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How-To: Build your Menu

Thank you for purchasing a MicroSale system.

This document will walk you through the steps involved in setting up your menu. We recommend reading
through this document before getting started to familiarize yourself with the MicroSale terminology. Once you
are familiar with the basic menu concepts, you can start creating your menu using the printed or online menu
available to your guests as a reference guide. We recommend to use the names and terminology that match
your menu (“Appetizers”, “Starters”, etc.).

Please have a keyboard and mouse attached when you are ready to start programming your menu.
KEY: Blue text indicates helpful notes
Part 1 — Creating Departments

Departments are large categories, or generic group names, assigned to each menu item. Departments are
used in nearly all reports so restaurants can see Food sales vs. Alcohol sales or Food sales vs. Drink sales.
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2. Select Menu Maintenance




3 Select Department Menu

The Department Screen

There are typically less than four departments per
menu; Keep in mind, menu items are also grouped by
category (appetizers, entrees, etc.), so the
departments will be broad.

Departments for restaurants with alcohol are typically
Food, Alcohol, and NA Drinks. Restaurants without
alcohol are typically Food and Drinks.

1. Type in a Department Name Example: Food
2. Choose a Remote Printer for the
miscellaneous items of this department, such
as “Kitchen”

Select Save

4. Repeat until Completed
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Part 2 — Creating Categories
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5. Select Menu Maintenance

L. Select Menu Category




The Category Setup Screen -y

Category Button List Category Add/Edit

= || Catogoy Name To Bamgt  Mandatory Disabie Modfier  Atemate Descrption
Beverages Beverages < [No =] [No ] No -

£t Btnaes
M- bitbigRed bmp

M- bitChermyCoke.bmp
M- bitCoke bmp

M- bitcokezero bmp
M- bitDietCoke bmp
M- bitcietBC bmp

M- bIIBC bmp

M- bitSprite bmp

M- bitsunkist bmp

M- IBCFloat bmp

M-#1 bmp

M-£2 bmp

M-£3 bmp

M-24 bmp

M-£5 bmp

M-£6 bmp

M-#7 bmp

M-#3 bmp

71 Type in a new category name o o
Category Button List Categony Add/Fdit
[ Category Name Tio Exempt
. Beverages Sandwiched | T;—]NQ -] | — |
What 1s a catedovy? N
. . c Change Category Name M- bitbigRed .bmp
A category is used to group similar menu items together e
for both the POS screens and for reports. = EE?‘SCZ‘T”"“
. . . (M- het mp
Categories are.typlcally the.sectlon names of your menu - o,
(such as appetizers, sandwiches / soups, desserts, etc.). : ;g “écmi’m”
Bu |M-#1bmp

M-#2 bmp
|M-#3 bmp
|M-£4 bmp
M-#5 bmp
|M-#6 bmp
|M-#7.bmp
|M-£8 bmp v

¥ Select Add/Edit and then Yes to save.

Category Button List

ToSmept  Mandtoy Duabie Modfer  Atemate Descroton

Beverages Ao =] o =] [Ne -

Dete
— Bumon Bemacs
GengeCegoyName | M- bithigRed bmp
M- bitCherryCoke bmp
M- bitCoke bmp
 bicokezero by




You should now see the category on the right side in
the Unassigned Categories list.

9. Select the item so that it is highlighted,
and select Assign to Button.

(you can have saved categories that do not appear
on the screen — this is helpful if you have rotating or
seasonal menus)

We recommend that you try to limit the number of
categories to 9 or less for efficiency, but you can
have as many categories as you would like.

Category Add/Edit
Category Name
[sandwiches

Add/Edt Delete

Change Category Name
M-2 3 ChickenTenders.bmp

Change.
- M-2 Smoked Bacon bmp

Cick Buttonto Remove Bmap |M-2 bmp

M-2Pc Chick 11.bmp
M-2pc Chick White.bmp
M-2pcchkndark.bmp
M-3 Country Ham.bmp
M-3 TendersFish.bmp
M-3.bmp

M-4 10 ChickenDips.bmp
M-4 Loaded Meat bmp
M-5 1PC Fish.bmp.

Category Button List

Tip Exempt  Mandatory. Disable Modfier  Atemate Description

Beverages

| [No =] [No =] [No |

Button Btmaps
M-12 ChickenTenders bmp
M-1 Saus Biscuitbmp
M-1.bmp
M-10 2pc Chic White.bmp
M-11 2Pc Chick Dark.bmp
M-1800.bmp

Unassigned Categories
Sandwiches

Meal Period Setup

Meal Period -
Timed Event -
Delete Save

Meal Period Assignment

Category Name z

Meal Period Name z
Save

Repeat steps 4-6 until you are done adding your categories — you can also come back to this screen and add

more later.

If you want to change the order of the categories,
select the category that you would like to move and
select the Move Up or Move Down arrow.

If you change your mind and need to delete a
category, select the drop down, select the category
name, and select Delete

|0, Select Exit when you are ready to leave
the screen

» Category Setup
st Category Prompt

Cateqgory Button List—— —‘I Category Add/Edit
' Categcry Nare

Tip Exempt  Mandatory Disable Modfi

St ndwiches 5 J [No =] [No = [~
B s Ada/Edt | | Deletz
Button Bitmaps
Change Category Name M- bitbigRed bmp
M- bltCherryCoke.bmp
M- bltCoke.bmp
ﬂl M- blicokezero bmp

j Exit Category Prompt




Part 3 — Creating Menu ltems

| Select Menu Items and Pricing

The Menu Items and Pricing Screen

This screen is where all of your items will be created —
think about the following questions as you look at the
screen.

What kind of item will | be adding?

What category does this item fall into?

What is this item: food, a beverage, or alcohol?

How much are you selling this item for?

Does this item need to print anywhere to be

prepared (kitchen or bar ticket printer)?

e Can the customer modify this item? (such as meat

temp, add toppings, etc)

o Does this item come with a side item that

should prompt on the screen?

e Is this item available for a happy hour price?

Creating a Hamburger or Similar Style Items

| Type in your item. In this example, type in
Hamburger.

osters 1
Vosters2
Vosters 3

Vosters e

il vostess
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Goto Moaer Screen | Goto Timed Event Screen

Times Events (ame)
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<. Use the drop-downs to select the appropriate

category and department name.

% Type in a Regular Price

4 If this item needs to print in the kitchen,
Turn on Remote Printing and select

Kitchen in the Remote Printer #1 box.

Shift Price Only

Button (name

shinprceony [

Croate fido
ticket

select

Button (name)

Alt. Name to remote
PLU/Bar Code

Forces ftem to shit prces

Debit Cavd
Seasp

Hamburger

Special Tax Table

Surcharge/Tax 3

Lefled el LedLe

] Turm on moditers Check Box b oo Visr

‘Agdtons) Optons
[ Button Prview

<

Goto Moatier Screen | Goto Timed Event Screen

TELL

Tare went (scae) |
S
ke
wh fiiore

Ingredrent Dobit Card
Sotup

_Samw\ches A -Fiher Show Only}
e
=

Sales Tax Table

pen Price

Kitchen

Shift Pricing

None: ~
None: ~

shift Price Only

e | [ ingrecient | |
List

Special Tax Table [

SurchargefTax 3

Ioad all menu items Hamburger M

Search
By/Labels

[Productinventory | | 9

[Number Avaiiable | | 9999)

c‘y Delete
28 m

First Mattx Stop |
Min_ Max

woaergr e J o [0 O
wodter#2 [lone -] o | o O
Modiier#3 [ione -] 0 | 0 O
Modiier#4 [ione -] 0 | 0 O
Modfier#5 [ione -] 0 | 0 O
L Trra— o]

[ Turn on moditers

Enable Min/Mas Choices ]

(Check Box for Opsonal Modier

-Addtional Opt
Bution Fieview

@SR CookTime (Sec) [ 0
Enlarge print on remote printing
Scale Price (Unit Cost)

tem charge by time (rental)
Avaiable with barcode scanner
Setas Open Hodifr

Goto Modifier Screen I Goto Timed Event Screen
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Hom cannot be discounted

Timed Events. (Name) T
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b=l
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b=l

Avaible 3l of the ine (inchecked works with tmed everts oriy)
] Use Timed Evert With This Menu tem

i e e i

Link ltem To Ride Ticket

Prce s 6o O
Tare weioht (scale) [ -]
[ |
Access requred fosel [None -

ocifer

Price Level 1

Daswesmn [ 0]
e [0

Pty Y

Price Level 3

Price Level 4

Price Level 5.

(m]

Price Level 2

r
\
\
\
\
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DobitCard | |
Setup
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Delete

If this item does not get modified and does not have a happy hour, go ahead and select Save. You can also

save it and make changes at a later time.



Part 4 — Creating Modifiers for Menu
ltems

5. If you need to create modifiers for an item —
select “Goto Modifier Screen”

L. Create a Modifier Title

A modifier title is used to group similar modifier
names together. Each Modifier Title will contain a
list of one or more choices.

7. Typein atitle appropriate for this group of
modifier names — such as Meat Temp

Enable Min/Max Choices [ First Matrix Stop 1 | [f-ddiional Options-
Min  Max

uoatier 1 [Hane v 1o
Modifier #2 [Hone 1 o O
woater#3 o <] 0 ] 0 O
Filter Shov Onlyll |oifier # 4 [175,0 il i} QSR Cook Time (Sec) ]
e Shou Ol wearerss e o 0 | 0 O | ensroe ponton remote g
[Foos < [ffitershowonyd Scale Price (Unit Cost)
MOAELE S Jians o [o 0O tem charge by tine (rental
GRS ] Turn on modifiers Cneck Barc for Opfional Moger | V31a0IE With barcode scanner
[T —— Set as Open Hodifier
tem counts as customer
Goto moaitierscreen || Goto Timea Event screen
Sregmir iz tem cannot be discourted
T price Moa Presteval [ Link fem To Ride Ticket
ane N
- =1 ) e
N 0wl o ~
— Price Afust Go Onders
N [
o Tare weight (scale) <
fone N O
Age equremeniosell [None v
Nane 0wl o ~
Aecesereired 05l [Nons v

Avaitzble: 2l of the time (unchecked werics with timed events only)
] Use Timed Evert With This Menu kem Days o exgpraion

Prorty sortlevel (check) [ 0|
0

ModPrice  PLU

EES| Number Available

C,'aa Defete.

load al menuitems Hamburger -

Button (name)

PLU/Bar Code

B e e w3

Surcharge/Tax 3

Shift Pricing

Prefix Name Event Name

[None ] PicaLovel 1 [
Hane | Price Level 2 - [
Hone - | Price Level 3 - |
[None ] PricsLovel4
[None <] Prcelevel5 [ 000 |

shift Price Only [ Foroes ltem to shit prices

Lef L Ll L]
Ll Ll L]

ollows main tems with callthe madifier listed for the main menu item with
the prefis of the shift

Search Parent items,

ByiLabels

[ Create ride | [ ingredient Debit Card Racipe
ricker | List Setup.

Procedure.

# Modifier Setup Menu X

Exit Save Clear Price Groups ShowlIncluded With Set Outof Stock Copy Price Levels

Madifier Title Selection Oty Department / Function Madify Madier Tile With Default Madier Name: Rear Display
[ =l = g =] [Nore ore [=]
[ Load I Aghabetical Onder (¢ yopiogiier Tabs [ Mandetoy Selocton [~ SelectUniDons [ Onderdis Frogrammed ¥ PrintErprclsd

AddteList Remaveliem | 7 Pint in Color I” DisableFriceRoll Up T~ Set as Count Down
Modifiers
[T St Color [ Modifier Price Absmate Description Choice Oty Modiy this Modiier with TawThl  SpeTar Surcharge Subsitution Modiier

[ I JE2 ) RS Y| lﬂi
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e — & — ,,d,,,ﬂ
e — Clear item Shift Key Shift Exempt . e
Change Al Mstching Price Levels Liquor PLU List Printer Routing

Fricing Levels
Level | Prefic Frce]

Modifier List

Name | Price | included | Price Level | Modified By

25
26 Delote Modifier
27 v

"D Modifier Setup Menu
Exit Save Clear Price Groups Show Included With  Set Ou

Modifier Title Selection Oty Department

Weat Temp ﬂ |D j |
[ Load In Alphabetical Order

£.d4d o List ‘ Eernowe Itern ‘

[ Enable Modifier Tabs [
[v Print in Color [

Madffiers

M T et Color [ Modifier Price Altemate Descri
EERIRE M SN

= T r




¥ Click in the box under Modifier Name
(Select Yes when it prompts “Add New Item
to List”)

9 Typein a modifier name — such as Rare

|0 Select Add/Update, assuming you do not
want a price associated with this modifier
name.

You should see the modifier name you just added in
the white box.

Continue adding modifier names until your list is
complete — you can also save the modifier group and
make changes later.

Before saving, think about the type of modifier
group you created and answer the following
guestions —

e Do | want to force the cashier/server to select
something on this screen? — if Yes, select
Mandatory Selection.

e Do I want to allow the cashier/server to select
as many modifier names as they want? If
Yes, select Select Until Done. (If you want
the screen to exit after one choice, leave the
Select Until Done option unchecked.)

I Select Save

Y

Exit Save Clear Price Groups Show Included With Set Out of Stock  Copy Price Levels

Modiier Tile Selection Oty Department / Function Moy Modiier Tie With Default Hodier Name
[Meat Temp | o = = | [None
W s A R O [~ Enable Modiier Tabs [ Mandatory Selection [~ Select UntlDore [~ OiderAsProgrammed [ Print
Lt BemoveItern | (55 Pt jn Colar [~ Disable Price RollUp [~ Set as Count Down
Modfiers
[TPSTPSIN e Color [l Modiier Fice Alemale Desciiption Choice Oty Moy this Modie with TanTbl  SpeTa: Suicha
=~ [ o 1 ~] [Nane R N

[" included In Menu ltem

Change All Matching Frice Levels

Pricng Levels
Level | Prefix Price ~

Frice Level  [Product Cost] [PLU
Clear Item ‘Shift Key Shift Exempt
0 - 0

Liquor PLU List Printer Routing

Add New Item To List 2?2

> Modifier Setup Menu
Bt Save Clear Price Groups Show Included With  Set Out of Stock  Copy Price Levels

Maodifier Title Selection Gty Department / Function Hodify Modifier Title Wwith Default Moditer Name

Frear Display

=] [Hore Mone:

I~ Oider As Progiammed

[Meat Temp =~ o = =l
I™ Load In Aphabetical Order

AddroList

I Enable Modifier Tabs [~ Mandatory Selection [ Select Unti Done Iv Fiint Expanded

Remove e | 5 Bt in Color [~ Disable Price RollUp |~ Set as Count Down

Modifiers

IS et Color [ Modiier Piice Alemate Description Choice Gty Modify ths Modifer with TaxThl  SpeTax Surcharge Substufion b
| =l [ 1 | [None I O N 0 [Hore
—

Price Level  [Product Cost] [FLU
I™ Included In Menu Rem e Clear ltem Shift Key Shift Exempt
N

Aa

Hadifier List

Pricing Levels
=i Name [ Price

Price | A

| included | Price Level [ Modifie

EIFNPIIN

[ Enable Modifier Tabs W [ Select Until Done
v Print in Color [ Dizable Price Roll Up [ Set az Count Diown

Rare Rare 0.00 0 0 Nene



While in the Modifier Setup screen, create a generic modifier group that will be used for all of your
sandwiches or similar style items.

| Type in Modifier Title — such as Sandwich
Toppings.

<. Type in a Modifier Name, such as American
Cheese.

% Type in a Modifier Price if the modifier name
should have an upcharge.

4 Select Add/Update — you should now see
American Cheese at .50 in the white box.

Continue to add modifier names until your list is
completed.

When completed, decide if the group should be
mandatory (where the cashier/server must select a
modifier name before exiting the screen) and/or if the
cashier/server can select as many toppings as they want
before exiting the screen.

5. With the toppings group, enable “Select Until
Done” and do not make the group mandatory.

L. Save and Exit.

Now that you have a modifier group built, you should
be back on the screen with your menu item that you
just created. If you do not see an item on the screen,
press the dropdown and pull up an item.

| Select the option Turn on Modifiers

@ Modiier Seup Mena x
Ext Save Clea Drice Groups Show Included With et Out of Stock _ Copy Price Levels
Moxdbe Tils Selection By Depastmend / Funchon Modiy Modier Tite With Delsul Modes Name R Diplay
[Garciich Tegpingr =1 1 = =] [Fove [Hces =1
| Lot ASCE U ot Modtie Tabs [ Mandwon Seection [ SeketUniiDona [ O s Pognrmsd 9 PivtExpandsd
‘‘‘‘‘‘‘ sosssto | G PaninCoks [ Dt e RotUp [~ Sel s Cout Dow
Modhiers:
Set e[| Modiies Fic: Abenate Desciptors Croely  ModiyihiModhes s TaxTol  Spo Tox Suchags Subsuon Hodihe
smeian Chezas AE | [ =] [ SF AP Al o 3
PriceLevel  [Fradiet Co] LI
i == T T T,
T | I
e 8 MachrgFce Lo LT
Prcng Levee =
Tovs[ Pk T PR Jriame [Prco | included | Price Level| Modified By |
' 1
@ Modker Setup Menu x
Ext Save Ciesr Price Groups Shewlncluded With Set Out of Stock _Copy Price Leveis
Moo Tie [ Sy — [T [T——— Rt Display
[Serdvach Topore:. e =l =l = [\pione [Nere
[ Lond in MplabaticalOnder 1 ¢ o it Tabe [~ MadatopSekecion. @[] OnsllacProgsnmed 7 P Erpsnded
== Bemowe bomm |} % Piintin Color [ Disable Pace AdiUp [~ Set as Count Down
oo
5ot Coor [ MectiesPoce At Descrten Choce Oy Moy thisModfermih | TexTbl  Spe Tax Schage Subsiulin Madi
ol T [ [ =] e A f = f® e
Pttt - o -
I b b e e W, W
o=l o At Update
é&.’w retctng Froe Leves. iood PLU List Printes Routeg
Focrg Leves
LT 'Name [Prics | included | Price Levsl | Modied By [
1 Lenen American Cheese 050 ] Mone
Tomatn Lefuce 000 0 0 MNone
3 Orn Tomato 000 0 0 None
4 s Onion 000 ] 0 None
5 [ Pickles 000 0 0 Mone.
3 Ketchup Musiard 0o 0 None
Mayo 000 ] 0 None
£ Ketchup 000 0 0 None

Enable Min
Inad all menu items Hamburger

Button (name) Hamburger

Modifier # 2

10



2. Next to Modifier #1, select the Modifier Title that

is appropriate for this menu item.

If you want this modifier group to prompt as soon as
the cashier/server selects this menu item, leave the
Optional Modifier box unchecked.

Hint: You only want to prompt for modifier groups that
are important to appear with the menu item such as
meat temps, mandatory sides, other additions that are
important for the kitchen to know, or additions that incur
an extra cost.

If the Optional Modifier box is checked, it means that
the modifier group will only show up if the cashier or
server uses the Modify Item function button on the
Order Screen.

% Select Save when you are done.

Enable Min/Max Choices [ First Matrix Stop LI
Min  Max
o . Emmae
Bution
i voaer# 2 0 0O
Wedifier # 3 [Nore =B 0o O
GITEIETIIT R v N
Filter Show Onlvll |0 yifier 2 5 ‘Nnr’\e ﬂl ] ‘ ] O
EilerSho Ol iser 5. [Fors R
Turn on modifiers ‘Check Box for Opional Modifer
Goto Modifier Screen I Goto Timed Event Screen

[~ Additional Options.

Buttor

Hamburger

QSR Cook Time (Sec) [ o

Enlarge print on remote printing
Scale Price { Unit Cost )

Item charge by time (rental)
Avalable with barcode scanner
Set as Open Modifier

Item counts as customer

tem cannot be discounted

A R e Y

Enable Min/ax Choices  [] First Matrix Stop |1 j
Min Max
odifier 1 |HESUEREIMIIIN -] 0 | 0 O
Modifier # 2 |NUI’]E j‘ o[ o ]
Modifier # 3 |Nnn5 j‘ 1] | 0 O
Modifier # 4 |N0nE j‘ o[ o O
Modifier # 5 |Nuna j‘ o[ o O
Motifier #6 [None ~f oo 'O
Turn on modifiers Check Box for OpSonal Modifier

Goto Modifier Screen I Goto Timed Event Screen

Nt P e

| Options.
Button Preview

Hamburger

Qasr

Enlarg
Scale

Aovaila

Set as Open Modifier

ttem counts as customer
ttem cannot be discounted
1ink kam Tn Rids Tirkst

Cook Time (Sec) 0

e print on remote printing
Price { Unit Cost )
Item charge by time (rental}

ble with barcode scanner

B M

Modifier # 1 |Meat Temp

Modifier # 2 |Sandwich Toppings

Modifier # 3 |N|:|ne

Modifier # 4 |N|:|ne

Modifier # 5 |N|:une

Modifier # 6 |N|:|ne

Turn on modifiers

o To O
~ o T o
~l o 1o O
~ o [ o O
~ o 1o O
=l o [ o O

Check Box for Opsonal Modifier

Goto Modifier Screen

Goto Timed Event Screen

11



Part 5 — Creating Happy Hours (and other Time-controlled Events)

You can program menu items to change price during a specific time and/day. Each menu item can
have up to 6 prices (one regular and 5 timed events such as Happy Hour).

| From the Menu Maintenace screen, go to Timed
Events

<. Type in a descriptive name for your happy
hour — Since you will only be able to see the
Timed Event name that is connected to the menu
item, you should use a name that represents the
day and time that the happy hour occurs.

Try to use short designations or abbreviations
when naming your Timed Events.

3 Select a Start Time by clicking in the Start Time
box — an Hour prompt will appear.

Managers Menu

Menu Maintenance

Timed Events

Timed Events

Event Name Start Time: End Time

[M-F 5-7PM BRI [

Feduce Frice or Increase Price (- price will increase!
Nigahle Fwant M This Trminal Qe il tp !

Diates Valid

Stating Date | [None Ending Date | [None ‘

Defata @ %

Select Hours

12
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simply select AM or PM after selecting the hour

You can skip selecting “00” for the minutes, and
as shown in the next step.

4 Then select Minutes — common denominations
appear in green to the left.

13
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05:00 PM

4. Ensure the time is correct and select Accept
7. Enter the End Time by repeating steps 3 — 6.

5. Select AM or PM




¥ Select the days that this happy hour, or Timed
Event, needs to be active.

(MPORTANT

If your happy hour, or Timed Event, runs after 12:00 AM,
you do not need to select the following day — the system
knows you are running the same business day up until
the store closes even if that is not until 4am.

If you select the following day, the day selected will
activate again during the Start Time and End Time.

You do not need to set “Dates Valid” — the timed
event will be active every week on the selected days.

9 save and then Exit

|0, Now that your happy hour, or Timed Event, is
created, you need to assign the Timed Event
to a menu item.

I Go to Menu Items and Pricing
|2, Select a Menu Item from the dropdown list.

[3. Select Use Timed Event With this Menu Item

Timed Events

Event Name Start Time End Time

[M-F 5-7PM| =l 05:00 PM [

Reduce Price or Increase Price [- price willincrease)

Disable Event On This Terminal Only [~

Dates Vald

| __EndingDate | [None

R

Timed Evenis
Start Time End Time \
= 05:00 PM | 09:00 PM

Reduce Frice or Inciease Price [- price will increase]

/ Evert Name

[M-F 5-7PM

Disable Event On This Terminal Only [

Dates Valid

‘ lone

Ending D ate | Mone ‘

O

Starting Date

_4

ST 88 UPEN Moginer

1
Goto Modifier Screen I Goto Timed Event Screen ftzm eounts as customer r
ltem cannot be discounted r
Timed Events (Name) Price Mod Price Level Link ttem To Ride Ticket r
|Ncme ﬂ | i) m ‘ 7
Product Cost
Niore oo
| j | = Price Adjust Go Orders l:l
i RUTI]
| e j | - Tare weight (scale) -
|Ncme ﬂ | i) ’m
Age requrement o s2ll [Mone -
e 5] — e =]

Access requesd o 22l |None -
Priority sort level (check) lIl

Available all of the time {unchecked works with timed events onfy)

Use Timed Event With This Menu femi Days fo expiraion

14



|4 Select the dropdown and choose the
appropriate Timed Event name

[5. Type in the price that this item should be
during the Timed Event

(MPORTANT

This is not a price difference. You need to type in the
new total price for that menu item during the timed
event. If the Regular Price is $6.99, and the happy
hour is $1.00 off, type in $5.99.

|&. Select Save and then Exit.

Set as Open Modifier

ltem counts as customer
ltem cannot be discounted
Timed Events (Name) Price Mod Price Level Link tem To Ride Ticket

B |

Goto Modifier Screen I Goto Timed Event Screen

a7

[Product Cost [i
o0 - o
prsagsscoous 1

Tare weight (scale) lﬁ
Age requirement o sell (Mone vl
Access requisd o =2l [Mone vI
Days to expiration lIl
Priority sort level {check) lIl

' 1

|None LII RU N
|None LII RU N

[] Available all of the time funchecked works with timed events only)
Use Timed Event With This Menu ftem

Goto Madifier Screen Goto Timed Event Screen S LR S BT
ltem cannot be discounted

Timed Events (Name) Meod Price Level Link tem To Ride Ticket

Price
s e < - o -]

a7

[Product Cost 0
INone ;I | 1l1] ID - .

Price Adjust Go Orders l:l
INUHE d I o ID j‘ Tare weight (scale) lﬁ
N - an ID -
I e J I Age requirement o 22l |Maone vl
INone j | an ID - .

Accees requisd o 22l |Mone -l
Available al of the time {unchecked works with timed events only)
Use Timed Event With This Menu tem Days fo exprraion |I|

e s e
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Part 6 — Shortcut for Creating Similar Menu
Items

If you are adding similar menu items to one you have
already built, pull up the existing menu item that is
similar to your new item, and you can use it as a
template for the new items.

| Select Hamburger from the drop-down, and type
a new menu item name over Hamburger (don’t
worry, you won’t overwrite your Hamburger!)

2 e e e s et et
3 o T S e o s

.. Make other necessary changes such a new
price, remote printer names, or modifiers and
then select Ctrl S (Ctrl “Save”) on your keyboard
(pressing the buttons simulatiously)

Ctrl S is a shortcut that allows the screen to keep all
attributes to the menu item on the screen — it saves you
time since you will not need to repeatedly choose the
category, department, price, printers, and modifiers.

Continue adding menu items until you are finished.

16



Part 7 A — Creating Buttons for your Menu Items

| Select Menu Item Button Layout

The Button Layout Screen

)
=
=
™
/™
™
™
™
il

<. Select the appropriate category on the left side of the
screen.

You should see all of your saved items in the white box under
“Unassigned Menu ltems”.

(Like categories, you can have menu items saved in the system
without making them accessible on the Order Screen — this is
useful for rotating specials or seasonal items).

Unassigned Menu tems

BLT

% Select an item that you want to add to a button. (left click)

go /5 a
Button To Capy

Club Sandwich
Hamburger
Turkey Sandwich e —
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4 Add the menu item on an unassigned button (left click)

5. Drag the button to the screen (holding a right click)

- ) =

Hold Right Motse Button Down o Move
Menu Items. To akgn buttons cick align
buitton then dick the meanu button 1o ign

4. Continue until all items are on the screen
That looks messy, doesn'’t it? Let’s straighten up the buttons!

Use your top button as your ‘axis’ point — meaning this is your
“base” menu item for alignment.

7. (Left Click) Select Snap To Bottom

Hold Right Mouse Button Down to Move:

Mgy Ifams. To algn buttons cick align
buttor then dick the menu button fo dign
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¥. Left Click on your top button — in the example, Bacon
Burger (the system now triggers this is your base item)
Now left click on all items that you want to snap
under it. If you mess up, select Cancel Options and
start again.

Now your items should be perfectly aligned. When you are done
aligning your buttons, select Cancel Options — otherwise the
“Snap to Bottom” trigger will stay on.

Is the text wrapping on the buttons?

Changing the font size will help.

| Select Set Font Size — and type in 9 or 10 (11 is the
default)

o). (left click) double click all buttons that should use a font
size of 10.

% Select Save when you are ready to leave the screen — if
you select Exit first, you will lose your changes!!!

TN
Hokd Right Mouse Button Down fo Move
Meny hems. T¢ 3o

Button then cick e men button 10 2ign

Hold Right Mouse Button Downt
Men ftems, To algn buttons cic A
button then dick the menu buttor. N8

=)

Hoid Right Mouse Bufton Daown 10 Move
Menu iems. sign
bution then cick the menu bution 1o aign
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Part 7 B— Creating Buttons for your Menu Items (Additonal Options)

Changing Button Colors

| Select Copy Color

o). Select Color /logo /Sound

3. Select the Button Color

4. Choose a desired color, or select Define Custom
Colors >> for more options

5. Select Text Color (if you do not change the text color,
it will stay the default color of Navy Blue).

4. When you are satisfied with the button in the sample,
(left click) select each of the buttons on the grid that
should use the same attributes as the button sample.

Set Button Color

Button Sample

Define Custom Colors »»

[
M- bltCherryCoke

=t Rutton Color

Button Sample

Copy Size N |
Sution To Cop L Rewe ]
- Expand Buttons. |

opy To Category | Ccancei0

=11 copyutien

To SetButton Color Touch Sample Button Then BLT

Touch Button To Right. Set Default Color Double
Click Button

M- bitbigRed bmp
M- bltChemryCoke.bmp

MORBO AL~ e
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7. When you are done, select Cancel Options

Copying Colors of Existing
Buttons

Other than creating new colors, you can also copy existing buttons’ colors onto new buttons. This is

Copy Color || Snap To Bottom

Calor ¢

logo /Sound Copy Size | | Snap To Right

Align To Lsft

L
L
Button To Cop: L - I
1
L

Tt - gize

=]

Copy To Category | canceloptions | J
hd Coov Butt | t Font | NEET]

useful when you are adding new buttons to an existing screen.

| Select Copy Color

<. Select the button that you want to copy. The Set

Button Color window will appear.

Ignore the window that appears.

% Select (left click) the other buttons that you want
to use the same color scheme as displayed on the

Button Sample.

\

i

i
it
‘J\I

Comavame  meamimie

I b | st [ 1]

Hold Rigrt Mouse Button Down to Move
Mew ttems. T dlick
bistton then click the men button to aign

To SetButon Color Touch Sergle Buton Then |
] Touch Butcn To Pight Set Deteul Color Doutie.

Hold Right Mouse Button Down fo Move.
Mecw Iteme, Tc

button then clck the ments button to algn

Hoid Right Mouse Button Down 10 Move
Menu ems T cick alon
Bution Then chck the mens bution 10 3ign
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. Once you are happy with your changes, select Save
before Exiting.

Part 8 — Testing your Menu

| Totest your new menu, select Exit to leave the
Menu Maintenance screen.

e
Sub Category Menu

Managers Menu

Menu Maintenance

o ————

Menu by Job / Register
Group

Menu Items and Pricing,

e (e (e
m Shift Levels Menu Item Button Layout
————————
Tare Weight Setup

.. Then select Go Back to leave the Managers Menu
screen.

Combo Menu ltems

Once you are on the ID Screen, log into the Order Screen (enter your login number and press OK). If you do

not have an audit, you will need to start one in order to ring in your test sales.

Managers Menu > Sales Audit > Choose your name —If you need further clarification, please reference

the ‘starting an audit’ training document.
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From the Order Screen, select the category that you wish to test.

| Select “Hamburger” to test your modifier groups to "
ensure they are working correctly. - MM TN

Sandwiches S

<. Your first prompt will be to choose the Meat Temp Requred Seteckcn

Back in the setup, you selected Mandatory Selection, which you
will see at the top “Required Selection” and No. Required is 1 (If
select until done is NOT checked, you will only get one choice.)

3. After selecting a temp, you will be put back on the N ) Gl
Order Screen and will see your Hamburger on the - %“" ae8enneees
virtual check along with the selected modifiers. ' -.. {

1110472016

Min M

4. If you need to further modify this item, select Modify Modifier 1 |Meat Temp | g |_auH_ O
Item (this will prompt Sandwich Toppings — remember, |, smer#2 [Sandwich Toppngs =] 0 | 0
this is triggered from the checkmark next to the Modifer #3 [[ione = o T aen

modifier title on the Menu Items and Pricing Screen.)
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Since you selected Select Until Done in the modifier setup area,
“Optional Selection” will be listed above the modifiers . Since
Mandatory Selection was not selected, the screen is optional —
meaning you can exit the screen by pressing “Done” at any time.

5. After selecting all necessary sandwich toppings, select
Done.

You will now see your menu item will all modifiers you selected
listed under the menu item along with any associated price.

MicroSale’s menu functionality can be setup to be as simple or complex as your business needs. If you would
like to use more advanced functionality, please reference the Menu Programming documention listed on
www.microsale.net/help.

Appendix —Tips and Recommendations for Creating your Menu

PLAN! PLAN! PLAN! - Spend some time planning out the menu structure before you get started. You want
to setup your menu in an efficient manner so that it is easy for employees to learn to use and quick for them to
ring up orders while still generating the desired level of detail on the reports for managers and owners.

- The goal is to minimize the number of touches to complete an order, not to eliminate buttons.
- The Categories and Departments should be set up first; everything else can be built in any order.

- Do not use the same name for Menu Items, Categories, Subcategories, and Departments.
- Keep colors bold and easy to read. Try to use dark buttons with light text, or vice versa.

- 13 Categories fit on the main Order Screen without have to use the “Display All” button to see more.
- Subcategories can help organize Menu Item buttons within a Category.

(ex: the Beverages Category could have Beer, Wine, and Liquor as Subcategories).
- 45 Menu Item buttons fit on each Category screen before having to “Page Down” to the next screen.

FOR ADDITIONAL HELP
support@microsale.net
toll free: 844-454-4900
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