
Domastic Sone 400 Q00 1200 20342
Domassic Crat 1.00 Q.00 300 030085
Domeassic Cra® Spac 1.00 Q.00 100 Q2E595
Pramism Sotle 100 000 330 033433
= Caagocy Tossl-- 700 000 12350 5205
“COME0S QuaTy Cost Dollars Parantage
& MX Combo 100 000 453 133203
2 0RM Comdo 100 000 453 133203
= Canagory Tooal-- 200 Q00 953 B54
“COUPON Quary Cost Dollars Parmniage
Tan Danosn 1.00 000 Q.00 Q00000
= Canagory Tosal-- 1.00 Q.00 Q.00 Q00
“N-COMS0S QusTy Cost Quliars Parmniage
sC 1.00 000 Q00 Q00000
cs 1.00 [efeel QL0 COLOC0
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Root Saar 100 Q00 000 Q00000
SDMD 1.00 000 000 Q00000
= Caagocy Tomal-- 200 Q00 Q00 Q.00
ZMEC QuaTry Cost Dollars Paroantage
TEST 2 Q.00 4.00 105731
= Casagory Toal-- 2 Q00 400 1063
~“+SIDES QusTy Cost Dollars Paraniage
(3 1.00 Q00 153 0533123
PS 1.00 [ixs) 193 053123
- Cavagory Towal-- al 000 353 1062
= Nat Sales - 3TAS
(azs B o0aTs)
- Trarsa=on Coan 7
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CHAPTER 4 MENU ITEM REPORTS 4



Current Week Voids Report

To access the report: Managers Menu, Reports Menu, Current Week Voids (middle button)

The Current Week Voids Report is only for the current week that has not been closed. When clicking on the
report button, a calendar prompts. The software does not know if you are trying to view the voids for the
current day, select few days, or the entire week. You must only pick days that are relevant.

To view Voids for previously closed weeks, go to Sales History (button under Current Week Voids) and select
Void History, or go to the Daily Sales Summary, Misc History, Voids.

The Current Week Voids Report provides information and detail pertaining to the current week voids. It lists
pertinent check details such as the employee name, manager approval, date, check number, menu items
voids, reason, amount and void time. To investigate further, use the Current Week Voids report with the
Transaction Review (Report listed in the Sales Summaries)

Pxget
== MicroSale
1221 W. Brandon Bivd.
Void Report
From 12/18/72012 to 12/18/2012
Report Dste 12182012 02:11 PM Printed By Greg Charles
Dse Check Number ftem Name Resason Amount Vod By \oid Time
12182012 1001 5MIX Customer No Show $3.39 Greg Charles 11:5020 AM
121182012 1001 8 ROL Customer No Show 3199 Greg Charles WRO5: 14 PM
12182012 1002 6 ROL Customer No Show $1.55 Greg Charles 11:50:05 AM
12182012 1001 6ROL Customer No Show 1.58 Greg Charles C05:14 PM
12182012 1001 8ROL Customer No Show 1.59 Greg Charles R05:14 PM
12182012 1003 BB Rang in Wrong 200 Greg Charles 11:45:52 AN
12182012 1004 BC Outof Stock 089 Greg Charles 11:50:51 AM
12182012 1001 BC Customer No Show 089 Greg Charles R05:14 PM
12182012 1004 B8C Outof Sock 38 Greg Charles 11:50:51 AM
12/182012 100 BC Outof Stock 0359 Greg Charles 11:50:51 AM
12182012 1001 CAR Customer No Show 099 Greg Charles 2:05:14 PM
12182012 1001 cs Customer No Show s Greg Charles 11:5020 AM
12482012 1001 Ccs Customer No Show $158 Greg Charles @C05:14 PM
12182012 1002 cs Customer No Show 1.59 Greg Charles 11:50:05 AM
121182012 1001 HM Customer No Show 3089 Greg Charles @205:14 PM
12182012 1008 ib. BB Rang in Wrong 318 Greg Charles 11:43:52 AN
12182012 1002 Ib. CS Customer No Show $3.19 Greg Charles 11:50:05 AM
12182012 1001 Ib. CS Customer No Show .18 Greg Charles 2:05:14 PM
12/182012 1001 Ib. CS Customer No Show .19 Greg Charies 11:5020 AM
12182012 1002 ib. PS Customer No Show 219 Greg Charles 11:50:05 AM
12182012 1001 ib. PS Customer No Show $3.19 Greg Charles W05 14PN
12182012 1001 Ib. RAN Customer No Show .18 Greg Charles 205:14 PM
12/182012 1001 MIX GAR Customer No Show $0.00 Greg Charles 11:5020 AM
121182012 1001 PS Customer No Show 3159 Greg Charles W05 14 PM
121182012 1001 PS Customer No Show $1.59 Greg Charles 2:05:14 FM
12482012 1008 PS Rang in Wrong $158 Greg Charles 11:49:582 AM
12182012 1004 RAN Outof Stock 083 Greg Charles 1:50:51 AM
12182012 1001 RAN Customer No Show 3089 Greg Charles 20514 PM
12182012 1004 RAN OCutof Stock 089 Greg Charles 11:50:51 AM
12182012 1002 ROL Customer No Show $0.39 Greg Charles 11:50:05 AM
12182012 1001 ROL Customer No Show ¥0.38 Greg Charles 205:14 PM
12182012 1003 STX Rang in Wrong 059 Greg Charies 11:45:53 AM
12182012 1001 STX Cu y 051
Total Quantity33 36849
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Daily Menu Inventory Report

The Daily Menu Inventory enables you to track menu items sold. While many of the reports in MicroSale allow
you to see how many items are sold, this report gives you a clearer number to track.

“What’s the difference between the Menu Inventory and Inventory Usage?”
The Daily Menu Inventory tracks whole items while the Inventory Usage tracks recipes.

Step 1
Input the Product Inventory Count

Go to the Manager’'s Menu->Menu Maintenance->Menu Items and Pricing (Select a menu item)

There are two sections you may fill out in the Menu Item, one is Number Available which will show the
tracking of the product on the Menu Item Button which will countdown to an 86, and not allow any more
items to be rang in until restocked. The second is Product Inventory which will track the product being
sold for the report.

Step 2
Run the Report

Go to the Manager's Menu->Reports Menu->Daily Menu Inventory

Example Report

This will only display the Menu Items that are set up with Product Inventory in the Menu Items and Pricing
section.

¢ The sales amount is the amount of the Menu Item that has been sold since the beginning Inventory.
¢ The On Hand Amount is the Beginning Amount minus the Sales Amount.

¢ The Count has a space for the manual count of the inventory

e Deviation is the difference between the manual count and the On Hand

Report Date 03/03/2013 10:13 AM Printed by John Smith

ltem Beginning Sales On Hand Count Deviation
Bud Light 100 17 83 .52 -
Miller Lite 100 22 78 - =

Bud Select 100 1 99 - =
Amberbock 100 9 91 - =

Mich Ultra 100 11 89 - =
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Inventory Usage

Included in MicroSale, the Inventory Usage feature is a tool to help you track recipes, menu components, and
simple inventory. To access the feature go to the Manager’'s Menu->Reports Menu->Menu Reports->Inventory
Usage Set up

“What's the difference between the Menu Inventory and Inventory Usage?”
The Daily Menu Inventory tracks whole items while the Inventory Usage tracks recipes.

The Inventory Usage is Used For:

A. Tracking menu items that make up a whole.
B. Tracking a whole that is made up of single items.

Examples:

1. You sell glasses of wine. You want to know how many bottles of wine you should have in your inventory.
(glasses of wine in ratio to bottle)

2. You sell a Mixed Drink. You want to know how much of the inventory is being used for that item. (mixed
drink in ratio to 4 oz of Red Bull, 1 oz of Grey Goose.)

You must follow these steps in order for it to work correctly.
Step 1: Create Inventory Item
What are the menu items being taken from? Case of Bud Light, House Merlot Bottle

How much did that unit cost? Bottle of Wine: $5.00
Press the gray Save Item button in the green oval.

4 Create [rventary [bern T
Houze Merlot Bottle j
[tern Cost B.00
Delete tem Save |kem |

Step 2: Find the menu item you want to link to the created Inventory Item

Press Load Menu from Mix. (this will list all menu items including shifts and modifiers; menu file list will only
show menu items that are on buttons)

The green box is only used to input the Inventory Item. You will not need this in linking the menu item to the

inventory item. Please view screen shot below for better understanding.
Once you complete the link, press the green Save Button.
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Ask yourself: how many glasses of wine can | get from this bottle? Read ounces on the bottle and measure how
many ounces are in your restaurant’s wine glass.

>0ur glasses are served with 5 oz. of Wine.
5 0z=1glass

>ounces of wine are the variable. (this example the wine is 25.4 0z)

Formula: Glass Ounces/Bottle Ounces
502/25.4=19.6% ~ .196

Each glass of wine is 19.6% of the bottle.

Select Menu [tem kenu ltem Ingredient List
|GLS House Merlot ﬂ

House Merlot Battle 136
Load kenu Fram Mix
Load Menwu Fram Menu File

Create [nventory [tem

| =

Delete |temn | Save |tem |

Delate

Step 3: Run the Report

At the end of the day, after your close out is complete, go to back to the Menu Reports and find the Inventory
Usage button (above Exit). Depending if you are on a computer that has a reports printer, you may view the
report on screen; otherwise the report will print on your receipt printer. The report will show how many bottles of
wine you went through, plus your cost and percentage.

In conjunction with the Inventory Usage, it is recommended to use the Price and Number Available Screen. The
Inventory Usage tracks components of menu items while the Number Available or Product Inventory Number
tracks single menu items, such as bottled beer. To access the feature go to the Manager's Menu->Menu
Maintenance—>Price and Number Available. (following page)
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200z Bottled Water 1.99 9999 <00z Bottied Water

200z Coke 1.99 9999
200z Diet Coke 1.99 9999
200z Iced Tea 1.99 9999
200z Lemonade 1.99 9999
200z Sprite 1.99 9999
Boxed Lunches 0.00 9999
C- Broccoli Cheddar 13.99 9999
C- Chicken Noodle 13.99 9999
C- Chili w/ Beans 13.99 9999
C- Clam Chowder 13.99 9999
C- Comn Chowder 13.99 9999
C- ltalian Wedding 13.99 9999
C- Lobster Bisque 13.99 9999
C- Minestrone 13.99 9999
C- Mushroom Barley 13.99 9999
C- Pasta Fagioli 13.99 9999
C- Potato Soup 13.99 9999
C- Tomato Bisque 13.99 9999
C- Vegetarian 13.99 9999
Fresh Fruit Bowl 29.99 9999
LG Sweet Treats 23.99 9999
Paid Outs 0.00 9999
SM Sweet Treats 12.99 9999

Regular Price

Timed Event Frices

Price Levels

0.00| [None
0.00| [None
0.00| [Mons
0.00| [Mone
0.00| |None

Le Lo AL L« L

Product Availability 9999

Update Prompt is Off

Save Ghanges J

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Categary Increase

Category Mame Increase by & ,
Update Prices
Catering - 0.0

By default, the white area will show every menu item programmed into your system. Press the drop down in the
green box to filter by category.

Product Availability will always show 9999 by default. When this number is set, it does not decrease. Any
number lower than this will decrease as your staff sells the items. When the item drops to 0, it will ‘86" and not
allow any more of that item to be rang in until it is put back in stock. (use this screen to put items back in stock)

Product Inventory will always show 0 by default. This number is simply a beginning count. Unlike the Product
Availability, this number will not cause the menu item to ‘86°. Both options will give you the same result, to see
how many items you have sold versus what is actually counted at the end of the night.

For users with a keyboard, you may type in the numerical fields.

For users without a keyboard, use the purple area to the right. Double touch the fields to prompt a keypad.
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Menu Item(s) by Individual Report

The Menu Item(s) by Individual Report shows sales of menu items based on the current day or closed sales
data. It is a customized report that lets the user filter sales in order to populate specific data. Please follow the
documentation below from start to finish in order to accurately filter your data.

BEFORE YOU BEGIN FILTERING INFORMATION, DECIDE IF YOU NEED TO LOAD THE MENU FROM
THE SAVED FILE OR BY SALES HISTORY

By default, the list will show all items saved from the “Menu File”. The Menu File shows items as saved in the
POS. The Sales History will show the actual items sold, with shift levels, special modifiers, etc. For a more
precise sales mix, click the “Load from Sales History”.

Filtering by Menu Item

You may filter menu items individually by manually checking off items, selecting all menu items (press Select
All) or by specific category (choose the drop down and then press Select Category). *Clear All unchecks all
items.

Select By Cateqory

Once the menu items are selected, it can be saved for future usage by typing a title in the field to the right of
the menu items under “Mix Name”. PRESS SAVE.

Type paur Report Here -

¥ Salez By Individual
[ Group ltems Together

Sales by Individual: This report is also used for Sales Contests for employees. Sales by Individual will show
the sales for the specific items chosen under each employee that sold the items.
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Group Items Together: This groups menu items and modifiers with the same name together as one item. For
example, if a Coke is a menu item and in a modifier for a combo, it will combine both Cokes into one item.
With this unchecked, you will see Coke twice as two separate items in the report.

Filtering by Time/Date

If necessary, press the “None” under the Start Time to populate an hour/minute for the report to begin. If you
are going to use a Start Time, you MUST choose an End Time.

Typically, you will leave the Start and End Time at “None” in order to view an entire day’s sales. You may
press “Today” to view the current day or Select Range to choose any date range desired.

Start Time [Click Label Sets Ta Maone]
Mone

End Time [Click Label Sets Ta Mone]
Mone

-_Eldny '
‘._5}:& Hange -
4 )

g‘
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Report Structure:

Header: includes restaurant name and address.
e Report Date lists the current day (that the report was ran), the time, and who accessed the
report; helpful when being emailed/printed.
e Lists the date range for the sales information shown (currently showing 11/1-11/8)
e If specific times were chosen, that would be listed in place of “None”.

Page 1
Micro$ale
1221 W. Brandon Blvd.
Date Range Item Mix

Report Date 11/15/2012 01:50 PM Printed By Megan Manager
Sale Mix Start - 11/1/2012 To Sale Mix End : 11/8/2012
Mix Start Time : None Mix End Time : None

Item Name Quantity Cost Sales

** Sales For

1/21b CC 17.00 0.00 66.13
12 Pack Muffins 1.00 0.00 19.99
160z Chai Tea Latte 2.00 0.00 7.98
160z Hot Cocoa 11.00 0.00 3289
210z Soft Drink 126.00 0.00 22554
3 Dozen Mini Tin 1.00 0.00 2199
3 Pack Mini Muffins 102.00 0.00 162.18
320z Soft Drink 15.00 0.00 3285
4 Pack Muffins 13.00 0.00 10257
6 Bagels 23.00 0.00 136.62
6 Bagels BABS 15.00 0.00 89.10
6 Pack Muffins 9.00 0.00 104.31
Add a Soup 2.00 0.00 508
BABS Choice Bagel 47.00 0.00 7003
Bagel w/ Butter 87.00 0.00 112.23
Bagelw/ Lox 13.00 0.00 115.57
Bagel w/CC 356.00 0.00 850.84
Bagel w/CC Combo 88.00 0.00 33352
Big Apple Club 17.00 0.00 101.83
Big Apple Club Combo 14.00 0.00 111.72
Breakfast BLT 23.00 0.00 8487
Breakfast Box 3.00 0.00 10197
Breakfast Box BABS 5.00 0.00 169.95
200z Cafe Caramella 3.00 0.00 10.77

Body Information: Displays all sales for the items previously chosen for the report.
Lists the item name, number sold, the cost (your cost if applicable) and the total sales
amount

Note: The report can be used for current (open) data or history. The product cost is only
applicable for current data. It is not stored for history, as it is not necessary.

Report Tools: This report can be emailed or printed. (When emailed, it will automatically send to
the predetermined addressees.)
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Mix by Department Report

The Mix by Department shows sales of Menu Items by selected Departments. The report will also change
during the day if you are viewing the current day instead of a past time period.

The Menu Items are broken down by Department. Each Menu Item includes a column that displays the
Quantity, Cost and Dollar amount.

Steps to run the Mix by Department Report:

1. Go to the Manager’'s Menu
2. Select Reports Menu
3. Select Menu Reports
4. Select Mix by Department

Select Department \ Select Department

Select Date Range 5 . Select Date Range

"] Domestic Bottle

[~] Draft Beer —Tﬂﬂ, x; —".7‘,’5»’
"1 Non-glcoholic 2 -

[ 1 Premium Bottle - ] Premium Bottle
i V! Sides

[ Split \
—swract All 3 w—swract All

Figure 1 Figure 2

When selecting the Mix by Department button, the screen to the left will appear—Figure 1

First, select the departments you wish to view by checking the box next to the associated department (or press
Select All)—Figure 2

Once the departments are selected, select a date range (or today). When you click on the button Select
Range, the following prompt will display on the screen.—Figure 3
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August 2012

29 3 31 1 2 3 4

5 6 7 8 9 10 1

12 13 14 15 16 17 18

19 20 21 22 23 24 25
27 28 29 30 31

2 3 4 5 6 7 8
C_ DToday: 9/7/2012

Select Ending Date  Friday

8/31/2012 -

Figure 3

The first date selected is the Starting Date and the following date selected is the Ending Date. If you need to
view another month, use the arrows to the right and left of the calendar header. Once the Starting and Ending
Dates are entered, press the Search button. The following report is displayed below. The printing is
determined by your report configuration.
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Report Data:

The Departments are displayed in alphabetical order and contains the Menu Items associated with the
Department. The Quantity is the amount of items sold during the selected time period. The Dollars is the price
of the Item multiplied by the Quantity sold during the selected time period. The total row on the bottom
displays the quantity for all of the Menu Items sold for the selected Departments as well as the total Dollar
amount for the selected time period.

Page 1
MicroSale
1221 W. Brandon Bhad.
Department Sales Mix
Report Date 0207/2012 02:28 PM Frinted By Greg Charles
Sale Mix Start : 8/27/2012 To Sale Mix End : 8/31/2012
-+ _ltem Name Quantity Cost Dcllars
Noa-Alcohelic
2 Liter Bottle 1.00 0.00 2¢c9
Large Drink 200 000 4.58
Orange 1.00 000 0.00
Root Beer 200 000 0.00
Root Beer 22 1.00 000 0.00
Scda 20 cz. 4.00 000 7.e6
Sweet Tea 1.00 000 0.00
Sweet Teg 22 1.00 000 0.00
Sides
12ROL 1.00 000 359
8ROL 3.00 000 597
BB 14.00 000 2867
BB (Spif) 10 1.00 0.00 200
BB ({Spif) 2 500 0.00 978
BB{Spi) 3 0.29 0.00 200
BB (Spi) 5 1.00 000 200
BC 200 0.00 8.01
cajdry 200 000 0.00
CAR 3.00 000 297
CEL 4.00 000 s
Ccs 1200 0.00 2388
fry dry 1.00 000 0.00
gar dry 1.00 000 0.00
HOT 1.00 000 0.00
Ib. BB 2.00 000 9.57
Ib. BC 1.00 0.00 219
Ib. CHZ 2.00 000 9.57
Ib.CS 7.00 0.00 2233
Ib. PS 8.00 000 19.14
Ib. RAN 1.00 000 319
lemdry 1.00 000 0.00
LFF 1.00 000 319
LOADED 1.00 000 0.00
Loaded FF 1.00 0.00 349
Med CHZ 4.00 0.00 7.8
PS 20.00 000 29.80
RAN 7.00 000 823
ROL 1200 000 4.€8
SID CHZ 8.00 0.00 594
SID Sauce 1.00 0.00 0.89
SID Seascning 200 0.00 1.78
STX 8.00 000 7.2
Twister 1.00 0.00 1.9
— Total-- 157.99 0.00 25720
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Mix by Revenue Center Report

To access the report: Manager’s Menu 2Revenue Center (main page). When the Revenue Center is touched,
it prompts to choose the Daily Report or Week to Date.

The report shows the name of the receipts or tables and the amount of customers that used the receipt name.

If the system is using check numbers then it will display the check numbers as well. This will allow you to track
the number of customers you have plus the Dine In and Go Order customers you have in a day or week.

This report will help you see which days generate the most sales by area and will also allow you to track
reopened checks and tables.

|ail Sales

_,

'Exn"ﬂj

The Daily Report will display the revenue for receipts for the current day and Week to Date will show you the
receipts for the current (open) week.

If you are not assigning names to tables or receipts then it will use the regular check number scheme
set up in the system. This will also show you the number of customers that have used the same table
or receipt name.

If you have express order they will be recorded as Dine In or Go Order depending on the selection.
This will allow you to track Go Orders compared to Dine Ins at your place of business.

Daily Revenue Report (Full Service)

Page 1

Report Date 02/27/2013 09:30 AM Printed By Janet Marcello

Micro$ale
1221 W. Brandon Blvd.
Daily Revenue Report

Revenue Report Amount Customers
10 $13.99 1
Express $105.96 8

John Smith $18.99 1
Total $138.94 10
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Week to Date (Full Service)

Page 1
MicroSale

1221 W. Brandon Bhvd.

WTD Revenue Report
Report Date 02/27/2013 09:28 AM Printed By Janet Marcello
Revenue Report Amount Customers
10 $13.00 1
1001 $24.60 4
1002 $15.50 4
1003 $19.00 4
1004 $26.00 4
1005 $30.50 4
1006 $30.25 4
1007 $10.00 4
1008 $7.00 4
1009 $22.10 4
1010 $17.50 4
1011 $18.00 4
1012 $16.50 4
1013 $26.50 4
1014 $20.00 4
1015 $24.00 4
1016 $14.50 3
1017 $12.00 3
1018 $13.50 3
1019 $17.00 3
1020 $18.50 3
1021 $21.00 3
1022 $20.50 3
1023 $10.50 2
1024 $14.00 2
1025 $18.00 2
1026 $12.50 2
1027 $11.00 2
1028 $10.00 2
1020 $7.50 2
1030 $11.50 2
1031 $14.00 1
Express $105.96 8
John Smith $18.99 1
Total $601.20 108
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Quick Service Revenue Reports

In Quick Service Settings, customer numbers are typically not tracked. The Revenue Center Report tracks the
number of transactions.

Page 1
Micro$ale

1221 W. Brandon Bivd.
Daily Revenue Report

Report Date 02/27/2013 09:26 AM Printed By Janet Marcello

Revenue Report Amount Transaction
Delivery $18.99 1
Dine In $119.95 9
Total $138.94 10
Page 1

Micro$ale

1221 W. Brandon Blvd.
WTD Revenue Report

Report Date 02/27/2013 09:29 AM Printed By Janet Marcello

Revenue Report Amount Transaction
Delivery $18.99 1

Dine In $672 .30 107
Total $691 .29 108
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Print Utilities

Located in the Manager’s Menu >Reports Menu 2Print Utilities.

The Print Utilities area allows you to print a full list of the menu in the POS, modifiers, PLUs if applicable, and
more.

Exit Hide Report

The first option on the left is Print Store Menu. If your system is configured to only print to a 40 column printer
as soon as you click the button it will automatically print to the receipt printer that is attached to the terminal.
On this printout it will show all the menu items programmed into the system, along with each menu items price
under the “$” column, if it's taxable under the “Tax” column, and if the item is set to print to a remote printer
under the “Remote” column.

If your system is configured to print to an 80 column or “report printer” the following report will be generated on-
screen.
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Fage 1

Report Diate 01092013 (4: 1 PM Printed By Nancy Supervisor

MicroSale
1221 W. Brandon Bhed.

Menu List

liem Name Price Tacable Moditier 1 Modifier 2 Modifier 3 Modifier 4 Modifier & Remote 1 Remote 2
Depariment Mame Beer
Domestic Bottle (Nong) 278 M Maonz Nene Maonz Nene Monz Mane: Monz
Domestic Dradt rNore 278 N Maonz Mone Maonz Mone Monz Mone: Monz
Domestic Dradt Spe ’\Norﬁ 100 N Maonz Mone Maonz Mone Monz Mone: Monz
Fremium Botfe (None) 300 N Nane Non= Nane Non= None Mone: None
Premium Drai 'Nor= 300 N Nane Non= Nane Non= None Mone: None
Premium Drad Spec [None) 100 N None Nons None Nons None Mone. None
DepartmentName Bone-n
10 DRM [None} ¥ DRM Flavors Non= Nane Non= None Kitchen None
10 Fre= DRM ’Nor= e DRM Flavors Non= Nane Non= None Kitchen None
10 Frea MIX ’Nore e Mic Flawors Non= Nane Non= None Kitchen None
I) MIX rNcurve Y Mic Flawors None Nane None None Kitchen None
M (Nons) Y CRM Flavors 4 None MNone None None Kitchen None
Y Mix Flawvors 4 None Mone None None Kitchen None
Y Mix Flavors. None Mone None None Kitchen None
i DRM Flavors Nene MNone Nene Mone Kitchen Mone
i Mix Fla Nene MNone Nene Mone Kitchen Mone
) i DRM Fla None MNaonz None None Hitchen None
20 MIX ‘Nore i Mix Aa None MNaonz None None Hitchen None
25 DRM [Mon=) i DRM Fla MNone Maonz MNone Monz Hitchen Monz
26 MIX ’Nore i Mic Fa MNone Maonz MNone Monz Hitchen Monz
3 Eoralr LTC) {MNon=) i Maonz Mone Maonz Mone Monz Hitchen Monz
) i DRM Flavors 2 Mone Maonz Mone Monz Hitchen Monz
i Mic Flavors 2 ) Maona ) MNona Hitchen MNona
i M Flavors. ) Maona ) MNona Hitchen MNona
s Stip Flawors 4 Nens Mona Nens MNone Hitchen MNone
e DRM Flavors 3 Non= Nane Non= None Kitchen None
e Mic Flawors 3 Non= Nane Non= None Kitchen None
Y Stip Flavors. MNone Maone MNone MNone Hitchen MNone
Y StAp Flavors. MNone Maone MNone MNone Hitchen MNone
Y DRM Flavors 3 None Nane None None Kitchen None
Y Mix Aawvors 3 None MNone None None Kitchen None
Y M Flavors. None Mone None None Kitchen None
Y CRM Flavors 3 None Mone None None Kitchen None
Y Mix Flawors 2 None MNone None None Kitchen None
i DRM Flavors Nene MNone Nene Mone Kitchen Mone
5 Fre DRﬁ lNc(a,- hd DRM Flavors Nene Maone Nene MNone Kitchen MNone
5 Free MIX {Nong) i Mix Aavors. None MNaonz None None Hitchen None
i Mix Aavors. MNone Maonz MNone Monz Hitchen Monz
i DRM Flavors 4 MNone Maonz MNone Monz Hitchen Monz
i Mic Flavors 4 Mone Maonz Mone Monz Hitchen Monz
i Wi Flavors Mone Maonz Mone Monz Hitchen Monz
i DRM Flavors 4 ) Maona ) MNona Hitchen MNona
i Mic Flavors 4 ) Maona ) MNona Hitchen MNona
£0 DRM| (Mens=) hd DRM Flavors 4 None Nane None None Kitchen None

This report is the same as the report that would print to the receipt printer except it shows more detail. On the
80 column printer the report will also show the menu items categorized by the departments they’re assigned to,
along with the names of the modifiers attached to the menu items and the names of the remote printers that
the item is sent to. You also have the option to email this report, as well.

The next button in the list of options is Print Menu Inventory.

If your system is configured to only print to a 40 column printer MicroSale will only print the item name and the
amount on hand. The amount on hand reflects the number that MicroSale has recorded for the number
available for a menu item. This can be looked up for each menu item under Menu items and pricing. If you are

using an 80 column printer the report shown below will be generated.
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Page1
Miow Eals
1221 W. ERndon Eh.
M enu bnventory
Ranor: et D1M0/013 09043 AM Srimes Sy Mancy Supensar
tam e e O e Count Cost e
16 e 5 - ] F115 (5
108w 3 . y 5200 FE00
10 BW Comoo Bl [ ] 400 sEL00
15 5740 Famly Pack 7 [ ] 850 s59.50
Dormestic Drat 50 i ] 5100 =000
ol FW ey T

This report is more detailed than the report that would be printed to a 40 column printer. The report shows the
menu item name, amount on hand, count, cost, and value. This report is meant to be printed out and used to
count and verify that the amount listed as “on hand” matches the actual number that is available, which will be
written in the “count” column. The price listed under the “cost” field is the actual price per unit and the “value”
field is amount the items are worth retail. The total value amount is listed under total inventory.

The next button in the options list is View Modifier list.

If your system is configured to only print to a 40 column printer Micro$ale will show the modifier name, the
dollar amount charged for the modifier, and if the modifier is modified by another modifier, the modifier it's
modified by is listed as well. If your system is configured to print to an 80 column printer then the report below
will be displayed or printed out.

W M3 w8 |- S

Fagr

Ml sk
1221 'W. Emndon B
Modiier List
Fieport Dae 0131013 11205 AM Primen Sy Nancy Supen isor
me Comt mnmgory Motk Sy
o0 B R

0oo [=H] mome
:EL] 0. B8 Mone:
Tt 2. G5 Meone
] 2 PE Moma
0oo FE Seamoning

1=
oo

0oo
oo
oo
0oo
0oo
oo
0oo
0oo
[1=1:]
1-1-]
0oo
0oo
[1=1:]
1-1-]
0oo
0oo
1=]
[-1-1-]
oo
0oo

The Modifier Name is actually the Modifier Title when being compared to the Menu Modifiers screen under
Menu Maintenance. The Cost column is the price of the modifier or upcharge amount in some cases. The
Category is actually the Modifier Name when being compared to the Menu Modifiers screen. The Modified By
column is the modifier title that the modifier name is being modified by.
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The next button in the options list is Print Modifiers.

If your system is configured to only print to a 40 column printer MicroSale will show the Modifier Name as the
Modifier Title when being compared to the Menu Modifiers screen under Menu Maintenance. The “Mand” or
mandatory column, “Multi” or multi-select, and “Opt” or optional columns are referencing which boxes are
checked for each modifier title on the Menu Modifiers screen, which is shown below.

Ad_udifierTitle Selection City \ /,_I— Enahle hdatrix \
| j E j [~ Mandatory Selection
Depadment/ Function Addtoli B Sl Uil s
DL [~ Ordar As Programmed
| j I Expand Print On Checlk
Remove Ttem R
Wadify Madifier Title Wit 4 & P InCs ey
[~ Disahle Price Roll Up
| j Price Groups [~ Setas Count Diown
Ciefault kodifer Name k _,/
\|\lﬂ0ne / Rear Display None j

Aszsigned Modifiers
Modifier Mame Change Price

Modifier Name Set Color | Modifier Price Frice Shift Lewvels
| Fra Fix lizes Frice

Alternate Description hatrix Lewel
| In -l

On the report each column is marked with either a “Y” for yes or an “N” for no.

M1 1M L a |~ Sk

Page 1
Miom Eale
1221'W. Emndon Bhe

Madifisr Opiians
Fmocr: Dase CLTEE01E 10708 AM Frivtes Sy Mancy Supanisor
Mogiter Mame Miankancr y Bt Saiecs
Wing Mogds Mo ez
= Tes Mo
Wing Flauers ez Mo
Mk FEvors Tas e
BV Flancrs Tes No

Expang Fren
ez
hitd
ram
hild
Tes
hitd
hitd
ram
hild
Tes
hitd
ram
ram
Tes
Tes
Yam
ram

o
i
I
&

Sip Fisvors Yes Mo
S Flawors Yes No
Mo Ssuzs Sy Mo Mo
Stes Yas Mo
Sessoning Yes No
Como Sides Yes No
Cominn Sevarages am Mo
Comina LG Sises am Mo
Comion Stk Yes No
Beverages Yes No
L5 Severages as Mo
Fan Shes am Mo

EEEGECEEEEERaEjanaaaiyf

The 80 column printout has the same columns as the 40 column printout along with an “Expanded Print”
column to let you know if the “expand print on check” option is checked on the “Menu Modifiers” screen.

The next button in the options list is Liquor PLU Dump.

This report prints the same on both 40 and 80 column printers. The report shows the menu item name, PLU,
and quantity for all menu items programmed into the system that have PLU’s assigned to them.

The last button in the options list is Order Type Report.

This report prints the same on both 40 and 80 column printers as well. It breaks down sales by their order
destination. The first column “$ Sold” shows the dollars sold for dine in, go orders, etc. the next column shows
the quantity for each order destination, and the last category shows the dollar amounts for discounts by their
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order destination. The report also provides totals for each column at the bottom of each column. You can also
save your previously ran reports in the “Order Type Report” window shown below.

Exit Hide Report

24102/26/2013

Once the box is checked next to the dated report it will automatically start to print if the print jobs are routed to
the receipt printer. In this configuration the reports for the “Print Store Menu” and “View Modifier List” can be
pretty lengthy, so make sure the printer has enough paper in it before selecting these reports.
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Product Mix Daily by Hour Report

The following report shows the sales of menu items by hour for the current week by the day selected. This
report will change as the days are closed. Once the day is closed, it will appear in this menu and the current
day will get larger as more items are sold.

When examining this report, it will allow you to see what items are sold hourly for the day selected. If you
select today, it will show you the current sales by hour for the current day. Also, you will be able to see the
guantity for each item and the total amount for the current day as well as previous days closed out for the
current week. This report can be viewed at any time of the day as it updates items as they are sold throughout
the current day and will also have previous days already stored as they day was closed out.

Steps to run the Product Daily by Hour Report:

1. Go to the Manager's Menu

2. Select Reports Menu

3. Select Menu Reports

4. Select the Product Mix Daily by Hour

When you select Product Mix Daily by Hour, it will provide a screen display shown below. This displays the
days that have been closed out for the current week as well as the today, or the current day that has not been
closed out for the week.—Figurel

Sales Mix

Figure 1

When selecting the Product Mix Daily by Hour button it will proceed to print out the report for the day selected.
The day selected will be marked by a numerical value, e.g. Tuesday is 2 and Friday is 5. This numerical value
will be determined by the first day of the week. This is selected in the Time/Clock Register Option by Terminal
section of the Manager’s Menu. The report will look like the one attached below. On this report you will have a
header of a Name, Quantity, and Amount. Listed below the header is where you will see the menu items that
were sold for the current day and hour of the day or the sales by hour from a previous day closed out during
the current week. Again, this report will change by hour as there are sales on items throughout the day unless
you select a day that has already been closed out for the week. —Figure 2
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Figure 2

1
! .
21 p R . Kiorodale
800-800-8008 1221 §, Brandon Blvd.
800-800-8008
ry i .
oy als i 2 Hourly Sales i 5
09:25 M fote 9/4/2012
________________________________________ [ EY ] Date 9/0['20!2
Raxa Gty  Awount T
. L Oty  Rpount
09:00 f
- 10:00 A
B 1 2.06
BOTILE BATER 1 5.4 }f fff f*’":*‘ 1 1.9
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Product Mix Today by Hour Report

The following report shows the sales of menu items by hour for the current day. This report will change hourly
as the day progresses, and will get larger as there are more items sold throughout the day. When examining
this report it will allow you to see what items are selling during all hours of the day for the current day. Also,
you will be able to see the quantity for each item and the total amount for the current day. This report can be
viewed at any time of the day as it updates items as they are sold throughout the current day.

Steps to run the Product Mix Today by Hour Report:

1.

2.
3.
4

Go to the Manager’'s Menu

Select Reports Menu

Select Menu Reports

Select Product Mix Today by Hour (top button located in the right sided column)

When selecting the Product Mix Today by Hour button it will proceed to print out the report. The report will look
like the one attached below. On this report you will have a header of a Name, Quantity, and Amount. Listed
below the header is where you will see the menu items that were sold for the current day and hour of the day.

1gm$adt]xew Blvd
1221 H. Bran vd., .
§00-800-8005 12:00 Py
. 2 Litor Bottle 1 %93
fiourly Sales Hix Today OB ity Pk L 08
Dosestic Deaft 6 18.00
Prewium Draft 5 11.50
062:13 P Date 8/30/2012
02:08 PK
Heas Gy  Fwouat
108 3 14.97
10:00 AN 10 41X 1 Lo
10 5PL 1 (K]
10 B# 1 X 2 Elider 1 %
10 SPL 1 4.9 2 Strips 1 4.99
B 1 X ] 40 Fanily Pack NIX 1 .9
£s 1 1.9 5 MY 1 L3
Bowestic Sottle & fs.00 § ROL 3 5.97
Bonastic Draft 5 15.00 7 Strips 1 [X:!]
H i .19 8 1 L0
Proaiua Bottle 3 10.50 - 3 .67
Proniun Draft 2 1.0 AR 1 K]
ps 1 199 cEL 2 -]
RIL 1 .5 Dousstic Bottle 2 600
SIB oN2 1 .9 Dossstic Draft 8 9.00
T 1 .8 Dowestic Draft Spec 3 .60
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Product Mix Daily WTD by Hour Report

The following report shows sales of menu items by hour for the current week. This report will change daily as
the week progresses, and will get larger as there are more items sold throughout the week. When examining
this report it will allow you to see what items are selling during all hours of the day for the current week. Also,
you will be able to see the quantity for each item and the total amount for the current week. This report can be
viewed at any time of the day as it updates items as they are sold throughout the current week.

Steps to run the Product Mix Daily WTD by Hour:

1.

2.
3.
4

Go to the Manager’'s Menu
Select Reports Menu
Select Menu Reports

Select Product Mix WTD by Hour (third button from the top located in the right sided column)

When selecting the Product Mix WTD by Hour button it will proceed to print out the report. The report will look
like the one attached below. On this report you will have a header of a Name, Quantity, and Amount. Listed
below the header is where you will see the menu items that were sold for the current week and hour of the day.
Again, this report will change by the hour as more items are recorded.

5
Microfale 01:00 Pa
1221 W, Brandan Blvd. e eremmrmermm s
BOC-800-8508 5 WX 1 232
5 SPL 1 3,69
! i BR 1 2.00
mrly Sales Hl:( BE (Splt) 1D H 1.00
BB (St} 2 5 10
. B (it} 3 PO 280
03:03 e u:h”wmfz BB {Spit) 3 1 2.00
. s 1 Ln
B e ﬂtr ..... amf Domestic Sottle B 1l
mm """" 3 1 388
O RIL 3 '
;; ------ 1 1.50 S10 W2 ] .97
y 1%
5 WK | 3.38 5" ______________________ '
BA 2 3.9 _
BUTELE WATER 3 5,31 01"“"
a8
c;? ; 1.58 Oovastic Bottle il a0
Domsstic Bottia 3 2.50 Serssaresmes s
Domestic Draft 3 4,00 orpam
) e e
nm,;;" fraft Sore 11 118 10 HIX 1 Y
ORSNSE JUW0E 'l 1.5 5H 1 2.50
[ 2 3.08 5 Hlx .? £. ;
RO 3 L2 B8 3 £
s 3 .51

Report printed on a 40 column receipt printer
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Product Mix Report

The Product Mix Report is located in the Manager’s Menu, Reports Menu, in the Daily Sales Summary on the
top tool bar. The Product Mix Report in this area is based on Historical Data. To view current sales, please go

to the Menu Item Reports (Menu Reports).

The report will display all the menu items that were sold during a selected date range. The report is broken
down by category type to display individual menu items/modifiers. Each menu item displays the quantity sold,
dollars, and percentage sold. The report prints on a 40-column receipt printer or available to view as a PDF

when connected to a Reports Printer.

The report is useful for determining which menu items are most popular/least popular. Since the report also
shows madifiers, it will help determine modifiers that need to be eliminated or offered more.

Page 1
Sales Mix History Report

Period Begin 01/07/2013 09:48:52 AM

Period Ending 01/08/2013 12:05:50 PM
10:48 AM
01:22:2013 Printed By Adam Gary
Beverages
ltem Name Quantity Sold Dollars Sold Percent Sold
Coke 2 3.50 9 41
Gift Certificate 1 20.00 53.76
Mr Pibb 3 5.25 14.11
Sprite 1 1.75 470
Sundrop 1 1.75 470
Water 1 0.00
Salads / Chicken Bwl
ltemName Quantity Sold Dollars Sold Percent Sold
Chicken Bog Bowl 1 4.95 13.31
Potato Salad 1 0.00
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Sales Mix by Meal Period Report

The following report will show the sales of menu items by meal period. will show each menu item that has
been sold for the selected date range. For each menu item there will be a category for each meal period and
then the total amount. Inside of each category will be the quantity that was sold, then the total amount and the
last category will be the sales amount. The sales amount will be the total quantity of the menu item multiplied
by the price of the menu item. This report is viewable at any time of the day, but only for days that have been
closed out.

Steps to run the Sales Mix by Meal Period Report:

1. Go to the Manager’'s Menu

2. Select Reports Menu

3. Select Menu Reports

4. Select Sales Mix by Meal Period

Once the Sales by Meal Period report is selected a date range option will appear. The first date you will select

will be the starting date, and then the following selection will be the ending date. Once the starting and ending

date have been selected, then you will select search. The selection range allows this report to show one single
day or a multitude of days.—Figure 1

August 2012

30 31 1 2 3 4

5 6 7 8 9 10 11

12 13 15 16 17 18

19 20 21 22 (28) 24 25

26 27 28 29 30 31 1

2 3 4 5 6 7 8
C DToday: 8/23/2012

Select Starting Date

ct Ending Date

Figure 1

Once the date range has been selected the following option will present itself. The question that will appear is
a filter, that will ask whether you would like to include prices or not. —Figure2
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o =Current Week Sale W= Product Mix.Daily B '
g 4nnﬁn{‘#sm % BT

Filter Mix

Items with Prices Only ?

oy USEgESetp)

Figure 2

If you select yes, the following report will be displayed. The menu items will be assorted by category and then
it will list the menu items that were sold below the category title. The report will display each meal period and
the quantity of the menu item that was sold during the meal period. At the end of each column it will have a
Total quantity and then the Sales. The Sales is calculated by the total quantity that was sold multiplied by the
price of the item.

Pane
= Micro$ale
1221 W. Brandon Bivd.
Meal Period Mix Report
Report Dae 08202012 02:52 PM Panted By Greg Charles
Cate Start : 5282012
DseEnd 23282012
Item Breskfzst  Lunch Thru Dinner s Tota S3es
—-> Beer 500 2.00 0.00 0.00 0.00 800 322.00
~*Beweranes 500 3.00 0.00 000 0.00 300 322.00
Comestc Botte 200 20 0.00 0.00 0.00 400 $12.00
Domestc Dra 200 1.00 0.00 000 0.00 300 $95.00
Domestic Drag Soec 100 000 000 000 000 100 $1.00
--> Bone-In 0.00 1.00 0.00 0.00 0.00 1.00 $3.29
~*Bone-In 0.00 1.00 0.00 0.00 0.00 100 $3.29
5 MIX 0.00 1.00 0.00 0.00 0.00 100 $3.3S
—>Sges 6.00 0.00 0.00 0.00 0.00 6.00 310.4
~*Sides 800 0.00 000 000 200 800 3104
BB 100 0.00 000 000 0.00 100 $1.89
CAR 100 0.00 0.00 0.00 0.00 100 $0.59
CS 100 0.00 000 000 0.00 100 $1.55
b. CS 00 0.00 000 000 0.00 100 $3.19
PS 100 0.00 000 000 0.00 100 $1.55
BOL 1.00 200 000 000 200 100 2029
—> Spiit 0.00 .00 0.00 0.00 0.00 100 $3.39
== Split 0.00 1.00 0.00 0.00 0.00 1.00 $3.38
5SPL 0.00 1.00 0.00 0.00 0.00 100 $3.29
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If you select no, the following report will be displayed. The menu items will be assorted by category and then it
will list the menu items that were sold below the category title. The report will display each meal period and the
guantity of the menu item that was sold during the meal period. At the end of each column it will have a Total
guantity and then the Sales. The Sales is calculated by the total quantity that was sold multiplied by the price
of the item. The menu items displayed without a price are the modifiers such as a flavor added to a menu
item.

Pxge1
h MicroSale
1221 W. Brandon Bivd.
Meal Period Mix Report
Report Date 08202012 02:49 PM Panted ByGreg Charles
D=t Start : 8282012
DaeEnd - 3282012
Item Breskfzst  lunch Thu Dinner e Tatd Saes
—=>Beer 500 300 000 000 0.00 00 22.00
~*Bewersges 500 3.00 000 000 0.00 800 22.00
Comestic Bottie 200 200 0.00 0.00 0.00 400 12.00
Domestic Drat 200 1.0 0.00 000 0.00 300 $5.00
Domestic Drad Spec 100 000 000 000 000 100 1.00
—= Bone-In 000 200 000 0.00 0.00 200 53.39
~*Bonein 0.00 1.00 000 000 0.00 020 53.39
5 MK 0.00 1.00 000 0.00 0.00 00 3.39
~*\-Bone-In 0.00 1.00 0.00 0.00 0.00 1.00 50.00
MIX BBOQ 000 100 000 000 200 100 .00
—>Sdes 6.00 0.00 000 000 0.00 600 0.4
~"Sides 8.00 0.00 0.00 000 0.00 6.00 0.4
BB 100 0.00 000 000 0.00 100 1.85
CAR 100 0.00 000 000 0.00 100 $0.99
cs 100 0.00 0.00 000 0.00 100 $1.99
Ib.CS 100 0.00 000 000 0.00 100 319
PS 1.00 0.00 000 000 0.00 100 $1.99
ROL 100 0.00 000 000 0.00 00 0,39
—> Split 0.00 200 000 000 0.00 200 3.39
~*M-Spit 0.00 1.00 000 000 0.00 00 0.00
BWMED 0.00 10 200 000 200 00 0,00
== Split 0.00 1.00 0.00 000 0.00 00 3.39
5SPL 0.00 1.00 0.00 0.00 0.00 00 339
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Void History Report

To access the report: Managers Menu, Reports Menu, Sales History, Void Report
Also located in the Daily Sales Summary, Misc History, under Voids

The Void History Report is only for closed days or weeks. When clicking on the report button, a calendar
prompts. The software does not know if you are trying to view the voids for one day, select few days, or the
entire week. You must only pick days that are relevant.

The Voids Report provides information and detail pertaining to the selected date range. It lists pertinent check
details such as the employee name, manager approval, date, check number, menu items voids, reason, and
amount. To investigate further, search Voids in Transaction Review.

Page 1
Void Report

From 8/1/2012 To 8/8/2012
Name Price Check No  Reason Manager Server
(1) 6 BW Combo 749 1072 DIDNT WANT IT Aide Coronado Aide Coronado
(1) 6 MIX Combo 749 1072 DIDNT WANT IT Aide Coronado Aide Coronado
(1) Soda 20 oz. 199 1145 Aide Coronado
(1) 35 MIX 2329 1009 Ana Martinez
(1) 15 SPL Combo 16.29 3022 Ana Martinez
(1) 6 BW Combo 749 3115 Ana Martinez
(1) ROL 039 3115 Ana Martinez
(1) Large Drink 229 a2 Rang in Wrong Adam Garcia Ana Martinez
(1) LF 319 a2 Rang in Wrong Adam Garcia Ana Martinez
(1) RAN 089 3122 Rang in Wrong Adam Garcia Ana Martinez
(1) 6 BW Combo 749 1069 DIDNT WANT TOWAIT  Aide Coronado Jasmine Perez
(1) 6 MIX Combo 749 1069 DIDNT WANT TOWAIT  Aide Coronado Jasmine Perez
(1) RAN 089 1104 Jasmine Perez
(2) 6 MIX Combo 14.98 3040 Jasmine Perez
(1) ROL 0.78 3040 Jasmine Perez
(1) Soda 20 oz. 199 3041 Jasmine Perez
(1) 20 MIX 13.15 1004 Jessica Jimenez
(1) MT 25 BW 12.50 1053 Jessica Jimenez
(1) 10 MIX 6.59 1058 Jessica Jimenez
(1) ROL 039 1058 Jessica Jimenez
{1} 10 MIX 6.59 1095 Vanessa Pacheco
Tatal $143.64
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Chapter 5 Close Outs

Introduction

“‘How do | close out my POS System at the end of the day?” This guide will walk you through the process of
running your end of day reports and closing out the week. Daily and Weekly Close Outs are essential to the
efficiency of your operation. A close out reconciles sales, batches credit card sales, and ensures that days’ or
weeks’ sales are accounted properly.

(O Lo oY I T ST =T o] (o L= 2-3

Finalizes employee time records; this should be performed weekly or bi-weekly depending on the setup of the
restaurant

Credit Card Menu (Batching Credit Cards)....cuveverreririsiririerarrssssnsrssasa s sssessnsannn 4-5
The credit card menu is a view of all transactions tendered with a credit card. From the credit card menu, you can
view each check that was tendered using a credit card as well as any tip or gratuity added. If you select the

“Batch Charges” button you will close the current batch

Daily ClOoSE OUL ProCEOUIES . iuiiiiirirrarasrirsresa s s s s s sesa s s s s s sassssnsasasasasassnnsnnns 6

A close out should be run at the end of each day to reset the starting day totals for the system and settle the
credit card batch (if applicable).

Daily Close Out 40-Column EXamPle. ... s s s e s r s s saens 7
Displays an example of the Daily Close Out using a receipt printer (includes calculations)
Daily Close Out 80-Column /Report Printer EXample...o.ouveiiiiiiiiiiiisieircrrns s eeeeen, 8

Displays an example of the Daily Close Out using a report printer; please reference the 40-column example for
formulas if needed

WEEKIY ClOSE OUL.uuuiuiniuiiiierireiars e s e ra s s s e rara s s s s e r s ar s a s s ra s e nnannnnnnns 9

A weekly close out should be run on the last day of the week after the last Daily Close Out has been run for the
business week. This will reset the week to date totals as well as perform maintenance on the system
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Closing Time Records

This function allows you to close open time records for a specific date or date range. Once the time records
are closed, they will no longer be editable. This function is useful for finalizing employee time records. This
function should be used weekly or bi-weekly depending on the setup of the restaurant. A report is viewable
after closing the records that will show each employee’s times for a specific date or date range.

The report lists the following information: Name, SSN, Work Date, Time In/Out, Break In/Out, Regular Hours,
Over Time Hours, Total Hours, Tip Sales, Total Tips, Job Title, Department Name, Gross Pay, % Sales, and a
Sign line.

To use the Close Time Records:

Log into the Manager’'s Menu
Select the Reports Menu button
Select the Time Clock Reports button
Select the Close Time Records button
Select a specific date or date range
a. When you select the ‘Close Time Records’ button a Calendar will appear. You may either select
a date by using the Calendar or you can use the drop-down fields for the Start and End date.
The only dates available in the drop-down Start and End fields are those records that are
currently open.
b. A report will print to either a receipt printer or a report printer depending on your configuration of
the system. You can see an example of both below:

arwDdE

Printed with Report Printer

Micro$ale
$ Report Printed 08/27/2012 Printed By William Train
Permd 8/]9/2012 To 8/19/2[]]2 Name Aiden Colorado SSN 1001

Work DateTime Break Out  Break In Qut Reg DayOT 0 Total Hours Tip Sales T-Tips Job
0819 12:00 18:00 6.00 0.00 6.00 0.00 0.00 Manager
Department Name Reqular Hours OverTime
Manager 6.00 0.00

11:02:28 MM Date 8/28/2012 Total Hours 6.00 0.00

-------------------------------------- Sign - | here by acknowledge that this is a true and complete record of my time.

¢ A do
ggﬂe : ‘1‘(1)8?“ s Summary Gross Pay 0.00 Tip Sales 0.00 % Sales

Work Time Brk  Brk Time Total
pate In out In QOut Hours Formulas Used:

(_)8/19 12:00 18:00 6.00
RHOTH Gross Pay = Rate of Pay * Total Hours

r . ) .
= LI Total Tips = Gash Tips + Non Gash Tips
Manager o 0 Sales = Net Sales
Total Hours 6.00 00
Sign @ o

1 here by acknowledge that this 1b a
true and complete record of my time.

Sales 0.00 Gross Pay 0.00
Total Tips 0.00 Tip %
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The bottom of the report lists totals for Regular Hours and Over Time Hours per
job title and a total for all job titles.

Susmary
S?.

les 0.00

fotal Tips 0.00

Totals

Manager
Cashier
Coak

Total Bours

Gross Pay 0.00

Tip X

fi2g Hr 0T Hr

12.75 .00

18.25 00
30.25 00
61.25 00
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Credit Card Menu

The credit card menu is a view of all transactions tendered with a credit card. From the credit card menu, you
can view each check that was tendered using a credit card as well as any tip or gratuity added. If you select
the “Batch Charges” button you will close the current batch. When you do this, MicroSale sends the credit card
information that was stored for that day to the merchant provider for settling. The Daily Closeout will prompt
you at the end to settle the batch, so you normally would not initiate this manually. If you select the “Batch
Utilities” button you will have several more options to choose from, listed on page 2.

Viewing the Credit Card Menu:

1) Log into the Manager's Menu
2) Select Credit Card Menu button
3) Below is the Credit Card Menu screen:
e Auth. No = comes from the processor
e Status = Sale, Void, or Offline
e Check No = The assigned number for a check
e Servers = Name of the server/cashier who tendered the order
o Charge Amt = The total price of the check including tax
e Gratuity = Any tip or gratuity that was added to the card
e Account Number = The card number on the swiped card showing only the last 4 digits
e Check Total = Overall total of all checks tendered using a credit card
e Tip Total = Overall total of all tips applied to credit cards
o Batch Total = Check Total + Tip Total

Auth. No Status Check No Servers Charge Amt Gratuity Account Number
000037 Sale 1001 AM Driver 6.25 1.00  XXXX-XXXX-XXXX-6781

Balch da.. Bafchim|,
Utlities % Charges|t'm
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Selecting the “Batch Utilities” button will load the following menu options:

e " ‘

¢ Print Batch = Prints the currently open credit card batch

e Clear Batch = Erases the batch completely *NOTE*** You will |lose every charge that exists in
MicroSale and it will not be recoverable!!!

e Show Entire Batch = If the batch close out has been skipped for a day or more (possibly due to a
problem with the internet connection) this button will allow you to see all charges from those skipped
days

e Authorization is On = Works as a toggle button, meaning if you touch it the word ‘On’ will changed to
‘Off’. This is helpful if the client is offline and cannot process credit cards. You will have to manually
change it back to ‘On’ once the client is back online. This is useful when there are intermittent internet
connection problems

e Change Batch # = Allows you to adjust the batch number in case it did not get incremented after the
last batch closeout (NetEPay users). You should not use this unless directed by Technical Support

e Process Off Line Charges = Searches through the approvals database for any charges that have the
status as ‘offline’ and will attempt to obtain authorization numbers for these

e Search all terminals for lost charges = Looks through the network at each terminal in the system for
any charges that aren’t accounted for on the terminal you are currently on and will add them to the
approvals database. This is used to recover lost charges due to network issues

e Reprint Batch = Launches a list of PDF files from previous batch closeouts that you can reprint

e Exit = Exits you back to the Credit Card Menu
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Daily Close Out Procedures

A close out should be run at the end of each day to reset the starting day totals for the system and settle the
credit card batch (if applicable). The following will explain proper procedure and settings to achieve a
successful close out.

Note: A close out can occur at night or the next morning prior to ringing up sales for the new business day.

Before You Run a Close Out:

1) Close out any open orders (Tables, Tabs, Checks, Phone Orders, etc.)
2) Apply any remaining tips to credit cards (if applicable)

3) Make sure ALL audits (servers/cashiers) are CLOSED

4) Optional: Enter in the audit deposits (Quick Service only)

To Run a Close Out;:

e Log into the Manager’'s Menu

o Select the “Daily Close” button. This button can also be found on the Report’s Menu and the BackOffice
“‘Dashboard” screen.

e Optional: Enter in any remaining cash deposits under the Bank Deposit (1-4) area. This will adjust your
“Over/Short” amount.

Dany Totals

3893.1

Total Voids

Total Discounts
Total Non Cash Tenders 20.59
Total Bank Deposits

Total Paid Outs

Ut
]
w

Deposits Paid In

Over / Short

o Select the “Close Daily Sales” button. This process can take several minutes to complete and when it is
finished it will exit you back out to the Manager’s Menu. Halfway through the close out it will prompt you
to close your batch with a Yes/No message. You should always choose “Yes”, unless there are still tips
that need to be added to credit cards. You can settle the batch manually at a later time from the Credit
Card Menu if there are tips that still need to be applied. The batch will display a successful message
when completed and it will finish the close out process.

Configuring Specific Reports to Print or Email During the Close
Out:

e Log into the Manager’'s Menu it - Bslance Sheet
e Select the “Register Setup” button W cpamen Repor
e Select the “Misc Setup — Terminal Groups Etc.” button © | sening Times

e Select the Closing Reports you want to disable/enable for
printing as well as Email. Save each section separately. et the eparts not needed on
e For an example, reference the ‘Daily Close Out Report — 40
Column Printer’ and the ‘Daily Close Out Report — 80 Column Printer’ documents.
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Daily Closeout Report Example on Receipt Printer (40-Column Printer)

Calculations:

iy G0t | iy | rews
2. 00%Y: Calaa Damnpd @ ommmemsesetarRtnenmensankescansmsantne 12: L] ate | &
Nigntly Sales Report e B I i s um
""""""""""""""""""" Gross Sales : 2107.38 X
Produce 5.00
Rppetizers 136.70 32 6.67 Non Sales Revenue .00
wemQSday 09/26/2012 Beverages 166.30 63 8.1 Net Discounts 87.58 Rapairs 56.00
ST Ry 2 Bottle Beer 128.56 38 6.21 Uoided Sales 51.40 ,
H ] S .l Bourbon thiskey300.85 58 10 | —orecmemermannoomemescamnmper ekt iie ITntu\PmdUu!s _________ 160.00 I
UUf a ES Burgers Sandwiches X
------ . I s n e | et Sales 1%62.40 Discount
Tine Net Tota) Trans Coffee Drinks  6.50 1 0.3 e —————————————— Nane isc '
-------------------------------------- Discount §1.58 12 0.00 I Net Sales Tex 139.06 I
12:00 PH 362.01 362.01 5 Freauent Diner -20.00 2 0.00 "= 118 Hero Discount 3.3 10
5:00 PH 18,00 380.01 House Wines  52.00 11 2.54 Dine In 2049.8 Henager Conp ¥4 2
6:00 PH 88.26 466.27 1 Irish Fare Favorites Count 0 o
7:00 PH  516.63 984.90 5 2000 27 L s e e :
g00 PH 30742 2RR 12 Hisc 0.01 1 0.00  Custoner Count 10 Frequent Bmer
.00 M 167.31  1459.63 7 Hixed Drinks K---R Transactions $ B2 Hane is¢ '
10:00 PH  182.76 1642.39 7 9.82 ) 0.48 No Sale & mensenseces o
11:00 PH 108.83 .22 1 OTO01eE SRCIATEANER: “112: Q06  ~rrmimmmssTAsSrsiicmresecsisceos VIP $10 Discount 00 2
12:00 A0 80.12 183134 5 pints 28.55 66 13,10  Veek toDateSales  ceeee- RS T
1:00 AN 23.13 1854.47 16 fun 6.25 1 (T iy - R Tota) Discount ) :61.56
2:00 AK 41,30 1895.77 7 Scotch 8.42 2 0.41 Gross Sales L 4718.45 Total Frequent Diner:20.00
3:00 AN 66.63 1962.40 ¢ Shots 53.74 10 2.62 Non Seles Revenue ;115,00 I
Uodke 6.0 12 3.30 Net Seles Tax : j‘:g; Tﬂta‘sed Ch Ck 5‘:17;5
. Net Discounts : i [:'I V .
i o860 ECK Y01
MEG]PEHOdSﬂ]es ................. I"““‘“” AAAAAAA Lk sl - Check Munber  Void Sals  oid Disc
Heal Het Trans Lust Nme 8 Oty §  ceeeeeeeeeeseeseeseeemessessemeeeeee thk'wos """""" 400 """""""" 00
Lunch 362.01 5 7 nmss Bank DEpOS]tS Chk # 3023 4.00 00
Cust ug 5172 Chk Aug 7240 sl B chic 4 4001 9.90 00
e N e Discount 60112 008 gy pepsit 245.40 Chik 8 3040 2.50 00
wu 18,00 Food 1065.74 224 51.99 Chk § 3016 1.00 00
; Frequent Diner -20.00 2 0.00 Total Bank Deposits WA | [
Siymer »m.zz ; 25 :; i Liquor 809 9 15.5 e SR
Ot el M Al Soft Drinks 21531 7 1050
w anw e me v e Teder TS o okt o 2640
. '
GEtib. 91 Ok 30 Iuet Total 196240 462 %wo.ool tash Collected 135.53 Ad ted G Tota] 210‘ 46
"""""""""""" Bl ;05 T Gift Certificate 100,00 zu? mssd F 2]0] '46
: Anex 122.37
---------------------------------- ~ Dt Void Rert - e foal Jooonte for 2101
Chk fvg. 2.3 B 316003 NasterCard 520.43 Perfect 00
-------------------------- er ! e ilIN
Food .40 6 Tote) Credit Cards  : 1596.06
Jar . 2 Tota) Non Cash Tenders : 1696.06 fdiusted Net Sales 1962.40
Soft Drinks s10.00 5 Credit Card Returns .00 Close Counter 268
"""""""""""""""""""""" Returns Included In Totel
Total $57.40 16
Net Sales 1962.40 All Sales 2107.38 Gross Sales
+ . .
Net Tax + 87.58 Discounts - 87.58 Discounts
- Non Cash Tenders + 57.40 Voids - 57.40 Voids
- Paid Outs + 0.00 Refunds - 0.00 Refunds
Cash to Account For +__0.00 Non Sales Rev - 0.00 Non Sales Rev
$2107.38 = Gross Sales $1962.40 Net Sales

Net Sales
+Non Sale Revenue
+ Net Sales Tax
Adjusted Gross Total

Bank Deposits

+ Total Paid Outs

+ Non Cash Tenders
Total Accounted For

1962.40 Net Sales
+ 139.06 Net Tax

-1696.06 Non Cash Tenders

- 160.00 Paid Outs

S 245.40 = Cash to Account For

1962.40 Net Sales
+Non Sale Revenue
+ 139.06 Net Tax

$ 2101.46 Adjusted Gross Total

245.40 Bank Deposit
+ 160.00 Paid Outs

+ 1696.06 Non Cash Tenders

2101.46 = Total Accounted For

Non Sales Revenue = Gift
Cards Sold, Service Charges,
Gratuity, Deposits

Net Discounts = Total Disc.
Voided Sales = Total Voids

All Sales
+ Discounts
+ Voids
+ Refunds
+ Non Sales Revenue
= Gross Sales

Gross Sales
- Voids
- Discounts
- Refunds
- Non Sales Revenue
= Net Sales
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Daily Closeout Report Example on Report Printer

Bank DS

Voided Sales

$87.60

Bank Deposit $245.40
Total Bank Deposits $245.40
Tender Types
Cash Collected $738.53
Gift Certificate $100.00
Amex $122.37
Visa $945.26
MasterCard $528.43
Total Credit Cards $1596.06
Total Non Cash Tenders $1696.06
Total Credit Card Returns $0.00
Returns Included In Total
List of Returns
Paid Outs
General $34.00
Music $63.00
Produce $5.00
Repairs $58.00
Total Paid Outs $160.00
Discount Discount Amt Quantity
ITB Hero Discount $32.39 10
Manager Comp $35.19 2
Frequent Diner Discount Amt Quantity
VIP $10 Discount $20.00 2
Total Discount $67.58 12
Total Frequent Diner $20.00 2
Total $87.58 14
Closed Check Voids Void Sale Void Disc
Check No. 1006 $4.00 0.00
Check No. 3023 $4.00 0.00
Check No. 4001 $9.90 0.00
Check No. 3040 $28.50 0.00
Check No. 3016 $11.00 0.00
Total Void Sales $57.40
Cash to Account For $245.40
Adjusted Gross Total $2101.46
Total Accounted For $2101.46
Perfect $0.00
Adjusted Net Sales $1962.40
Close Counter 267
Sign
Sales Report For 09/26/2012
Daily Salés For 0972672072
Gross Sales $2107.38 Net Sales $1962.40
Non Sales Revenue $0.00
Net Discounts $87.58
Voided Sales $57.40
Net Sales Tax $139.06 Net Special Tax $0.00
Dine In : $2049.98 Transactions 82
Average Table Turn 459.48
Customer Count 104 Transactions 82
Week to Date Sales
WTD Gross Sales $4718.45 WTD Net Sales $4105.26
WTD Non Sales Revenue $115.00 WTD Net Sales $4105.26
Net Sales Tax $304.17
Net Discounts $410.59
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Weekly Close Out

A weekly close out should be run on the last day of the week after the Daily Close Out has been run. This will
reset the week to date totals as well as perform maintenance on the system.

Before the weekly close out, you must perform the daily close out (for the current day)

To run aweekly close out:

e Log into the Manager's Menu

o Select the “Reports Menu” button

o Select the “Weekly Close Out” button

e Note: The system will prompt the following message:

Weekly Close out Resets all Databases !!

The system will display a Week to Date Mix report. You can always reprint this report at a later time for any

desired date range.

Are You Sure ?

22.00 7 4133
Fage Qe Cost Par =nitage
Mizrodmis 1100 0.00 FEFE
1221 W. Emndon Sh 1.00 oo 0E0E0E
Wesk fo Dute Mix so0 oo 000000
Fport Dane OUIEE0TE DEET P Frimes Sy Seran Supsnisr £5.00 0.00 000000
See My St OLIET013 Ti0 oo0 iif
s Ena : DZAEI03
= FIs Tomt Perentage = i Cost Sar=niage
1.0 .00 TO0000 100 0.0 TIEIE
1.00 0,00 [FEEE) 1.00 oo OE0E0E
1.00 0.00 0II165 1.00 oo 000000
100 0,00 031235 4.00 0.00 00,0000
R0t Beer 32 1.00 00 Q000 OO T 0.00 TE7
Upsie Ssverage 1.00 oo 04043
= Cafegory Toi - 33 000 ] EE
“EONEN Qs Comt Parmniage 4
30 MK 1.00 0.00 TEDEE 2670
M 1.00 0.00 032287 e,
MO CAS 30.00 0.00 000000 g
= 500 0,00 00,0000
= Caregery Tomi - 3700 0.00 ]
0 s Cos: Far eninage
100 0.00 L
55.00 000 (0000 OO
S5.00 000 505
0 s Cos2 Far cenisage
10 [ TEiEe
1.00 0.00 0I0S0S
1.00 0.00 000000
1.00 0.00 000000
1.00 0,00 003347
200 0,00 00,0000
200 0,00 00,0000
3.00 000 Q000 00
1.00 0,00 00,0000
19.00 000 1050
0 s cost ParoEnnage
1.00 000 050508
1.00 0.0 0E0S0S
30,00 0,00 00,0000
1.00 0.00 00.0000
1.00 0,00 00,0000
1.00 0,00 00,0000
500 0,00 00,0000
15.00 0,00 00,0000
1.00 000 (0000 OO
200 0.00 1010
0 s Cos2 Far cenisage
100 1= FERELES
200 244 04E355
1.00 122 o0TEIE
cEL 200 0,00
== 1.00 0.00
= 1.00 122
b ES 1.00 122
b EC 1.00 122
b.GHZ 1.00 0,00
b HM 1.00 000
b FS 200 0,00
== 1.00 0.00
RaM 1.00 122
Ry CHZ 200 0.0
S0 Smuce 1.00 0.00
Em oz 22 040 CHAPTER 5 CLOSEOUTS 9
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Chapter 6 Customer Management

Introduction

MicroSale includes customer relationship management tools that give you details of customers for call in
orders, loyalty programs, memberships and house accounts.

[OLU T3 (oY 0 = ol 12N (o 8 0= 410 o T 2-6

A customer may be set up using the standard Phone Order functions. Basic customer information includes name,
address, email, and phone number. Saved customers are searchable by keywords or phone number.

=0 LU =T o 51 o R 7-10
Useful to create loyalty programs; set up instant rewards plans or accumulating points plans
L (OB =Y I o o 0 1 1 R 11-12

House Accounts can run up a tab for regular customers that is prepaid or paid monthly (and email statements
when payment is due), keeps track of purchases, keeps credit cards on file while maintaining PCI compliancy,
tracks special days (birthdays, anniversaries), and is considered a payment method.

V1= 0 o= =Y 1 1R 13-15

May be set up for country clubs or exclusive establishments where customers must be a member in order to
purchase products
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Customer Information & Customer Reports

Accessing Customer Reports: Manager’'s Menu->Reports Menu->Customer Information/Customer Reports

The customer information is based on phone orders. The amount of details shown is determined by the
information inputted at the time of order. By default, only the phone number is required for order entry.
However, for the Customer Information and Reports to be most beneficial, you should enter as much
information as possible. Itis recommended to include the first name and/or email address.

p N

1 Customer List 5 J Pending Orders J

2 Add Customer 6 }nﬂlm Order SummalyJ

3 Edit Customer 7 J Frequency Report J

4 show All Customers Exit ﬂi J
A8 ’ /

Figure 1

1 Customer List

The Customer List Button is a date range report (viewed as a PDF). The first pop up will display a calendar, to
choose a range of dates. The range selected will show the customers who called for orders during the
selected time frame. It is recommended to choose a specific amount of days (press the same date twice to
view one day’s customers), weeks, or months. If you press “done” without selecting a date, it will find all
customers. This could take 3-6 minutes to search and if you search too far back, the information could
become outdated (customer could change phone number, email address, etc.)

An example of the Customer List is shown in Figure 2. You will see that this report can be emailed or printed
for marketing/management use. The header will show your restaurant’s information, the date the report was
ran (the current day), the manager who ran the report, followed by the pertained dates.
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Page 1

1221 W. Brandon Bivd.
Phone Order Customer List
Report Date 08/27/2012 0402 PM Printed By William Train

Erom 812/2012 To 81212012
Customer Name Phone Address Gity State zp  Emal Order

ABRAFAN 214 72399553 Dalas TX 15228
0810212012
ALEX 2149249729 Dallas ™ 728
0810212012
2147178107 Dallas ™® 7E28
0810212012
ALMA 2144372923 Dallas ™® 7E28
0810212012
AMANDA 2142803066 Dallas ™ 728

AMANDA 2142803766 Dallas ™ 728
AMANDA 4595314933 Dallas ™ 728
ANGELICA 2142051354 Dallas ™ 728
ANGELICA 2144263645 Dallas ™ T8
2142897628 Dallas ™ T8
RA 9726740814 Dallas ™ 728
2
BENNY BLANTON 2142745511 Dallas ™ 728
214.99147%0 Dallas ™ T8
BROWN 2148449567 Dallas ™ T8
0810212012
CHANI 2147233240 Dallas ™ T8
08/022012
CHARLES 2144045624 Dallas ™ T8
08/0212012
CHARLEY 4605634781 Dallas ™ 7E2
08/0212012
CHASE 2146686940 Dallas ™ T8
0810212012
coIF a72 7500284 Dalas. ™ 3w9R
i

Figure 2

2 Add Customer

Adding a customer allows management/authorized staff to input a new customer that is not automatically
saved through phone orders. This allows you to build a customer base on more than just phone order
customers. This function also serves as a way to attach coupons for specific customers. Once the customer
information is added (requires phone number), you can attach the coupon.

This eliminates “he said/she said” discounts. (An unhappy customer was promised a free appetizer by
Manager X who is not working). Now you can say “what is your phone number, | will see what discount we
have saved for you...”

In the screen, you may also attach a credit card to a phone number. Once the number is entered, you will not
be able to see it, as it will encrypt (maintains PCI Compliancy)—Figure 3

If you choose to attach a credit card, you MUST fill out the full name, address, credit card number and
expiration date.

Coupon Attached | |

Credit Card Account Mumber On File Expiration Diate by’

_J

Figure 3

3 Edit Customers

The Edit Customers screen—Figure 4 is identical to the “Add Customer” screen, however it will first display a
list of saved customers. When you touch/click on a name, you will see the saved information for that specific
person. This screen will show you the last time the customer ordered (remember, this is driven by the phone
number!) and if it is within 90 days, you can touch/click on the Show Last Order to see the customer’s last
order placed. (the order will print on the receipt printer.—Figure 5)
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Custamer [nformation
Name | AARON | Phona 123498 9544
Address | | Last order for AARON
Gy |Dallas | s [TX | 2p [75228 | Current Time 04:19 PM
EMail  [aaron1982@gmail com | AARON 123.498.9544
Instructions Last Seen On
Last Order Date 05/26/2012
il
—d 1.00 Garden Salad
Thousand Island
Coupaon Attached 1.00 S/O Hot Sauce
1.00 SM Fries
Credit Card Account Mumber On File Expiration Date hbhdrr 1.00 Coke
Figure 5

Figure 4

4 Show All Customers

Show All Customers will display a list of all customers saved in the system. This screen is an easier way to
search and view your customers—Figure 6. You can touch/click in a customer’s row to view the same screen
as “Add Customer” and “Edit Customer”. Print List will print a PDF version which is the same as “Customer
List"—Figure 2.

Name Phaone Address City State Zip Instructions -
MEGAN 214 755 51598 Dallas TX 75228
MEGAN 2142982234 Dallas IES 75228
MEGAN 214 B50.7430 Dallas X 75228
MEGAN 214.755.5438 Dallas T 75228
MEGAN 214 557 5438 Dallas X 75228
MEKA 214.994.9957 Dallas IES 75228
MEKA 214 967 6566 Dallas T 75228
MEKA 214.524.3614 Dallas IES 75228
MEKA 214 6415537 Dallas T 75228
MEKA 214.859.7183 Dallas IR 75228
MEKA 214 664.2292 Dallas T 75228
MEKA 469 463 0228 Dallas TX 75228
MEL 214.527.8270 Dallas X 75228
MEL GIBSON 214319.6928 Dallas IES 75228
MELANIE 469.348.8725 Dallas T 75228
MELIK 469 438 0378 Dallas IES 75228
MELINDA 214 545.2410 Dallas T 75228
MELINDA 214 475 5813 Dallas IES 75228
MELINDA 214 458.2448 Dallas T 75228
MELINDA 2147271285 Dallas IR 75228
MELINDA 214.551.3415 Dallas X 75228
MELISSA 2145576374 Dallas IR 75228 ol
MELISSA 972 653.8505 Dallas TX 75228
MELISSA 469.360.0115 Dallas IR 75228
MELISSA 214 375 4577 Dallas X 75228
MELISSA 469.231.5873 Dallas IES 75228
MELISSA 572 800.9365 Dallas X 75228
MELISSA 214518 4464 Dallas IES 75228
MELISSA 214 534 4723 Dallas X 75228
MELISSA 214.728.3299 Dallas IES 75228
MELISSA 214 557.6771 Dallas LS 75228
MELISSA 469.826.0012 Dallas IES 75228
MELISSA 469.879.9161 Dallas T 75228
MELISSA 214 779.8441 Dallas T 75228 i

Phone Search gt Name Saarch Print List

Figure 6
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5 Pending Orders

The Pending Orders button will print the pending orders for tomorrow’s pick up. When the button is pressed, it
will print the report to the receipt printer. The report is a quick way to view the inventory that will be used for
the orders, and to see how many orders are scheduled for pick up. Please note that this report is not designed
to be used for the kitchen, as it does not show pick up times. Figure 7 displays the report.

Pending Orders for 08/28/2012

Current Time 02:32 PM

Phone Order 813.651.1875
Date Needed 08/29/2012

1.00 12 Wings
Mild

Figure 7
6 Pending Order Summary

The Pending Order Summary is a date range report (viewed as a PDF—Figure 8). The first pop up will display
a calendar, to choose a range of dates. The range selected will show the pending orders for the selected time
frame. It is recommended to choose a specific amount of days (press the same date twice to view one day’s
customers), weeks, or months. This report is a quick way to view the inventory that will be used for the orders.
The report breaks down items by category. The categories displaying a prefix of “M” represent modifiers.

T R - S = 3

Page 1
Micro$ale
1221 W. Brandon Bivd.
Phone Order ltem Summary
Report Date 08/28/2012 04:45 PM Printed By William Train

From 8/27/2012 To 8/31/2012

CATEGORY QTY MENU ITEMS
Beverages ****

1 Large Drink

1 Soda 20 oz
Bone-In *=*

2 10 MIX

1 30 MIX

2 G MIX

M-Beverages **

Coke
1 Unsweet Tea 32

M-Bone-In ===

MIX ATM
MIX BBQ
MIX CAJ
MIX LEM

RN

Figure 8
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7 Frequency Report

The Frequency Report is a date range report (viewed as a PDF). The first pop up will display a calendar, to
choose a range of dates. The range selected will show the customers with number of visits for the selected
time frame. —Figure 9

128 Q @
paget 1
roSale
1221 rden B
Prove OderCasomer vists 1
o
. 1
X
X 1
X
™
n 1
X
X
. 1
x
Dot o 1
n
e
B X 2
L.
Datas T ‘1
B i
bam &
Dalas ™ 1
B
Dot 7
Bt % 1
Bata X
E
e X 1
Dot n
Datas ™ 1
bum D
Bw T
A 2
bum
- R
Sr
A
% Bt % 1o
Apero B . 22

Figure 9
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Frequent Diner

The Frequent Diner function of MicroSale allows you to provide discounts to customers who frequently
dine at your restaurant. The discount can either be based on a number of dollars spent, or based on a
number of points earned by purchasing certain products. The customers can use a magnetic card at the
time of purchase, or you can assign them a unique account number. Each qualifying sale will then be
tracked toward the completion of a plan.

This built in feature allows you to not only encourage customer frequency but to also build a customer database
for marketing campaigns.

Using Frequent Diner

Adding Customers

1. Press the Frequent Diner button on the Order Screen

Frequent Diner ear(
Swipe Card

Check Tatal $0 00

Efter 2y Search By
N | Accountiy | Name &

ent M "
lner
Phone | rlnt aw
Order J acaipl rdar
)

Micro$ale
1221 W. Brandon Bivd. MICROSALE-D

Diner &/ I'ransactlon

[ wl/iew l >
- 1

{ | ;ddd‘Ne;Vé; ¢ ‘Caricel -,
7

Note: All of the information does

Customer Plans .
@m Date [2/082011 Bulk Dozen D° not have to be filled out.
Customer Name <Name>
Addross ::ddress> Coffee Club You may manually enter
G e — Dozen Deal C y information or you can touch the
e ETTe— Four Pack Cli <name> and swipe a drl_vers
_ : 7 Sandwich CI license to automatically insert
Zip <Zip> andawic Uv |nf0rmat|0n
Phone <Phone> v
EMail [<EMail> { Beside the Account Number is

wcuunt Number | Al where you can choose a unique

number to give to the customer (ie,
phone number) or you can swipe
an encoded magnetic card to
assign the card to a customer.

You are also able to reference an account by Name if you do not choose to assign a customer to an number or
card.
The right displays the plans in the system. You do not have to click on anything in this box.
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Using Frequent Diner for existing Customers

Anytime during an order you can press Frequent Diner and swipe the card (or enter number/name) to register
the customer’s order into their frequent diner account.

***NOTE: AFTER YOU TENDER THE ORDER, YOU CAN NOT PUT THE POINTS ONTO THE CUSTOMERS
ACCOUNT. THE FREQUENT DINER MUST BE ENTERED DURING ORDER ENTRY***

After you swipe the card, you should see flashing text at the top of the order screen. This shows that the
card/number/name registered and that you are on their account.

Chk 186 Nancy Supervisor Touch Here to Display Status Megan

Tray 1 g =~
| — T

Quantity

N

After you ring in the order, you can simply tender out the order regularly. However, if the customer is
interested to see where they are at on their points/dollars status, touch the flashing text

o sy waygs e weemyn 1

i’ You may have many plans in your program. Only the plans that have points
accumulated will show in this box.

Touch Flan for Discount

Megan

Flan Dollars  Points  Meed

Dozen Deal Club 67.96 4 3

Print Account, Exii
Status (2} gttt ﬂi l

Tracking and Maintaining Customers

Go to the Managers Menu and click on Frequent Diner

e Customer Maintenance is a similar screen previously discussed in Adding Customers.
¢ Plan Maintenance allows you to add and delete plans (discussed later)
e Customer Status and Customer List is a report of all of your customers.

Report Date : 1 7062011 Frequent Customer Status Report

Tirme : 0510 F

Date Mame Plan Mame Check Mo. Tatal Spent Total Paints
120611 Diozen Deal Cluh 174 67 96 4
Tatal 67 .96 4

Life Tirme B 102.18 22




Above: The Status Report lists out all of the customers in your Frequent Diner Database. Here you can see
the customer’s plans along with the check number in which the points were received, the total spent and total
points.

Report Date : 12006/2011 Frequent Customer List

Time 0513 Phd

Marme Address City State Zip Erdail
Meg <Addresse <City= =Stater <ip> <EMail=
Megan 1221 W Brandon Blvd. Brandon FL 33511 medang microsale net

Above: The Frequent Customer list is a great tool to use for marketing. If your cashiers take the time to fill out
all of the customer’s information, you can do direct marketing.
This database will help you track the locations of your customers.

Set Up

Create a customer discount in Discount Maintenance:

Example: Buy 5 Sandwiches, get 6th Free

Name the Discount: Sixth Sandwich Free

Select the type of discount: Discount Percentage

What amount or percentage of the item gets discounted? 100.0

What is the minimum access level needed to apply the discount to a check without Manager approval? Server
Select the report designation for the discount: Frequent Diner

In the Sales Tax Adjust box, touch the drop-down beside Sales Tax and select O if the customers in your area
are responsible by law for paying sales tax on the total before the discount is applied. If there is a 1 in the
Sales Tax field, it means that the dollar amount after the discount will be taxed.

Set the discount to Match With: Category

From the Available Items, Assign: Sandwiches

Type a Maximum Amount Allowed per Transaction, if desired.

Touch Save after completed.

Plan Maintenance

***Please Note: Multiple Plans CANNOT track the same menu items or link to the same discounts.***

Banked Plan “Point Plan”

This plan can be taken whenever the customer would like. Can rack up or “bank” points to get something
better for free.

I Once reward is redeemed, it takes the customer back to 0. Whatever is ordered additionally on this
transaction, it will not count towards the new plan, because the reward must be tendered first.

Create the plan associated with the discount in Frequent Diner, Plan Maintenance:
Example: Buy 5 Sandwiches, get 6th Free

1. Name the Plan: Buy 5 Sand, Get 6th Free

2. Select the Discount for this plan: Sixth Sandwich Free

3. Choose the type of Plan: Points

4. Set the number of points needed to receive the discount: 6
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5. Choose how to assign the points — only to specific menu items, to all menu items in a certain category,

or to all menu items that use a certain department: Categories
6. Assign the point values earned: Highlight a category in the list, and click the first empty box under

“Selected Items”. In the box next to it, type the number of points earned for menu items in that category:

Sandwiches 1
7. Continue assigning all categories that apply.
8. Touch Save when completed.

Reward Plan “Dollar Plan”

I MUST BE TAKEN AT TIME OF QUALIFICATION. If you cannot choose when to take this reward.

I Once reward is redeemed, it takes the customer back to 0. Whatever is ordered additionally on this
transaction, it will not count towards the new plan, because the reward must be tendered first.

This plan takes the AVERAGE price of all the customer’s orders.
You will be UNABLE to get something of higher value for free.
Example: Sally orders a .99 coffee 5 times, and will only get a .99 coffee for free on the 6" visit.
Sally orders a $4.99 Mocha Latte 5 times, and will get a $4.99 coffee for free on the 6™ visit.

Set up the discount associated with the Frequent Diner plan. In this example, a customer can get one free
pasta after he spends $50.00. The discount is set up as follows:

Create the plan associated with the discount in Frequent Diner Plan Maintenance:

Example: Spend $50.00, Get one Pasta Free

Name the Plan: Spend $50, Get 1 Pasta

Select the Discount for this plan: Free Pasta with $50

Choose the type of Plan: Dollars

Set the number of dollars the customer must spend to receive the discount: 50
Choose which purchases qualify for the plan — only specific menu items, all
menu items in a certain category, or all menu items that use a certain
department: Categories

Assign the specific Categories that qualify. Highlight a category in the list,
and click the first empty box under “Selected ltems”.

Continue assigning all categories that apply. In this example, they can
purchase any items and when the total reaches $50.00, one Pasta is free.
Click Save when completed
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House Accounts Operations

Tendering to a House Account

Balance Due 4548
. . Table No 1006
Ring up the transaction as normal. S CaEH PoymomAmoun |

e Finalize the sale to "House Account (crearCard Enter Account #
MicroSale will ask you to swipe the ' -
GIITCaran
House Account card, or enter number , - Q
manually. HOUSEACEY Q
Swipe Ehe card, if avallzf}ble. MEFETTY Gift C

e Touch “Accept Amount = Q

Applying Payment to a House Account

Enter Manager # and “OK”

Select “Express Order”

Select the category button that the “Apply Payment” button is assigned to.
Select “Apply Payment” button. (A window will pop up asking you to enter the amount
of the payment.)

Enter dollar amount they are paying including decimal point, and touch Done.
Select “Tender” button and it will take you to the payment screen.

Select Tender type that they paid with, such as “Cash” or “Credit Card” - - - -
(Not “House Account”).

The “Account Payment” screen will appear.

Swipe card or enter account # manually.

Enter dollar amount paid.

Select “Process” button

Printing House Account Statements

Frint Stalments
Account Information
[House Accoun t =1

¢ Manager Menu, Gift Certificate/House

Between Start and End

11 HH ” 141 /2012 - atements
e Select “Reports/Utilities” button on bottom =
right of the screen [Tz =
. “ Expiration Dates,
e On top right of screen, select “House Between
” . eset Beginin
Account” to print only those statements PEE
« . ” Select Account Type = BalarncelGniyammy
e Select “Print Account Statements . (%
e This section gives you other information A

and options. The buttons in the red area ( pocounts Tpe i M acounts
allow you to reset account activity such as —

purge expired accounts and remove
inactive credit cards. Remove Inactive

Credit Gards
Check Exp

Dates
Charge

Accounts
EMail - Print and Pay Statements ' ;i
B/
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Emailing House Account Statements

Manager Menu, Gift Certificate/House Account

Select “Reports/Utilities” button on bottom right of the screen

On top right of screen, select “House Account” to email only those statements.

Select “Email Statements” button at bottom of the screen (Note: An email address must be assigned to
each House Account you are emailing the statement to.)

MicroSale will ask “Email All Statements Send?”

o Select “Yes”
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Membership Configuration

MicroSale has a house account type known as Membership. This option is used mainly for country clubs,
private clubs, etc. This would be used at an establishment to prevent the server to ring up any items, start any
tables, etc. without putting in the member’s name or account number. To use this option, go to Manager’s

Menu/Register Setup/Register Options by Terminal.

The Special Options box will pertain to the Membership Configuration:

Notice that the boxes Member Account Required and Member Account
by Number are checked. “Member account required” means just that.
The server HAS to search and find the person’s membership account
before they can ring up an order. The server can either search on the
person’s first or last name (put in a few letters and then search) or swipe
cards if those have been assigned to customers (this is probably the
best option). The second option “Member Account by Number” means
that the search by name option is not available and the server MUST
have the member’s number or swipe their card. This is the more secure
of the two methods.

After the register option has been chosen, they must then put in the
member’'s name, address, phone number, etc. The more information the
better. The system can then either automatically generates an account
number for the member, or they can use their own number or swipe a
card. The number must be at least 5 digits long. See below:

Select Account Type »
|Membership j m’y i m ) !

Address
City Anywhers

Phone 555-123-4567

I F

f nt Mumber

Birthday |

Cell #

|Aooount Expires | Anniversary

| Mewver ‘ ‘ Moke ‘ ‘ MNohe

/_ Special Options

[ Setto Back Office
[~ Enable Reservations

~

[ Enable Reservation Orders
[ Deposit BRequired Reservations
[ Enable 24 Hour Cperations
v Member Account Required

. Member Account By Mumber
Enable Exchange Rate

[~ Create Export Files

[ Disable Daily Close - Sales Reports

[ Dizable Random Messages
[~ Terminal Backgrounds are Off
v Dizplay Check Total on Order Screen

[ Close/Send Statements ‘Weekly
[ Order Button Colar is Gradient _/

Notice all the fields available for personal
information. The system uses this information
for various tasks. There is also a checkbox for
Pre-Paid Balance Only. This will not be used
for membership accounts. This is only used
for Gift Card accounts.
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Setting Up a linked tender

If the restaurant is keeping customer’s credit cards on file, it is possible to link their membership accounts to
the credit card tender. Then, when the order is tendered out to “House Account” on the tender screen, the
customer’s credit card on file would be used.

See below:

Account Type Setup

Tender Name Assigned ‘Credit Card

Tip Accepted ‘Yes

Billing Amount

B

Set Default Account Type |Hnuse Accourt

Removes Imparted Invalid Charactars Clean Datahase

Delete 1 SAVE

It also gives you a chance to set the account to allow tips to be done on the house account tender.
This configuration is used in conjunction with a stored credit card. See illustration:

| || || |
Meals FerDay  Daily Limit Period Limit The illustration also shows the area in which Meals
0 o000 f500.00 - opspend Accoun Per Day, Daily Limit, and Period Limit are configured.
ose Account i 4
You could also have a discount be used every time
this account is accessed.

Attached Discount |None j

Account Memo

Operation

When a customer comes into the restaurant/club, the server would either get their membership card or their
name/number. Then, after the customer orders, the server would open up a table as usual. However, before
the order screen can be accessed, the server will get this prompt:

Swipe Card

This shows all the search options. Unless the option Member
Account By Number has been turned on in the Register

3 : ~—u N7 . Options, any of these buttons can be pressed or the customer’s
%{J ' "‘f’-?‘"ﬁ" Mzm Al card (if they have one) could be swiped through the card
G G y reader. If Search All is selected, you would get a keyboard
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which would allow typing in a few letters of the person’s name to narrow down the search. On this screen you
could just hit “Done” and the system would just show a list of all customers in the system. See next
illustrations:

Enter Name or Inital

At left is the search screen. You could enter a few letters and hit “Done”. This
] =« would bring up a screen similar to the example shown below:

9999999
)3).0).6).0) ) 2) 0.

This is the only customer we have in at this time. Normally, you would get
every customer that has any of the letters in the name shown. Or, if you hit
“‘Done” without entering any letters or numbers you will get a list of all
accounts in the system. After the check is entered and the customer is ready
to leave, the server would bring up the tender screen and hit “House
Account”. There is a button at the top of the tender screen which would allow
changing to a different membership account if so desired.

See below:

Change Memberccount Jane Member 10141783 Balance Due

Table No You can see the Change Member button at the top
left of the screen. If this button is pressed, it brings
up the member account prompt and allows the
server to put in an alternate account to be charged.
If not, the Accept Amount window shows that the
primary member for this account is being charged.

Payment Amount

Account Charged: Jane Member

Check No 2051

Accept: Amount

Tendered: 5.89

Redo Ampunt
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