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Introduction to Phone Orders

Manage all takeout in one place — pickup, delivery and online orders

Phone Order Management at a glance

Fully integrated into your existing MicroSale
system

Accept orders over the phone or online for pickup
or delivery

Efficiently manage all takeout, phone and online
orders on one screen

Save customer contact information and last order
for rapid reorders

Option to set minimum order amount for delivery

Accept prepayments or payments at time of
pickup

Send orders automatically through MicroSale to
the kitchen at a desired time

Manage delivery through MicroSale using
integrated mapping and driver dispatch
Automated delivery charges calculated on
distance or time

Use your existing reporting tools to see how your

takeout business is doing

Add-on Integrations (optional)

Online Ordering

Using integrated online ordering, orders placed online directly pass into the MicroSale system. Online
orders work identically as a phone order (orders send to the kitchen during the specified time, and can be
set for pickup or delivery).

Available online ordering providers:

Click4AMeal

Toll Free: 888-377-1128

www.click4ameal.com

Demo website: https://ninasbistro.click4ameal.net/

Online Order Now

888-673-371

www.OnlineOrdersNow.com
https://www.customer2you.com/index.html

atwareTech oLoO

http://atwaretech.com https://www.olo.com/
contact@atwaretech.com supports large accounts, 25 locations and over
212-796-5040

Caller ID
Using integrated Caller ID, repeat customer’s information auto-populates for quick reentry.

Available Caller ID box provider:

Whozz Calling
800.240.4637
https://www.callerid.com/



https://ninasbistro.click4ameal.net/
http://atwaretech.com/
http://www.onlineordersnow.com/
https://www.customer2you.com/index.html
https://www.olo.com/
https://www.callerid.com/

Phone Order Management
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The phone order management screen allows you to easily manage takeout; orders can be entered for
immediate production, set to print at a specific time or saved for a future day. Orders are taken over the
phone or through an integrated online ordering provider and then dispatched for delivery (if applicable).

From the management screen, each order button provides an overview of the order (customer name,
delivery or pick up, check total, and the order taker or assigned driver) and the ability to edit or close the
check. Using the toolbar on the bottom of the screen, you can sort, manage deliveries, and perform various
tasks. By default, the most recent orders are displayed first. The total number of open orders is listed on the
top of the screen.

How phone orders send to the kitchen

Orders placed for immediate pickup or delivery When using the production time, you can enable
automatically release to the kitchen. ‘Auto Release Pending Order’ to automatically release

the order without human intervention. Without this
Optionally, pickup/delivery can be set at a specific setting, an employee must manually release the order
time (or future day). when ‘release order’ flashes on the POS screen.

The production time automatically releases the With integrated online ordering, orders placed via
order x amount of minutes prior to the scheduled the internet follow the exact funCtiona"ty of standard
phone orders. Online orders must be paid online

ickup/delivery time. For example, with a 20 .
pickupraetivery xamp WI during the customer’s checkout process.

minute production time, the order releases to
kitchen 20 minutes before the order is due. If the
setting is O, the order releases to kitchen as soon
as order is placed (and will be up to staff to ensure
proper timing).



Order Buttons

The order buttons display in 3 colors (black, blue, or red)

Order is active and has been sent to the kitchen for preparation

New Emplayee

i o f——

07/101:0 PM | 26 Assign Drive. 3

Information on order buttons:

Order is active but has not been sent to the kitchen. The order may be

2 pending for a specific pickup/delivery time
s 2 [ 2

This is a preorder. The order has been saved in the system and is set
for a future day. Preorders are automatically printed the night before it

is due to notify the kitchen of the upcoming order. A preorder is not an open
order — do not close it at the end of the night!

e Contact name, phone number and address (if
applicable) are listed on the upper left of the order
You cannot change the contact information on
this button. However, if you need to change the
phone number or address, you can do so by
using the Customer Order / Customer Info button
located on the toolbar

e Use the blue buttons on the rectangle order button to
edit the check, reassign a driver, change the
destination (pickup to delivery, or vise-versa) and
edit/close the check

The employee who placed the order is listed in
the upper right corner of the button

The promised pickup time is displayed in blue
under the contact information. You can change
this time by selecting the button. If the order has
already been sent to the kitchen, you will need to
manually tell the kitchen about this change



Phone Order Screen Toolbar

Change Order /
Customer Info

Select Date
Pending Orders

Release Order Driver Sales Report

Search By
—

Page
Up

Change Order / Customer Info

Allows you to change contact information (except for the
name) on an active order, print the customer receipt
(without closing the order), add a prepayment or a
deposit.

Release Order

If orders are not set to auto-release (auto-release
automatically releases pending orders), you must
manually release the order to the kitchen.

Touch Release Order > Select desired order (blue orders
not been sent to the kitchen). When the order is released,
the order turns black. Alternatively, orders can be
released on the order screen; A message prompts to
release the order to the kitchen at the set production time.
Touch the message to release the order.

Show All Orders

+ Show Unassigned, Show Todays Pending Orders,
Delivery Order, Pick Up Orders

Toggle between delivery, pickup, preorders and
unassigned delivery orders. Choose the desired filter. To
go back to all orders, select Show All Orders.

Show Unassigned

Filters out delivery orders that have not been assigned to
a driver; This is a useful function to ensure a delivery
order is not overlooked. Select Show All Orders to view all
orders again

Mark Transaction Paid

Mark Transaction Paid stops the delivery timer to more
accurately determine how long it takes from the time an
order is placed to the time the order is delivered.

Close All

Quickly add tips for delivery drivers and/or close multiple
orders at once. At the end of each driver's shift, he or she
can now enter all of the tips on individual checks in one
place.

Show All Orders Find Check Show Unassigned List By Driver Option Menu
Show Todays
Pending Orders

Mark :
Print Open Print Order " Page
Tm;;?lzhon oo

Pick Up Orders

Driver Sales Report

Select the employee’s name to view the sales report. The
report is used to balance the drivers’ sales at the end of
their shift.

Find Check

After selecting a check number, you will be placed on the
order screen to view the open phone order. You can add
additional items or you can select “Exit” followed by “No”
to keep the order open.

Select Date Pending Orders

Prompts a calendar to choose a date range; preorders
(pending orders) within the date range appear on screen.
To exit and go back to your regular phone orders, select
Show All Orders.

List by Driver
Filters delivery orders by driver.

Option Menu
The option menu provides additional functions and a few
repeat functions
e Search By allows you to search open phone
orders
e Sort By re-sorts open orders by newest to oldest
time or groups pick up orders and delivery
e Transfer to Dining Room moves an open phone
order to the dining room
e Reopen a phone order; If the incorrect order is
closed with a prepayment (with a credit card or via
online ordering), you can reopen the order and
place it back into active orders

Assign Driver/ Get Directions

Used to dispatch delivery orders; allows you to view open
delivery orders on a visual map and get directions from
stop to stop



Pick Up Orders
Taking a Phone Order for Pick Up

Caller ID

When using integrated Caller ID, the POS system flashes “Ringing” in the lower corner of the screen when a call
comes in. Touch the message. For repeat customers, the customer’s information auto-populates on the customer
information screen. If the caller has not called before, you can go ahead and take the customer’'s name and

address (if applicable).

Pick Up Order Flow
Customer comes
Employee adds Order prints into in > employee
Customer calls in order in the the kitchen for pulls up order >
system production customer pays at

time of pickup

Phone Orders can be accessed from multiple places.

1 From the order screen, Select [glo]a X016 [FES

followed by

Or, you may have a function button called New
Phone Order. This function bypasses the
submenu to place a new order or edit an order

New
Phone
Order

2 if your restaurant offers delivery, you will be prompted to choose Pick Up or Delivery




3 Enter the customer's phone number and touch

_
| & |

Note Enter Phone Number .Net .Com .Gov
While you can enter the customer's hame instead of the phone =
number using this keyboard, use the phone number to prevent - 11 s5|ej7]|8]9ojo

duplicates and confusion. You can attach a name to the
phone number on the following screen.

NO MATCH FOUND

If the customer has not ordered before, you will receive a quick
message that says, “No Match Found”. This means the
customer is not matched with a saved customer in your
system.

Note
For a standard pickup order, the fields on this page
: Phone
are not required! i N i |
However, it is a good idea to at least get the person’s Address
name.
Delivery @ Ready In _Naw Date Needed | TN
Order Type Pay Deposit | CXCINNNN
. -
4 select [JEYTYEITET to enter in the customer’s [owomeion ] 10:50 AM | 0772212020

order. By default, the order will be placed for
immediate production

Cancel Re

Create A

L3

Additional Options (Optional)

e You can enter additional contact information and the customer’s email address

e Add Special Instructions and Staff Notes

e Touch the appropriate button (Name, Phone, Address, etc.) to prompt an onscreen keyboard.

e |If the Kitchen is behind, the Change Production Time can be used to increase the production time. This is only
used for future orders, it will release the order x minutes before pickup/delivery is expected.




Changing the time or day of pickup —

Phone
® Touch “[HH Y N@) or PIANERAE@). Enter the
specific time when prompted s K
® Or, touch FEEGVAL)  minutes. ¥ [
. 10:59 AM 07/22/2020
® |f this is for a future date, touch [BEIRN[ET=Te [T

Cancel Retry Search

List All Customers

Create Account

Adding a Deposit and Search Criteria

You will not enter credit card information for
prepayments from this screen. You will be
prompted at the end of the customer’s order
where you can provide the Check Total.

If you want to have the customer pay a
deposit (or portion of the bill) for a large
order, you can use (VAN SeaL. This option is
typically only used for large preorders, where you
may want to collect a portion of the check upfront
to help cover the cost of items.

a and
(IS WA\ | N oI5 6] 14 (516 can be used to locate

previous customers by Name, Phone or Address
if the customer may want to place an order on a
specific account but did not provide the correct
phone number originally.

is used for House Accounts,
where the customer will be billed later on. Please
refer to the document on House Accounts if you
are interested in using this feature.




Reordering saved items

If the customer has ordered in the past, their last order
appears in the lower corner of the screen.

(] Toreorder 1 or multiple items, touch the menu

i 1 LG Cheese Pizza 'L 3
item | DBLJaidyenos .

20 Select (oI The menu item(s) will disappear
from this screen and be moved to the order
screen

(3 PSP iace Orcier

Staff Notes

Staff Notes do not print on the customer’s receipt. The information can only be seen here (on
the customer’s profile)

Staff Notes are useful to share information on this customer prior to placing the order; such as “get prepayment — customer
did not pick up last order”, etc.

Select Staff Notes

Enter the notes and select Bl

Staff notes are shown in the top right area of the

screen

- 7212020
Enter Information -

5 Enter the order

6 Select Done when completed

10



N CLCVAS G H\ e prompts onscreen ' -

. sese . —m—
7 Yes means a credit card payment will be entered
now. No will be paid at time of pickup. -~
8 i Yes, follow the prompts to enter the customer’s Pre Pay Order Now ?

credit card

If you press no by accident, you can still add the m
-——

card (please follow next steps)

Adding a credit card after selecting “No”
to prepaying

1 To add a credit card after saying No, touch
“Phone Orders” and then Edit/Close Phone
Order

AR\ edChange Order | Customer Info

(O8]

A window opens; choose the appropriate
phone order (selecting/touching anywhere in

the row) Phone
813.681.1875 Cash
8233444 Cash
Cash
Cash

11



2 SEIElwdPre Pay Order with Credit Cardglll

enter in the card information. Select Done and
Exit when completed (card information saves
automatically).

0.00| Check Total
| Pickup[e

Note

Pay Deposit allows you to pay a portion of the check.
Deposits are useful for large preorders where you may want to
collect a portion of the bill upfront.

Print Receipt prints the customer receipt without forcing you
to pay/close the order.

Retrieving a Phone Order to Pay or Edit (Pickup Orders)

l From the order screen, Select [l RO TE

[(e]l[e)=IeMe)YACI0Se or Edit Phone Orde

Z If you are ready to close the check, touch
E@EME on the bottom right of an order.
If the customer calls back and would like to add
to the order, select [Se[if®faT=1e

7708 3:50 PM ] 2 [Awwign
Lzi

12



3 Aiter selecting Close Check, you will be placed
on the order screen to review the order, enter
additional items and/or add a discount. When

ready, select [gEVAeI{s[-]

B~

Take payment to close the check

If the order was prepaid, select //;/: A1)

® Or, you can go ahead and run a card or

collect cash if the prepaid tender is $0.00

PREPAID, 24:84)
-

If you accidentally select Close Check, you can
cancel the payment

Canceling Close Check

o Select [240 on the order screen
Then select No when prompted.

You will be exited back to the ID screen and the
order will remain active.

Yes to Send Check and Exit

13



If you accidentally select Close Check
instead of Edit Check

You can either cancel (using the steps above), or add
additional items to the check.

n Select (240 on the order screen

Then select Yes when prompted to send the
items to the kitchen. You'll then be sent to the
payment screen.

To continue to keep the order open and NOT
complete payment, select m to cancel the
payment. The order remains active with the
new changes.

Yes to Send Check and Exit

14



Online Orders

Online orders are paid immediately when the customer checks out online. Online orders pass into MicroSale
as “Web Order PrePaid” (this heading is listed on the upper right corner of the order). Online Orders follow the
same procedure as a typical phone order.

Online orders show as “Web Order
PrePaid”

[Edii Cheek]|

g When the order needs to be settled, select

Close Check

1 Tender the check using the option

PREPAID

4 '-
-
The Prepaid amount is passed from the -
PREPAID 24.84,

online ordering provider.
o~

IMPORTANT

With integrated online ordering, you must set the system to auto release pending orders. Enable this setting on
only one register in your restaurant. If this is set on multiple registers, it will cause duplicate orders to print!

Managers Menu > Register Setup > Terminal Configuration > Register Options > Phone Orders > Auto Release Pending
Orders > Save

15



Delivery Orders
Taking a Phone Order for Delivery

Delivery Address

You only need to ask for the address if the customer is placing a delivery order. If this customer has ordered in
the past, the customer name and address will populate. Confirm the address is correct before moving on and
placing the order.

Caller ID

When using integrated Caller ID, the POS system flashes “Ringing” when a call comes in. Touch the message
and select Pickup or Delivery. For repeat customers, the customer’s information auto-populates on the
customer information screen. If the caller has not called before, you can go ahead and take the customer’s
name and address (if applicable).

Delivery Flow

Employee
adds Employee Order pri Dri i
pr|nts riveris .
Customer Cu;fmer takes t into the Order is assigned d I'.)”"e';h
lIs in address paymen kitchen for bagged and elivers the
ca then puts over the ducti . order

the order in phone production dispatched
the system

l Select |dile]iXe]{:[:1; or New Phone Order

Or, you may have a function button called New
Phone Order. This function bypasses the
submenu to place a new order or edit an order

New

Phone
Order

2 You will be prompted to choose Pick Up or Delivery. Choose Delivery.

16



3 Enter the customer’s phone number and touch

Note

While you can enter the customer’s name instead of the phone
number using this keyboard, use the phone number to prevent
duplicates and confusion. You can attach a name to the phone
number on the following screen.

NO MATCH FOUND

If the customer has not ordered before, you will receive a quick
message that says, “No Match Found”. This means the
customer is not matched with a saved customer in your
system.

Enter Phone Number Net .Co Gov
ce

m R
813233 | Back spa

- 11

Q w
S

You must enter the customers address when placing a
delivery order.

4 Touch

Lt Dt Ot

T Vioues

o

Begin typing in the address (using integrated
mapping, addresses near your location will begin
populating).

o~

Touch the matching address.

Note

This order will be assigned to a driver later, after the
order is placed. Please read How to Dispatch a driver
after completing this section.

Enter Street Address

121 W
1221 West Cass Street

1221 West Colonial Drive

17



a After the address is entered,

C—

within your restaurants zoning. You do not have el

to select “Get Directions” but it is a good way , Distance
to find out if the address is within your zones T i IRl

Average Production Time 49 Minutes

b Select [elZ#pII{Hil6]) 15 to ensure the address is .
C—

before going to the order screen

Cancel Retry Search

¢ Getdirections autopopulates the delivery
= zone and distance or time.
This feature is available using the integration to Google Maps.

Available for a minimal annual subscription fee.

Additional Settings

From the same screen, you have the option to enter the customer’s contact information, Special Instructions and Staff
Notes. Touch the appropriate button (Name, Phone, Address, etc.) to prompt an onscreen keyboard.

For a standard pickup order, these fields are not required! However, it is a good idea to at least get the person’s name.
If the Kitchen is behind, the Change Production Time can be used to increase the production time. This is only used for
future orders, it will release the order x minutes before pickup/delivery is expected.

Changing the time or day of pickup
et | O s || i
® Touch ‘{4 N@) or PLEANEIRAE@). Enter the soe | NS 7
. o Delivery @ Ready In Date Needed
specific time when prompted T e
j 10:59 AM 07/22/12020
o
® Or, touch [EELNALN  minutes “
® |f this is for a future date, touch [BEICH\NT=Te [=Te) _

List All Customers
Create Account

L3

18



Adding a Deposit and Search Criteria

You will not enter credit card information for
prepayments from this screen. You will be
prompted at the end of the customer’s order
when you can provide the Check Total.

If you want to have the customer pay a
deposit (or portion of the bill) for a large

order, you can use gV o]

SearchiElly

m—"

NEWNNTE G ETE can be used to locate previous customers by Name, Phone or Address if the customer may
“— want to place an order on a specific account

is used for House Accounts, where the customer will be billed later on. Please refer to the
“.... document on House Accounts if you are interested in using this feature.

Reordering saved items

If the customer has ordered in the past, their last order

appears in the lower corner of the screen.

-3 1+ LI

To reorder 1 or multiple items, touch the menu
item

Select [EOIL 3. The menu item(s) will disappear
from this screen and be moved to the order
screen

7 Select [JE RO

Special Instructions

Special Instructions print on the customer receipt.
Why use Special Instructions? This area is useful for hotels
where the address stays the same but the room number
changes or to add a note for the delivery driver such as ‘apt
building is blue, back of complex’, etc.

SlEElwdSpecial Instructions

Select Get Keyboard
P when finished




How to ring in hotel orders (using
Special Instructions):

For Hotel orders, use the hotel name, address, and hotel
phone number in the standard area.

This ensures that when you enter the phone number it always
brings up the correct hotel

Do not use the apt/suite number for hotel numbers!

The apt/suite area is designed for static addresses. If
you change this, it will save a new address.

1) Enter in the room number and customer name into the
Special Instructions box. This area is easily changed
and prints on the bottom of the guest check.

Static Address

Sub Total : 20.89
Sales Tax 1.72

Check Total § 22.61

HNATT HOTEL ~ BISTEG.1%6
1701 Lake Chapaan Drive

Brandon 33510 Time 04:
Time 6
Miles 1.4
Head east on W Brandon B
Turn right onto Lakewood Dr
Turn left onto Lake Chapman Dr
12 ft
Turn left
1 ft

ROOM 617 DAVIDSON
*% Your Phone Order Aumber Is 41 *#

Special

Instructions

Staff Notes

Staff Notes do not print on the customer’s receipt. The information can only be seen here (on

the customer’s profile)

Staff Notes are useful to share information on this customer prior to placing the order; such as “get prepayment — customer

did not pick up last order”, etc.

3 Select Staff Notes
4 Enter the notes and select B

Staff notes are shown in the top right area of the
screen

Enter Information

“TR212020
-

20




Customer with multiple saved addresses

Caller Customer List

l Each saved phone number can have multiple
addresses assigned. If the customer has multiple
addresses assigned to their phone number, it will
prompt all associated locations.

Caesar Domino 813.555.1212
Caesar Domino  813.555.1212

1345 West Brandon Boulevard
1355 Providence Road

]
Verify the address with the customer and touch the ; ke
correct address. Ty

N

(S3)

Select the appropriate address for this delivery order
by touching anywhere in the row.

 —

Enter the order

1

 —

Select Done when completed

A prepayment message prompts

Pre Pay Order Now ?

12 select Yes to prepay a delivery.

13 Follow the prompts to enter the customer’s credit
card
**Eor contactless delivery, ask the customer to
provide the tip over the phone** otherwise, you
need to take the credit card slip on the delivery
run to have the customer write in the tip.

If you press No to the prepay order prompt, you can
still add the card (please follow next steps)

Adding a credit card after selecting “No”
to prepaying

1 To add a credit card after saying No, touch
“Phone Orders” and then Edit/Close Phone
Order

SEIEWIChange Order /| Customer Info

N

21



1 A window opens; choose the appropriate
phone order (selecting/touching anywhere in
the row)

Payment Type
Cash
Cash
Cash
Cash

M SEIElsdPre Pay Order with Credit Cardglll

enter in the card information. Select Done and
Exit when completed (card information saves
automatically).

Note

Pay Deposit allows you to pay a portion of the check.
Deposits are useful for large preorders where you may want to
collect a portion of the bill upfront.

Print Receipt prints the customer receipt without forcing you
to pay/close the order.

Customer Information

Name
Address | ]
City [Brandon | State [FL |

Zip [33511 Phone [813.681.1875

Deposits | 0.00] Check Total | 85.43]
Pick Up|[11:07 A | PickUp[re ]

Pre Pay
Order /Change Pay Deposit
Payment
e “

22



How to Dispatch a Driver

1 Youcan assign a driver for dispatch from multiple places; through the Driver Access button on the ID

screen or selecting Phone Order > [&[eX-We gl <o [ § 5 sTe]s RO (¢ [
2 Select Assign Driver | Get Directions

3 The screen displays all unassigned orders in Assign Diiver
L | No._ | ChikAmt|Order _Customer Address
a spreadsheet. : e e o

119 Oakdield Drwe Brandon, FL 33511
1947 Delvery ~ GARTHBROOKS 656 Lakemont Drve Brandon, FL 33510

" 19.47 Delivery LUCIFER MORNINGS 666 Bryan Terrace Drive Brandon, FL 33511
4 m . 471 Deliery  BOB BARKER 3404 Cragmont Drive Tampa, FL 33613
4 Touch [EITRIR T e S S S

471 Delivery  Bob Roberts 119 Oakfield Drwve Brandon, FL 33511
22 61 Delvery HYATT HOTEL 1701 Lake Chapman Drive Brandon, FL 3;

5 Select the Driver’'s Name S
Name .| ChkAmt Order & e —

iy ASSIGN DRIVER s

oo 4 INew Employee e

anoe 4 Billy Smith : e
- mz 4 [Emily Smith = 107 Wins

279 Mins

23



After selecting the driver’s name, the map premE . v

Map Satellite

displays all the open delivery orders »

6 selecta gray pin or place a check mark next
to the address. The pin will turn green,
meaning is assigned to that driver.

7 When finished, select OK

loo

Once the addresses are selected, choose
whether or not to print the customer receipts

Keep the credit card slip with the customer
receipt to stay organized. Ask the customer to
sign the slip and add a tip at the time of
delivery.

Additional options under Assign Driver / Get Directions

Sort By Assign Print Done s
Driver river Receipt otz Directions

STola =) AJAE] to see that specific driver’s deliveries.

Print Receipt allows you to print a selected delivery receipt.

PN and [BXL saves any changes you made or exit this area to go back to the Access Phone Orders screen.

e A IEIR )3 E provides a turn-by-turn print out for each delivery. The directions for the first stop are from the
restaurant to the customer but the preceding directions start from the last delivery address to the next. This
feature is available with the Google Maps integration.

1) Select Get Directions
2) Select the driver or employee’s name

24



a. All current orders assigned to the driver/employee appear
3) Select the deliveries in the order you wish to have directions printed
a. Note: Depending on the order of stops you select it will print the directions starting from your last
stop.
4) Each selection adds an entry to the “Stops” section
5) Select Get Directions when you are done adding stops
6) A separate slip prints for each delivery

Other features of Assign Driver / Get Directions

o Print Receipt — To use this function, first select an order and the select “Print Receipt”. Two receipts
will print:
o An itemized customer receipt with payment delivery directions at the bottom
o A driver receipt which includes:
= Driver Name
» Time & Date it was printed
» Check No.
= Customer’'s Name, Address, and Phone Number
» Delivery Time
= Amount to collect
o Close Selected — To use this function, first select the order(s) you wish to close and then select
the “Close Selected” button. All selected orders will close to exact cash (no change will be
calculated). Afterwards, the message “Print Slip? Cash Amount Closed $X.XX)” will display. It is
best practice to select “Yes” to print a copy of the closing receipt.
o Save | Exit — Allows you to save any changes you made or exit this area to go back to the
Access Phone Orders screen.

25



Reassigning a driver or changing the order type
You can either reassign a driver or change the order to Pick Up.

l On the phone order management screen, find et Oraer 7o Crose Do Oraere (1]

the aipropriate order and select [ty

2 Choose a new driver, Change to Pick Up or
Unassign Order

Skimming Driver of Excessive Cash

Cash Drops are useful when a driver needs to turn in extra cash on hand so that he or she is not carrying
around too much money. The cash turned in is recorded on their audit.

1 select N NN

2 selectthe

New Employee
Billy Smith
Emily Smith

John Smith

Joe Jones




3 Select [0 Drop|

4 Enter the cash amount and select Bl

5 The cash drop amount is deducted from the Net Cash Due (Restaurant Amount) and recorded on the
Driver Sales Report.
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Closing Delivery Checks and Applying Tips

1 Touch Phone Order then [l -N e [IM s [ 1s

Close or Edit Phone Order

v *

1. There are two oEtions available, select ([} Select Order To Close Open Oraers (4]

Check [oJs . Close All screen can be
used to apply tips and Close All to Cash or
Uber Eats. Etc.

The Close All screen allows you to Elegfi=3"ARI\E] to

see that specific driver’s deliveries. Touch the 0.00 = N oy i ow o
under the tip field to apply the credit card tip (cash s e
tips are entered at Punch Out). B RO SN o D

a 335
2261 Delnvery 8137861266 1 3k man Drive Brandon, FL. 33510

19.47 Delnery 8132221234 1t Brandon, FL 335
e 13 888 1245 .

8135652323 1 randon, FL 33511 Cash

8135223366 1240 andon, FL 33511  Cash

313681675 Modical Oal don, FLL 33671 Crean
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1. Enter the tip and select [BYi1s Glss Prons s

Name No_  ChkAmt Order Phone Address
Minnie Dver u 20375 Delvery 8132221234 119 Oakfield Drve Srandon, FL 33511
Minnis Drivar 3 19.47 D 39 656 Lakemont Drws Brandon, FL 33510
Minnie Driver £ 19.47 666 Bryan Temace Drwe Brandon, FL 33511
Minnie Dver ki 471 Deliery 04 Cr. Tampa, FL 33619
Minnie Driver an & 79855 Causawiay
Minnie Dnver 19.47 8132221234 119 Oalfield Drive Brandon, FL 33511
4.71 Dalivery §132221234 119 Oakfield Drive Brandon, FL 33611
26 813.786.1256 1701 Lake Chapman Drive Branden, FL 33510
1947 Delvery 8132221234 119 Oakfield Dive Brandon, FL 33611
2435 813 . FL 33511
2435 Delvery 8129
596 Delvery  B136
Minnie Driver & 19.47 Dalivery 81651

2. After all tips are entered select either —

electedfelgClose Al COTE Dy T3S 11O

22375 Delwery 813.222123¢ 119 Oaidield Orive Branden. FL 33511
1947 Dolwery 8137604089 656 Lakemont Drive Brandon, FL 33510
19.47 Delivery 813.666 6666 666 Bryan Tarrace Drive Brandon
471Delvery 8134124563 3404 Cragmont Orive Tempa, FL 33619
471 Delsey 813123459 7855 Causeway Bouleward Tamps, FL 33619
19.47 Delivery 119 Oakfield Orive Brandon, FL 33511
4.71 Deinery 2221235 119 Oakfield Orve Brandon, FL 33511
22 61 Delnvery 8137861266 1701 Lake Chapman Drive Brandon, FL 33510
19.47 Delnvery 813222.1234 119 Oakfield Drive Brandon, FL 33511
2435 Delvery 8136861245 876 South Parsons Awenue Beandon, FL
24.35 Delivery 813,555 2323 1208 East Brandon Boulevard Brandon, FL 3
5.95 Delnery 8135223366 1240 Astor Commons Place Brendon, FL 33511
Minniie Driver 1947 Doloery 8136311875 540 Modical Oaks Avenun Brandan, FL 33611

Close
cled

1. Select Yes to close all to cash, Uber Eats, e T

Name Chi Amt| Order Phone Addrass
EtC . Minnie Dnver 3 22375 Deliery 813221234 119 Oakheld Drve Brandon, FL 33511
Minnis Drver 1947 Dalvery  B137604089 656 Lakemont D Beandon, FL 33610
Minnie Driver 19.47 Delivery  813.636.6656 666 Bryan Temace Drve Srandon, FL 33511
Minnie Doves 471 Delivery. 34124663 3404 Cragmont Dive Tampa FL 33619
Minnie Drivar 471 Delivery 1312459 3 y Boulavard Tampa, FL
Minnie Drver 19.47 Defvery 8122221234 119 Oakfield Drve Brandon, FL 33511
471 Dalivery 813222 1234 d @ Brandon, FL 33511
2261 Delivery 8127861256 1701 Lake Chapman Drive Brandcn, FL 33510
1947 Delvery 8132221234 119 Oakfield Dn don, FL 33511
2436 Delivery  £12.8081245
24.35 Delivery 813655

Cash
876 South Parsons Avenue Drandon, FL 33511 Cash
'3 1208 East Brandon Boulevard Brandon, FL 11 Cash

Minnie Driver 4 Close All Orders To Cash
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1. Select Yes to print the Amount Closed
payment slip.

Note

Print Slip shows the total amount closed and the
employee who closed the orders. Keep this slip with the
printed driver report or put the slip in the cash drawer.

‘Close Phone Orders

Print Slip ?

Example of the Amount Closed slip

2. Once all orders are closed, the screen
displays No Open Orders

[1/18 02:28 MM

(rders Closed
Anount ' 6012

Closed by Kimnie Driver

No Open Orders
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End of Shift for Delivery Driver

1 select N L

2 selectthe

Select a Driver

New Employee
Billy Smith
Emily Smith
John Smith

Joe Jones

3 The Driver Report can be viewed on screen or
printed. _—

Net Open Sales
Open Discounts

If open orders are set to $0.00 and all tips are o

entered, select Print Report, staple the credit | o s
card slips to the driver report and collect the e Card harges
Credit Card Tips

Net Cash Due. Eieraid Chanes

PrePaid Charge Tips

B~

Total Charges

Delivery Charges Paid
Total Delivery Charges

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

Note Total Deliveries

The report provides total driver sales, credit card sales and Lttt

tips. Tips are deducted from cash. If delivery charges are

used, that will add that total as well as any cash drops —

from the driver. More details below. — i

Print Report

Cash Drop C°"g:;:’;."s‘""
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Driver Sales Report

Net Open Sales

Open Discounts

Open Sales Tax
Total Open Sales

Total Delivery Sales

Cash Drop

Credit Card Charges

Credit Cards Tips

Total Charges

Total Delivery Charges

Net Del. Chg Due Driver

Net Cash Due
(Restaurant)

Orders that have not been closed and are still waiting to be delivered

Total discounts applied to undelivered orders

Total tax of undelivered orders
Total sales of undelivered orders

Total sales of delivered orders (not including tips)

“Total Delivery Sales” will only be visible on the Driver Report when the Total Open
Sales is $0.00.

If it is not at $0.00, Total Delivery Sales is replaced with “Net Open Sales” and “Total
Sales Open & Closed”

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

Total check amount charged to credit cards (excludes charged tips)

Total tips that have been charged to credit card transactions

Credit Card Tips + Credit Card Charges

Total delivery fee charges

Total delivery charges the store owes to the driver (this amount is either a flat dollar
amount or percentage of the delivery fee collected). If this is not setup, please refer to
Setting Up Delivery Fees, Driver Payment Amount

Total cash amount that the driver owes to the restaurant
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Understanding the amount is owed to the restaurant

Josh Jackson

—
— Total Delivery Sales

— —Cash Drop (skimming the driver of excessive cash
Ty . during the shift)

Cash Drop i i

—— —Credit Card Tips

e ; —PrePaid Charge Tips

—Net Del. Chg Due Driver
=Net Cash Due (Restaurant)

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

I

Manager Edit
Select Cash Drop Or Delivery Charges Paid
Enter the New Amount

Collect Delivery
Cash Drop Caroes
|

Print Report Exit

When a driver wants to collect their portion of the delivery fee prior to end of shift

Collect Delivery Charges
This option is used to pay the driver their delivery payment before their shift is over. Example, the driver is on
break and wants to collect the delivery fee payment early to buy lunch.

Select [ofe] | [T LI NETRAS ET [ and type in the amount from Net Del. Charge Due Driver; the
system will enter this as a paid out for the inputted amount

The amount from the Net Del. Chg Due Driver moves it to the Delivery Charges Paid field

Josh Jackson Delivery Charges Paid

This is the amount of the delivery fees paid to driver.
This is typically displayed at $0.00 unless the driver
wants their cut of the delivery fee before their shift is
over. This number is affected by the Collect Delivery
Charges button (works as a paid-out to balance the
driver’s sales)

Delivery Charges Paid 0.00 I:

[ | 22 N

Net Del. Chg Due Driver

This is the amount of the delivery fees that the store
owes to the driver (this amount is either a flat dollar
amount or percentage of the delivery fee collected). If
this is not setup, please refer to Setting Up Delivery
Fees

anager Edit
Select Cash Drop Or Delivery Charges Paid
Enter the New Amount

Collect Delivery
Charges 1
—
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Advanced Functionality

Assigning multiple checks on one phone order

Separating an order by bag (or separate seat, depending on your system'’s setup) allows separate orders on
one ticket and paid separately.

1 Enter the first order normally (automatically wor
shows as Bag 1 — you can see this label ] M o |
above the virtual check). You can Name each X e 205] e
bag by using the Tray Names button.
-

2 When the Tray Names feature is used, it will T
automatically advance to the next Bag. If you & ;3,:%.@
do not use the Tray Name, then press the
Move >> or press Add Tray

3 Enter the orders on separate Bags until
completed.

4 To move items around, select Review Order

o

Items can be moved by highlighting the items E ek

Bag 2

and then touching a new ‘Bag’ (labeled @ &) > omanza
6 select B when completed (©)

To add a new bag, select [1Ye[s B LeIT3[=
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Closing Check with Separate Trays

l RlEledClose Check

(o] i) ]

[Ciowa chack]

Kelly Cashier

@ [
(o))
™

Pick Up Orders

2 Select _ Balance Due ‘—

Check No 2073
Payment Amount ‘

Gift Card 0 g
,

House Accounts

Select the m you want to close o oy Tray | ray By Seat
BOB - 26.51
Selectthe A VIUlEN I 17 Cash ) STEVESZ

- IlDAVID - 12.98

Continue selecting additional bags until all Gift Card Pl SARAH - 17.58
orders are paid. 0.00,

House Accounts 0.00,

- AT i'

o1 N W

Bag Total(s)26.5

Bag Change Amount 0.00
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Preorders (pending orders)

Pending orders are typically used for preordering large orders
(such as 200 wings for The Big Game). Pending orders that are
due the following day print automatically after the nightly close out,
the following steps go over manually printing or viewing pending
orders.

A preorder is placed the same as a phone order with a future time
and/or date

Lt s xis.

1221 North Valrico Road

Statt Notes

Get ! j 10:59 AM 07/22/2020

Production Time 20 Minutes

L3

1 select [JTTAYE] and choose the time when prompted
2 select PETITETY] and choose the date when prompted

3 Select |MEl=NeI T[]

New Employee

[(assorm] 7

4 When accessing open orders, the pending order appears
red with the date and time needed (under the customer
information)

Orders automatically print x amount of minutes before the customer is
scheduled to arrive to pick up the order (when using auto release
pending orders — see right side of screen for setup)

If auto release is not set, the message of [REIEEEENOI{[T; flashes red on
screen when the order is within the default production time of the
pickup. You must touch Release Orders to release the order to the
kitchen.

To have preorders
automatically send to
the kitchen:

@ Managers Menu > Register Setup >
Terminal Configuration > Register
Options > Phone Orders > Auto
Release Pending Orders > Save

ONLY SET RELEASE PENDING
ORDERS ON ONE TERMINAL.
OTHERWISE THE ORDER MAY PRINT
MULTIPLE TIMES!

Change Production
Time (across all
terminals):

Changing the default 20 minute
production time (when the kitchen
receives the ticket prior to pick up)

@ Managers Menu > Register Setup >
Terminal Configuration > Register
Options > Phone Orders > change
the number of minutes next to
“Minimum Amount of Minutes
Required to Produce Order” >
Finished > Save



Releasing Preorders Early

Release Phone Order Open Orders | 3 )
New Emplayee

If a pending order is going to be picked
up earlier than the original time

1 Touch Release Order

2 Touch the appropriate order (anywhere in the
order box)
After the order is selected, you'll be placed on
the order screen

3 Touch Done to release the order or you can add

a note using Attach Request or open food to
send a message to the kitchen such as “MAKE
ASAP!”

Preparing for pending orders (phone orders for a future day)

Preorders print the night before the order is due to prepare the kitchen of the upcoming day’s orders.

List By

To manually print pending orders ‘

Street Address Print Pending
(0 tion enu |
Z Under Print Pending, choose

Pending Summaryfsl§Pending Orders|

Pending Orders

Tomorrow's pending orders automatically print out after the nightly close out, however, if you want to manually
view or print pending orders;
1 cChoose a date range or a specific date to view the orders due within the dates chosen
2 For example, to view tomorrow’s orders, select the date for tomorrow on the Starting and Ending Date.
The order details print on the receipt printer
Pending Summary

The pending summary prints a summary of all menu items ordered within the date range selected. This report
is used as a product mix to ensure you have enough inventories on hand to fill the orders
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Adding a deposit (partial prepayment) on a phone order

A deposit (or portion of the total check) can be taken during the order process. A deposit can be taken before
the order is placed or added later (using Change Order / Customer Information).

Adding a deposit (partial amount) before the order is placed

1 Sselect Pay Deposi

Note

This option is typically only used for large preorders,
where you may want to collect a portion of the check
upfront to help cover the cost of items.

Available payment medias appear;

Deposit Paid In

ann
2 M Credit Card 0.00

Touch the desired payment type. For
credit card, touch anywhere in the credit
card row.

Enter the payment amount and use the decimal to finalize the amount before selecting Done.

B~

After you select Done, it leads to you to the EMV payment screen. Confirm the deposit amount by
selecting Done

5 You can insert the card (if available) or manually enter the card information. Follow the prompts on
the payment device.
The deposit has been entered and automatically saves

o~

Select Place Order
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Adding a deposit after the order is placed

Select Close or Edit Phone Order

1
2 Select Change Order | Customer Info

3 A window opens; choose the appropriate Phone Check  Payment Type
H H 813.681.1875 27 Cash
phone order (selecting/touching anywhere e ol
in the row) MARY JOHNSON Cash
ALEX ANDERSON Cash

44 On the Customer Information window,
select Pay Deposit

Customer Information
Name [OHN SMITH

State (R
Phone [813691 1875

000 Check Total
| Pick Uplrm

— “

Available payment medias appear, I—

9 Touch the desired payment type I e B il

For credit card, touch/select anywhere in the

Credit Card row J

Enter the payment amount and use the decimal to finalize the amount before selecting Done.
Now on the EMV payment screen, confirm the deposit amount by selecting Done

00 N3 o~

You can insert the card (if available) or manually enter the card information. Follow the prompts on

the payment device.
The deposit has now been entered and saves automatically.

NO

Select Place Order
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Closing a phone order with a deposit

When a deposit is on a phone order, a credit is placed on the check.

1 Access the phone order regularly and select

Close Check - gr——
Table No Phone
a The Balance Due (or Refund Due) is in the Payment Amount
~= upper right corner and the check total is on the APPE— ]
bottom of the screen =25
b A Dagosiibutton appears as a payment media

" with the deposit amount

¢ The Check Total is shown in large green
~  numbers on the bottom of the screen.

Check Total 105.93

2 If there is a Balance Due, touch the
appropriate payment media to complete the
order. (Example, if a customer hands you a
credit card, select Credit Card and complete
the payment)

A

WARNING
If the deposit was higher than the check total, you owe the customer money! If you see Refund Due
instead of Balance Due, you must refund the customer with cash.

1 To refund the customer with cash, select the 2 it wil prompt the refund amount. Select
button Deposit Accept Amount after the money is taken
from the drawer

Payment Amount

Deposit 50,00, [ Deposit 50,00),
Credit Card 0, QEI Credit Ci—

Check No 1036
Gift Card 0, ee. T T Gift Cara

‘ Refund Due Change Due 39.03
[— Table No JOHN [— Table No JOHN
Cash EEI Cash 22- Payment Amount

Tendered : 50.00

Check Total 10.97
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Transferring a phone order to the dining room

The employee who is performing this function will also be the one who receives this order within their table
layout or open tabs

1 From the ordering screen select Phone
Orders and then Close or Edit Phone
Order
1 select Option Menu oot e

2 Select U LEE e

3 Select the order you wish to transfer. The
message at the top changes to Transfer to
Dining Room

After you select the order, you'll be placed on the
order screen to verify the order and/or add
additional items to the check. The table name or tab
name is named “Phone Order” or the customer’s
name used when the order was placed.

1 . Yes to Send Check and Exit
Select Exit

The order is now placed within your open checks
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Setting up your system to take Phone Orders

Register Options are configured per terminal. This allows the restaurant to use different functionality based
on individual terminal (or register).

Configuring Register Options for Phone Orders

@ Managers Menu > Register Setup > Terminal Configuration > Register Options > Phone Orders (on

top toolbar)

Phone Orders

PHONE AND DELIVERY SETTINGS

Phone Order Settings

Enable Phone Orders

[ Use Caller ID {using integrated WhozCalling box)
Prompt message Pick Up or Delivery

Show phone order button on order screen

Format phone number with decimal (a0}

[ Tum off order history

[ Prompt for rder promise pick up time

[ Turn on credit card number storage

[ Time required to place phone order
0 | Time Required To Produce An Order In Minutes

[ Auto Release Pending Orders (only ene machine)

[ Turn off pending order button (disable by terminal)
lust keep option unchecked on at least one terminal when using Auto
Release Pending Orders. option

The Default Phone Order Type
PickUp =

Delivery Settings Delivery order is routed by
Enable Drive Directions

Assign Driver from ID Sereen

[ Tum on prepaid tenders for delivery orders

[ Tum off credit card prompt for delivery

Delivery orders only close from this station: [ Any >

20 Winimum amount of minutes required to produce delivery order
0.00 Minimum order amount for delivery

Enable Delivery Charge

The delivery charge amount s created in the
Discounts setup area. The charge amount is
based on zone.

[] Disable Spiit Delivery Charge
Disabling splt charge keeps the delivery fee
on one seat. By default delivery charge is
dispersed evenly on separate seats within
one order.

whole
number takes a percetange of the charge for the driver's payment (Example: 50
s 50%). Using a decimal deducts a dollar amount from the Delivery Charge
(Example: 1.0 is $1.00)

Phone Order Printing Options
Print credit card slip en driver assignment
[ Print receipt when phene orderis closed

[J Print 80 column invoices

Delivery Zoning Settings

sonesty [MEs =] Zenesewe [ ]
sat [T <] End[v | [SHeZenell ocleteZone |

Enable Phone Orders

Use Caller ID
Prompt message Pick Up or
Delivery

Show phone order button
on order screen

Format phone number with
decimal

Turn off order history

Prompt for order promise
pick up time

Time required to place
phone order

Time Required to produce
an order in minutes

Auto Release Pending
Orders (only one machine)

Activates the “Phone Order” button on this terminal only. Set this option on all terminals
that need the ability to accept/enter phone orders

This option enables the Caller ID. Must use Whozzcalling caller ID box
This option forces the server/cashier to select whether the call in order is pick up or
delivery before the order can be placed.

Places the “Phone Order” button on the Order Screen. Note: This is only available for
Quick Service or Quick Bar environments

Reformat phone numbers entered with a period between number sets. Example: 5551111
to 555.1111 (keeps consistency on entered phone numbers)

Disables storing the last order of a phone customer.

When this option is enabled then when a phone order is placed it will prompt the cashier to
enter in the number of minutes that the order is expected to be completed by so that an
accurate quote time can be given to the customer.

When this is enabled a specific "Pickup @" time has to be selected on the customer
information screen before the phone order can be completed.

This option sets the minimum production time for call in orders. If entering an order for a
future time/date then the order will print to the remote printers "X" minutes prior to the pick
up time (X=time Required to Produce Order).

If this option is set then call ahead phone orders will be automatically sent to the remotes
20 minutes (or whatever time is set) prior to the scheduled pick up/delivery time.
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Turn off pending order
button (disable by terminal)

When a call ahead phone order is placed, a notification will appear on the screen when the
order is ready to be released to the remote printer. This option will disable the notification
on this specific register.

Phone Order Printing Options

Term
Print credit card slip on
driver assignment

Print receipt when phone
order is closed

Print 80 column invoices

Delivery Settings

Term
Enable Drive Directions

Assign Driver from ID
Screen

Turn on prepaid tenders for
delivery orders

Turn off credit card prompt
for delivery

Delivery orders only close
from this station

Minimum amount of
minutes required to
produce delivery order

Minimum order amount for
delivery

Enable Delivery Charge

Disable Split Delivery
Charge

Driver Payment Amount

Delivery Zoning Settings

Description
When this option is enabled the credit card slip for a delivery call in order will print once the
order is assigned to a driver.

By default, when a phone order is placed the customer receipt prints immediately after the
"done" button is touched. When this option is enabled the receipt does not print until the
order is closed.

This allows phone order receipts to be printed on a connected report printer instead of the
standard POS receipt printer.

Description

When this is selected the integrated use of Google Maps will populate drive directions
automatically

*integration to Google Maps is available with an annual subscription

When this option is checked an "Assign Driver" button is available on MicroSale's ID
screen. This button allows you to assign a driver to any available phone orders without
having to do this from the "Edit/Close Order" screen.

Uber eats

This prevents the POS from prompting for credit card payment when a delivery phone
order is placed. Credit card payment can still be applied through the edit phone order
screen.

This forces the user to only close delivery orders from a designated terminal

This option sets the minimum production time for delivery orders. If entering an order for a
future time/date then the order will print to the remote printers "X" minutes prior to delivery
time (X=time Required to Produce Order).

This field sets the minimum amount a sale must be in order to be eligible for delivery.

By checking this box an automatic delivery charge will be applied to any orders specified
as "delivery”. For setup, refer to the section, “Creating a delivery fee (Part 1)”

By default, a delivery fee (or delivery charge) is dispersed evenly on all separate seats.
Ticking this option keeps the delivery fee on one seat.

This option sets the amount a delivery driver gets paid by the restaurant for each delivery
that he/she makes. This is deducted from the "delivery fee or delivery charge" a restaurant
adds to a check when an order is placed for delivery. This is not a tip.

Term
Zoned by

Zone Setup

Start | End

Description
Zones are setup by miles or minutes from the restaurant’s location. This setting uses the
Google Maps integration.

The Zone Setup assigns a Zone Name (created in “Creating a delivery zone (Part 2)") to
Miles or Minutes from the restaurant’s location.

Select the dropdown next to Start and End Choose the appropriate starting number and
ending number. For your first zone, start at 0. You may have customers less than 1 mile (or
1 minute) from your location.
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Setting up your system to take delivery orders

Typically your MicroSale representative sets the system up for you.

If you are interested in setting up delivery yourself, please complete all subsequent sections.

Setting delivery fees and delivery zones

A delivery zone helps keep your delivery service profitable and prevents out-of-area customers from
ordering.

Delivery zones are set by miles or drive time (in minutes) from the restaurant’s location. Decide if
you want to charge a fixed dollar amount for each delivery or a percentage of the total check. Also
decide if you want to pay the driver a portion of the delivery charge. You can share the fee by a flat
amount or a percentage of the delivery fee.

A delivery zone must be set for each of your delivery boundaries. If a zone is not set, the system will
not allow you to place an order, as it thinks it is outside your restaurant’s area of delivery.

You must first create the delivery fee and assign the delivery fee to a zone. After the zone is named,
you will set up the mileage and/or drive time for each of the zones.

Delivery fees automatically add when the order is placed. If the customer’s address is outside your
saved zones, the software will prompt ‘out of area’.

Please complete Part 1-3 in order.

Creating a delivery fee (Part 1)

Managers Menu > Discounts Gratuity Maintenance

1

N

B~

| o~ o

Create a name for a delivery fee. This will appear
on the customer’s receipt. Keep your name logical

so it is easy for your customer to understand what
the fee is. For example, you can call it Zone 1 Name | Zone 1|

Select Charge Amount or Charge Percentage.
Charge Amount charges a set price while Charge

[

Percentage will charge a percentage of the check Type Charge Amount
total

Type in the Amount. In the example, we are Amount | 2 00

charging $2.00 for Zone 1. Zone 1's parameters

i

will be defined in the following section Access Level | Cashier

Set the Access Level LOW so that the fee
automatically adds to delivery orders. Set this to
Cashier or Cook.

Category | Service Charge

. Discount Id l 0
Set the Category to Service Charge

All other areas on this screen should be left as is
(at the default settings)

Save when complete

Led Lo
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Assigning the delivery fee to a zone name (Part 2)
Managers Menu > Discounts Gratuity Maintenance

Select Discount Events

Under Discount Search, type in a descriptive name
that will be assigned to the “Zone 1” $2.00 delivery
fee.

For example, you can type in 0-2 Miles if the $2.00
Zone 1 covers 0-2 miles from your restaurant (or O-
5 minutes, etc)

Discount Search
0-2 Miles|

i 100% Comp Check

1100% Comp ltem
150% Off ltem
1Open $
10pen %

Discount Events

Select the service charge name Zone 1

o Save

S‘”e 4 D"""

Setting the parameters for the zone name (Part 3)
Managers Menu > Register Setup > Terminal Configuration > Register Options > Phone Orders (on toolbar)

In the Delivery Zone Settings area,

1 Tick the checkbox next to Enable Delivery Charge

2 i you share a portion of the delivery charge with the
driver, type in an amount in the Driver Payment Amount
area (under Enable Delivery Charge) -

This amount is deducted from the automated "delivery fee” or [l Enable DeIery ChaIGe  vieantne
“delivery charge". This is not a tip! Discounts setup area. The charge amount is
If you share a percentage, such as 50% of the fee with the pased on zone

driver, type in 50. If you share a dollar amount, type in a
number with a decimal such as 2.00 or 2.25. Without the
decimal, the system thinks it's a percentage so 2 is 2% or
50.00 is $50.00

T
50 Driver Payment Amount (Decimal for §, Whole for %)
m is deducted from the Defivery Charge. Using a whole
tange of the charge for the drivers payment (Example: 50
al Geducts a dolar amount from the Delivery Charge

Delivery Zoning Settings

3 Select the dropdown next to Zone Setup and choose ey | e T o—
your newly created discount event named Q28I b D e i
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4 Choose Zoned by Miles or Minutes
5

Select the dropdown next to Start and End Choose the
appropriate starting number and ending number.

IMPORTANT!

For your first zone, start at 0.
You may have customers less than 1 mile (or 1 minute) from your
location.

Delivery Zoning Settings

l Select Save Zone
2 @(upper right corner)

5
Zones by | Miles 6 one Setup [0-2 Miles =]

5
St [0 -] End ([ 7| [ESSEZSHENN _Oclete Zone

How to properly tier the zones:

Zone 1= 0-2 is time/distance from O up to 2 miles/minutes.
For your next tier, start at 3. The Zone 1's cutoff is 2, a value
exceeding 2 groups into the next zone.

Zone 2= 3-5 is time/distance up to 5 miles/minutes starting at
Zone 1’s cutoff.

Creating a Driver

IMPORTANT! Using the ‘Driver’ employee functionality is different in Full Service than Quick Service

In MicroSale you can configure the system to track hours worked by specific job codes. The “Driver” job code

is only required for Quick Service environments in order for deliveries to be assigned to non-managers. In Full Service
environments the only requirement is to have an Audit started in order for deliveries to be assigned to non-managers.
However, it is a good idea to create a job code of driver anyways to properly track pay rates and employees’ shifts.

Quick Service environment: a driver needs to be clocked-in and have the job title of “Driver” or “Manager” in order to be
assigned to a delivery. Each Driver or Manager will have a “Driver Sales Report” to print. The default access level of this

report is set to a level 4 or “Assistant Manager”. You can modify this level within the “System Access Configuration” area

of the Managers Menu.

Full Service environment: anyone with an open audit can be assigned to a delivery. Thus, the “Driver Sales Report”
is NOT available to any employee within this configuration regardless of job title or access level. The regular sales audit
will breakdown delivery assignments as well as other types of orders such as tabs, tables, express, and pick up.
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Please complete Part 1-3 in order

How to create a Driver job title (Part 1)

Create a new job title of “Driver” which will be assigned to each employee that will be assigned to delivery
orders.

@ Managers Menu > Register Setup > Terminal Configuration > LI3ls CIEgR e o ofeTs R 2110 N IV R (o8

Select Misc Setup

Select Employee Job Codes

Type in Driver N“mﬁ

‘Jﬁb,li!ls 1
OPTIONAL
W Job Code Requires Audit

Select the checkbox for “Job Code Requires Audit” only
if your delivery driver will be placing orders into the
system. Most drivers do not do order entry.

RLIZERAY 0.00 |

W Opens Cash Drawer

Select Save =
T 2

Exit when finished

. Delete
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How to assign a Driver job title to an employee (Part 3)

9 Managers Menu > Employee Maintenance > Employee Maintenance (on submenu)

Assign the newly created job title to an employee:

1 select the employee from the “Last Name” dropdown
menu OR create a new employee

XetceRenulieitiekd Security Access Level
Z Type in the employee,s fIrSt name (If Creating a neW testhame m 1 !I Fisthans 2 Base Access Level

employee) S R CoEE—

Primary Access Number
3 Select a Base Access Level. The Access Level is the “ g
security clearance in the system; it is not the job title! Choose — e

Server, Bartender or Cook

4 Type in the primary access number. This is how the
employee logs in. Typically this is the last four digits of
the employee’s social
If you use swipe cards, place the curser in the Secondary
Access Number field and swipe the card. This will allow the
employee to login with either their number or the swipe card

(8]

Select “Driver” from the list that display upon selecting
the “Job Titles” field on the next available row US—
If the employee is paid hourly, make sure Hourly is E——

ticked -

6 Ifthis employee can accept tips, tick the checkbox,
“Tipped”
7 select

8 when finished (Repeat the steps above for each
driver)

Create Click on the name fields that will be
required.

Eeyijiate

OPTIONAL
9 Fillin a Pay Rate
10 If the state you reside in uses daily overtime, select the checkbox for “Day OT”

ﬂ Fill in other contact information if desired
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