BrewPOS Front of House

Log in:

e Inthe upper right hand corner you can log in
e You will have a login id and pin code issued by your company.

LOg In Screen mmwms LETLY | You Clocked In at 8:48 AM as Senior Brewer

e Login will place you in the system ready [/
to take an order. If your company uses B e
timecards logging in will offer you the P
ability to clock in at the same time.

e Clock in and Clock out will only affect
your time card. You can clock in or out
any time. This function runs separately

from the order functions of BrewPQS Whiteboard Walkouts
. . . . Location specific Whiteboard: 2/03 Randy Server
e Time sheet will print your current time Upoollconiettis weok Grovwiors! Lot sond our Barkng Pup Brow 028 e
) 1113 Tom Tester
Card record Compan) 'V"liﬂEW'lllebE'lBId ) : y
. . Balh"fg I;up Brew is going to the annual NM BrewFestll Spread the word!
e Change pin will allow you to changer
your pin.

(O clock Out Change PIN




Tables & Chairs: fiprewpos 1188 Bifah  Jane

e White Outlines = tables that still have an open ®
ticket

e Red Outlines = the table has an item that is being
held (has not been made yet).

e Green outline = presenter has been taken to table

e Grey tables belong to a different server.

e (Numbers) mean that there are that many split
tickets/orders on that table.

e From the tables screen you can make a To Go
order.

e Add Ticket = Add an additional ticket to an
occupied table by

West bar

“
lj New Tab 4= T0GO 2 Tickets Add to Table

e Chairs can be assigned to each patron using the Chair button in
EERGEE | the toolbar. This can make splitting tickets much faster later.

e Each table has an assigned number of people that can fit at the
table. Chairs can be added simply by selecting higher chair
numbers in the Chair window.

e You can return to the Tables window by selecting the Table
button in the lower left toolbar.

e You can change the table a ticket
is on by touching the table in the n 67 @ 4
ticket.

T FEEE




The Tickets Screen:

e You enter this screen by pressing E ][lTprewras 144 AM Elijlah  Jane

the multi color ticket button.
[

4+ Al Tickets

e You have 2 tabs on this screen, your tickets and
all tickets, you can only see all tickets if you
have permission.

4m 15781 Kevinred e Emp  David

© 1570 David 11:38 AM

e You will see each ticket denoted with a symbol @ 15779 o7 Devid 1119 AM

o Arrow is a ToGo order P 15778 Thies Elijah 11:18 AM
[} 15777 ThI6Y Jane 11:17 AM

. . [} 15776 Eljah 11:16 AM
o Printer means a presenter ticket has [4 1575 a7 bevid 1115 AM

been given to the customer and the [} 15774 Thieo David 11:15 AM
ticket is awaiting payment.
o Hold means an item is on hold
o Note pad means it’s a normal open
ticket.
e Use the Magnifier to look enter the advanced
ticket look up screen for filters by number,

table, customer, employee and more.
alm|ele|m

o $ is a partially paid ticket




Modifiers:

e You may adjust previously E
chosen Modifiers using the open
modifier screen button, located above the
ticket

No, Add, Mod:

e The Modifiers button in the main E
order screen.

e The unversal modifiers No, Add, and Mod
buttons on the bottom will navigate you to the
different options.

e Here you can tell the kitchen to “Hold the”,
“Add Extra of” or make something a little
different.

filprewpos

2:42PM Gillian

-

“i2 Starters

Coconut Curry
Chicken

Coconut Shrimp 9.95 9.95

Jamaican Jerk Organic Chicken Al 1195 1195
Griled BBQ Kenyan S
Jerk Cricken Lamu Coconut Pili Pili Shrimp A1 1 1695 1695
- T Bosque IPA d1 1 500 500 I
oraces Morocean Lamb -
o o |/ SantaFePale Ale 3 1 500 500
' Island Spiced Coconut Peanut Chickend3 1 12.95 12.95
Stew

lLTFrBWPﬂS 518 PM Gillian

Fried Cassava

Extra Plate




Splitting Tickets: V

e Select the MORE button at the bottom of the order

-
screen. | @ | @ Em'e Pl .. o
e Select the split button -
EE SplittMerge
e If the items are already separated by fiproweos  asarm  cilian -
Chairs, selecting Split by Seat is very fast. :
e Otherwise, you may choose Even Split to .
Santa Fe Pale Ale 1 5.00 5.00 Red Stripe 1 5.00 5.00

split the ticket evenly amongst the payers. Spiced PeanutEncrusted 1 1595 1595

e Or, you may add multiple tickets to assign e
separate items to by selecting New Ticket.
In the example, there are 4 total tickets
with the bullseye pointing to the ticket that
is currently having items assigned to it from
the main order.

e Merge Ticket will allow you to move items
between tables

Coconut Curry Chicken 1 1395 1395

"B New Ticket 4:43

Curry Encrusted Pistachio
Goat Cheese

Tusker Lager 1 6.00 6.00

4 Coconut Lentil Stew & 1 10.85 10.95
Bosque IPA . . Roasted Butternut Squash

New Ticket | Merge Ticket Even Split | Split by Seat

Hold & Fire:

. . iprewpos  450PM Gillian
e When a patron wishes for an item to come to the

- ST o e
table at a later time, for example,when they would g Wisiuisins
like to take an entrée home to their spouse or :

P aaEnSanEan

child, so that the item is still hot when they leave, sanen

you can select the item and hit the Hold button in :
the toolbar. M@ Fried Cassava

e When the patron is ready for the item to be made, F -

Tusker Lager

select the Fire button and the item will go to the Moroccan Lamb Stew

Spiced New Mexico Lamb Burger

kitchen to be made for them.




Discounts/Cancels/ MORE [prewros  o33am  David ...
e The discounts/cancels window will be

brought up when you click on the

. . Dit t %
MORE in the lower right hand corner i Lo
of the main order screen.
e You can modify the price by typing in
. Discount
a S amount discount.
Gratuity

e You may also modify the price with

the % or discount buttons at the .

Total

bottom. The system defaults to S so

you must choose %

e You can cancel, comp, or remove the “

tax here in the top right of this

e You can transfer a ticket to anther * * * * * * .n

employee here.

e You can add a note a ticket here, It will print on the reciept.
e You can add a forced Gratuity with the Gratuity button at the top of the screen



Taking Payments:

e Once the patron is ready to pay, you can

: ; 9 QuickPay
find their order under the tables or the Total 16.00

open orders buttons.
e Selecting the Payment button (hand holding cash) will open the Payment window where you can choose cash,

credit, check, gift card, or other.
e Follow the instructions to complete the
payment.

B 28890

Total

Payments

NEED

Cash ‘ ¢ Credit Card Iﬁ Gift Card

e Payments may be changed or edited by touching on the payment amount.

,y’ Payments for 28890

Total 4.00

Payments

NEED 2.00



Adjusting Tips:

° At at the top right of the screen
select the Shifts button

AllTips | Dropped . The My Tips tab will allow you
Ticket Last4 Time  AuthCode  Amount CC Tip to adjust all credit card tips by tapping
28857 111 12:32 2300  11.00 on the appropriate transaction and
28856 1234 12:31 16.00 2,00 typing the tip on the keypad
° Process your adjusted tips by
tapping Process on the bottom. *note
that this will occupy the credit card
machines and other stations may need
to wait to process card transactions —
they will be prompted if this happens

4k Alshis | g Paidinvout | & The Till

Editing or Voiding a Closed Ticket: © vous

e Using the Tools button at the

'.ﬂ Walkouts

g s
& My Tickets | % All Tickets [ Ticket | @Evenis

top of the screen, you will 28889 smam  2500)[ g o onn
select the History button. B 2800 B37AM 2300
o 5/ 28887 ga7AM  apof| | EesPisner
e From this window, select the = 2886 ga7aM 1600 f U1 KelvsiPA 500
closed ticket to re-open and hit ! el PA 500
1 Farmstead Porter 5.00
1

the Void button at the bottom
to void it. Total 25.00

Kevins robust IPA 4.00

Cash in Till T on DESKTOP-518459M 25.00

e Choosing Edit will allow you to
edit the payment or reopen the
ticket to make alterations

e Once the ticket is open, you
may alter the items as needed
and complete the payment
again, when finished.

Paid 25.00

I Time | Ticket | Tabe | cust W] | O @ I b 4
Loskup Transfer Re-Open Va Note

i il ——




End of Shift: &8 Al Shifts é Paid Injout | & The Till

e Use the Shifts button at the top

. Shift Stats David's Shift
right of the screen.
. . 13 Tickets, 18 Guests GRATUITIES 0.00
e Select the My Shift tab and verify Average Ticket _
that you have no open tickets. You Average per Guest
may run your final Shift Report on s
. . CC Tips THE TILL OWES YOU 356.00
the bottom right. *note: from this Gash Tips

Gratuities

screen you may go to open tickets
& run trial shift reports at any time
- your actual Shift Report should
only be run at the end of your shift.
e Tips- CCtips are credit cards,
Gratuities are forced tips for large
groups and may contain both cash

and credit
*** Complete your Shift Report **
Transfer = Count = Shift
Vi [ %)
All Shifts:

1§ My Tips & Paid InfOut

2 Open Shifts

e If you are a manager, you can work on the shift of other
employees by touching on their open shift report. You
can enter their tips and run their report, so you can close
out. Erin needs a Shift Report E]

David needs & Shift Report B

#1649 Jane at 11:33 AM |;J e Re-open a closed shift. A shift with a green check mark,
#1646 David at 11:44 AM " | by touching on it and deleting the shift report. This will
41645 Shasta at 11:44 AM |_| allow you to correct mistakes such as forgetting to adjust a

tip.




Closeout:

e From the Shifts button in the top toolbar, go to the All Shifts tab and verify that all shifts have been completed.

e If other shifts are still open, you may 2 wysnin | 28 misnins | &g paia mout -
close them by tapping them in this tab
and performing whatever action CASH SALES THIS TILL The il
. #1649 Jane SF Manager
L PAID IN 200.00
needs doing. #1654 Erin Floor Mgr N CASH SALES IN TILL 1,064.36
e When you have all green checkmarks #1655 David Manager
. . . PAID OUT 0.00
in the All Shifts tab, go to the Till tab TIPS PAID 56.00
. . X A TIPS PAID from Till X
and verify all mforma'tlon here |s. #1654 Esin Floor Mgr - CASH EXPECTED 20836
correct, complete Paid Outs, Paid Ins, #1655 David Manager
and Till Counts as necessary. CASH COUNT
e Drop theTill.

Count



Proceed to the Closeout tab

Any thing that is preventing a close out
will be highlighted in red. Handle any
out standing items.

Once all settings are green the close out
button will become available in the lower
right-hand corner

Tab the close out button.

ief All Shifis | g9 Paidinout | & The Til

Address red issues to Closeout

All Tickets closed

All Shifts Reports completed

Drop #71699, Till 1 on DESKTOP-518489M: enter Cash Count, expecting
Drop #71696, Till 1 on DESKTOP-5184S9M 11:48 AM

Drop #71698, Till 1 on SOLAR-3 9:11 AM

No Open e X Report Count

(Trial) Sheet

Closeout m

A new screen will show you progress through the closeout process, then alert you that the workstation will be
restarted — if other workstations are still open, you will be told so here.



