WELCOME TO THE LATEST VERSION OF
DIGITAL DINING!

This manual contains instructions and helpful hints to get you through the early days of your
Digita Dining experience. Mogt of the documents enclosed are duplicates of the detailed
instructions you will find in the Manager's Guide (which is also enclosed). We strongly
suggest that you file the Manager's Guide & make copies of the other documents to be
posted at the different terminals where appropriate; this way you will aways have a copy of
these indructions ready at your finger tips. These are by no means a complete guide to eve-
rything you need to know about Digital Dining. For further information and assistance, re-

fer to your Digital Dining Manual supplied by Menusoft, or cal us at (603)431-3227 be-
tween the hours of 9am and 5pm.

We hope these ingtructions will help to make your Digital Dining experience an enjoyable
one.

HDS New England



HOW TO REACH US

Our_mailing & shipping address is:
HDS - New England
235 West Road, Suite 10
Portsmouth, NH 03801

Our phone numbers are:
NH: (603)431-3227 Fax: (603)431-3262
E-Mail: HDSNE@HDSNE.COM

Voice Mail Options

“*ALL Emergencies - ext. 3
(Mon - Qun, 24 Hours)

(
s Software Support - ext. 2 (
(Mon - Fri, 9am - 5pm)
seSales-ext. 1

(Mon - Fri, 9am - 5pm)

ssAccounting - ext. 6

(Mon - Fri, 9am - 5pm)

ssFor Paper & Ribbon Supply Information - ext. 2
(Mon - Sun, 24 Hours)

P P 50 50 650 850 €50 €50 0 0 0 550 550 50 €50 €50 €50 €
Our voice mail extensons are:

110 - Mike Wolf
125 - Michedle Jordan

112 - Seth Moore

117 - Doug Avery

120 - Rob Miller

123 - Denys Ar senault
126 - Mandi Horning




END OF DAY PROCEDURE
For Windows

INDIGITAL DINING BACK OFFICE:

Step 1. Check for any open tables/tabs

Log On

Click on Utilities

Highlight Process Utilities, and then click on it

Enter the date you are checking, click on Okay, and then confirm

If there are any open checks, they will be displayed on the right half of the screen.
If there are open tables, pay out the checks accordingly

When there are no checks open, Exit POS

Step 2. If you do not use credit card authorization through Digital Dining, skip to step 4.
If you do use credit card authorization, you MUST do this step before you go any further.
If you use a phone line for credit cards this step should be done either during a slow
period or when the restaurant is closed, since this will tie up the modem for a few
minutes. No new charges can be authorized while the old charges are being posted!

Click on Register Reports

Choose Receipt Reports

Choose Credit Card Report

Print the credit card report, and then confirm all credit card transactions

Click on Utilities

Choose Process Credit Cards

Enter the date you are batching out, and then click on Next Step

Click on Yes to really batch out this day

On your screen, you will see the credit card transactions process on your screen.

When the cards have batched out, you will see the Credit Card Batch Summary report on
the screen;

You want to print this!
(Continued =)



Step 3.  Print your End Of Day Reports

Click on Staff

Highlight Time & Attendance

Choose Time & Attendance Transactions

Enter in the correct date

From the Time & Attendance Report that printed with your End of Day reports, go
through the report & pick out any transactions that need to be corrected

Scroll through the list of employees clocked in for that day and change the necessary
information. Type in a reason in the bottom box, then click on Save. Repeat for all others
who need corrections.

Step 4. Edit your Time & Attendance
Go back into Utilities

Choose Process & Report
Confirm the date, and then say Yes to continue



**k*k Day 1 **k*k

Call your processor to confirm they have received your first batch.

Your processor is:

Restaurant/Account Name:

Merchant ID:

Tech Support #:

Please save this page for future reference in case you need to call your processor
regarding future batches



END OF PAY PERIOD PROCEDURES
For Windows

IN DIGITAL DINING BACK OFFICE:

Step 1. Staff Reporting & Resets

Click on Staff

Highlight Staff Reports

Highlight Staff Tips & click on it

Sort by Last Name (the box on the upper left)
Group by Department (the box to the right)

Click on Print (the button on the bottom)

Click on the Printer icon (&) at the top of the screen
Click on the “X” in the upper right corner to exit
Click on Exit

Click on Staff

Highlight Time & Attendance

Highlight T & A Reports & click on it

Select the Weekly Time Cards Report

Select the date range (the beginning date of the pay period to the ending date of the pay
period)

Click on Print (the button on the bottom)

Click on the Printer icon (&) at the top of the screen

Click on the “X” in the upper right corner to exit

Select the Consolidated T & A Report

Select the date range (the beginning date of the pay period to the ending date of the pay
period)

Click on Print (the button on the bottom)

Click on the Printer icon (&) at the top of the screen

Click on the “X” in the upper right corner to exit

Click on Exit

Click on Staff

Highlight Staff Utilities

Highlight Staff PTD Reset & click on it

Click on OK 2 times to reset the PTD receipts & sales figures



END OF MONTH PROCEDURES
For Windows

IN DIGITAL DINING BACK OFFICE:

Step 1. Print Receipts & Sales Reports

Log On

Click on Register Reports

Highlight Receipts Reports & click on it

Click on the w to get your list of reports & choose Profit Center Report
Enter in the date range for the month

Click on Print (the button on the bottom)

Click on the Printer icon (&) at the top of the screen

Click on the “X” in the upper right corner to exit

Click on Exit

Click on Register Reports

Highlight Sales Reports & click on it

Click on the w to get your list of reports & choose Sales By Type
Enter in the date range for the month

Click on Print (the button on the bottom)

Click on the Printer icon (&) at the top of the screen

Click on the “X” in the upper right corner to exit

Click on Exit

Click on Register Reports

Highlight Discount Reports & click on it

Click on the w to get your list of reports & choose Discount Summary
Enter in the date range for the month

Click on Print (the button on the bottom)

Click on the Printer icon (&) at the top of the screen

Click on the “X” in the upper right corner to exit

Click on Exit

(Continued =)



Step 2. Print Staff Sales & Tip Information

Click on Staff

Highlight Staff Reports Highlight Staff Tips & click on it
Sort by Last Name (the box on the upper left)

Group by Department (the box to the right)

Turn off Primary Dept Only (just under the sorting options — click on the little box with
the “x” to make the x go away

Choose Period To Date for the range

Click on Print (the button on the bottom)

Click on the Printer icon (&) at the top of the screen

Click on the “X” in the upper right corner to exit

Click on Exit

Step 3. Print Accounts Receivable Statements

Click on A/R

Highlight A/R Account Transactions

Highlight Post Batch & click on it

Choose Single Use, then Post to confirm

(this ensures that any back office entries made to the accounts will show up on the
statements)

Click on A/R

Highlight A/R Account Reports

Highlight A/R Detailed Transaction Report & click on it
Click on the tabs across the top & make sure to include everything
Back on the Sort Order tab, choose Sort by Name ***
Choose Group by: None

Click on Print (the button on the bottom)

Click on the Printer icon (&) at the top of the screen

Click on the “X” in the upper right corner to exit

Click on Exit

*** Please note that when you choose to sort by account number, you must enter the
account range (1 to 99999), otherwise the report is blank.

(Continued =)



Click on A/R
Highlight A/R Account Statements
Click on the tabs across the top & make sure to include everything
Back on the Sort Order tab, choose Sort by Name
Choose Group by: None
Choose Print (If you just want to Preview, you must enter the account number)
Click on Print (the button on the bottom)
Click on the Printer icon (£) at the top of the screen
Click on the “X” in the upper right corner to exit
Click on Exit

Click on A/R
Highlight A/R Account Utilities
Highlight A/R Aging & click on it
Click on Yes to confirm that you really want to age the accounts
(This takes all A/R detail & lumps it into your beginning balance for next month)



ADDING MENU ITEMS

For Windows

Click on Menu
Highlight Menu Items and click on it

[#{Digital Dining Back Office Professianal 7.3.506 =S|
Register Reparts  Utiitiss  Logout  Tutorials  Help

Change Ttem Ut List
Menu Litiltiss 3
Menu Setup »

This software is licensed for use at HD'S MEW ENGLAND #15. This license is not transferable.  HDS New is the cument user.

Wstart] | &2 B [A @ OO @B @ | 52 widow... -| B codebases...| £ automation ...| FhooHisrv ...

)7.3.5Mana... | |« B 11:32 a0

IR Digital Dini...

On the Main tab:

{4 igital Dining Back Dffice Prafessianal 7.3.506 —5] x|

AR Menu  Staff  RegisterReports Utlties Logout Tutorials Help

H]Menu Item Maintenance

[Find | How | rov | [iow [ 20 ]
PLU Code  [3001 Check Description [Pepsi

[ 7Combe | 8Picte | SRecipe | OMemo |
1Main | 2Windows | 3Sales | 4lmages | GPice | GMisc

Prep Description [Pepsi

Price 1 150 0.00% SalesType  [Non-Alc. Beverages =|
Price 2 150 0.00%  Prep Type Bar =
Price 3 [T 150  0.00% PriceMode [Fixed =
Price 4 [ 150 0.00% SalesMode  [Nomal Menu ltem ~|
Price 5 1.50 0.00% Modifier Mode [Use Own Prep Type <]
Cost 0.00 0.00  Quantity Mode [Nomal -
S e T 0.00 Tare Weight =
UPC Code — TaxRate1l W  TaxRate2 [

TaxRated [ TaxRated [ | |

Save | Reset | Delete | Exit

IThis software is icensed for use at HDS MEW ENGLAND #15. This license s not transferable.  HDS Mew is the curment user.

dstat| | &[22 [H @& 0O ® QB | 22 wndow.. -| ## codsbase6...| & automstion ... | G oorsrve.. |

8] 7.3.5Mana... | |« B 11:35 &M

IR Digital Din...

(Menu items comes up by default in view mode. To make things a little easier: Before adding a new item, stay in view mode
and click on find and select an item that is similar to the item you want to add. Now many fields are already set the way they
need to be.)



Click on Add
(Digital Dining will automatically go to the next available menu item code, placing the cursor in
the check description field)
Type in the check description, then hit the TAB key twice
(This is how the item will appear on the ordering screen & on the guest check)
Type in the prep description if you would like it to be different than the check description, then hit
TAB (This is how the item will appear in the kitchen or bar)
Enter the prices for the item (You MUST enter ALL 5 prices, even if they are all the same)
Select the Sales Type by clicking on the w to the right of the rectangle & then scanning the list by
clicking on the w & “ to the right
Select the Prep Type by clicking on the w to the right of the rectangle & then scanning the list by
clicking on the w & “ to the right
Select the Price Mode by clicking on the w to the right of the rectangle & then scanning the list by
clicking on the w & “ to the right
Fixed = Whatever price you enter in Prices 1 — 5 is the price charged for the item
Open = The POS will stop & ask for the price on this item (the price can be positive or negative)
Open Positive = The POS will stop & ask for the price on this item (the price will prompt as
$0.00 & can be positive only)
Open Negative = The POS will stop & ask for the price on this item (the price will prompt as
$0.00 & can be negative only)
Open 999.99 = The POS will stop & ask for the price on this item (the price will prompt as
$999.99 & can be positive or negative)
By Time = For pool halls, etc. where the price is determined by the amount of time the check is
open.
Select the Sales Mode by clicking on the w to the right of the rectangle to get your options
Normal = A regular menu item
Modifier = A modifier
No Sale = An on screen description (it can not be ordered)
Link Only = An item that only serves as a link to another window (you can only order one item
from this linked window, then will be brought back to the window you started in)
Combo = A menu item made up of 2 or more items for a discounted price; for example, if you
offer a burger, fries and a drink for $5.99, you can create that combo here using this sales
mode)
Link & Stay = An item that only serves as a link to another window (this option stays in the new
window allowing you to order as many items as you like until you choose to go to another
window)
Button Only = This is a label only on the screen.
Select Modifier Mode by clicking on the w to the right of the rectangle to get your options
Inherit Prep Type = For modifiers that are following the menu item to the prep printer
Use Own Prep Type = For menu items or for modifiers that are not following the menu item,
but are going to their own prep printer (for example, if you have a Fried prep station & a
Broiled prep station, you would want the Baked Haddock to go to the Broiled station and
the Fries to go to the Fried station)
Select Quantity Mode by clicking on the w to the right of the rectangle to get your options
Normal = The item will not prompt for a quantity
Always = The item will always prompt for a quantity (useful for items like Oysters On The Half
Shell where you order by the piece)
Decimal = The item will allow for a quantity with a decimal (for items purchased by the pound)
Scale = For scale interfaces



Click on the appropriate tax rate, making sure that only 1 rate is checked
1 = Meals Tax
2 = Beverage Tax
3 = Retail Tax

On the Windows tab:

[#{Digital Dining Back Office Prafessional 7.3.506
AR Menu  Staff  RegisterReports Utities Logodt Tutorials Help

(i [ o 1o | [ven [ 24 ] [Drer [ Pt

PLU Code [3001 Check Description  [Pepsi

[ ZCombo | 8Picwe | 3Recipe | OMema |
1Main | Bifindows) | 3Sales | 4lmages | B5Pice | GMisc ||

POS Windows Sort Modifier Windows Delault Toppings
S0DA

Insert | Remove || Insent | Remove
S | Reset | Delete | Exit

This software is licansed for use at HDS MEW ENGLAND H15. This license is not ransferable.  HDS MNew is the curent user

Wstat| | &[22 [E @& 0O ® @@ | 52 window... | B codesases..| & automation ...| £ poHisrvo...

#]7.3.5 Mana... | |« B 11:33 &M

IR Digital Dini...

Select the POS Window by clicking on the Insert button on the left & then typing in the first few
letters of the POS Window, highlighting it & clicking on OK (If you are not sure of the name of
the window, you can scan the list by clicking on the » & “ to the right). Repeat for all of the
POS windows you would like this item to appear in.

If this item needs to loop to a modifier or a series of modifiers, click on the Insert button on the right
(under the Modifier column) & then type in the first few letters of the Modifier Window,
highlight it & click on OK (If you are not sure of the name of the window, you can scan the list
by clicking on the w & “ to the right) If this item does not need any modifiers, make sure the
Modifier Windows box is empty. Repeat for all necessary modifier options.

Example: The Sirloin Steak needs a temp, a starch, and then a dressing choice:
Meat Temps
Starches
Dressing

When a menu item needs more than one modifier option, you can add the modifier windows in any
order, then sort them by clicking on the modifier window with the left mouse button & dragging and
dropping the modifier windows in the order you want them to print on the prep slip.



On the Prep Instruction tab (This is optional):

[#{Digital Dining Back Office Prafessional 7.3.506

AR Menu  Staff  RenisterReports Utities Logodt Tutorials Help

1Bl

[E]Menu Ttem Maintenance

(i [ o 1o |

[ [ 20|

PLU Code |3001

Check Description  [Pepsi

[ 1Main | 2Windows | 3Sales | 4lmages 5Price B Misc
FCombe | gPicwe | SRecipe | DiMem
Notes Prep Instuctions |
=l
=

Save Reset Delete

Exit

This software is licansed for use at HDS MEW ENGLAND H15. This license is not ransferable.  HDS MNew is the curent user

Wstat| | &[22 [E @& 0O ® @@ | 52 window... | B codesases..| & automation ...| £ poHisrvo...

IR Digital Dini...

#)7.3.5 Mana... | |« B 11:41 A0

Click on the white text block to get the cursor there, then type in how to prepare the item (like drinks at
the bar) or just a general list of ingredients (for food items so that the server can see if there is an
ingredient that a customer is allergic to)

Click back on the Main tab, then on Save
Repeat for any other items to be added or Exit to get out

If you want to arrange the order of items in your POS window, click on Menu > Menu Setup > Menu
POS Windows.

[#{Digital Dining Back Office Prafessional 7.3.506

Bl
AR | Menu  Staff  Register Reports LUtities Logodt Tutorials Help

Menu Ttems

Menu Reports »
Change Ttem Out List
Menu Utilties »

Menu Setup

Menu Main Groups
Menu Sales Types
Men Prep Types
Menu P

renu
Menu Tare Weights

This software is licensed for use at HDS NEW EMGLAMD #15. This license is not tansferable.  HDS Mew is the current user,

Wstat| | &[22 [E @& 0O ® @@ | 52 window... | B codesases..| & automation ...| £ poHisrvo...

#)7.3.5 Mana... | |« B 11:43 &M

IR Digital Dini...
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[#pigital Dining Back Office Professional 7.3.506

AR Menu  Staff  RengisterReports Utilties Logout Tutorials Help

=18l x|

&1 POS Window Maintenance

| Find | Hest | Prev

Items Without a Position

Find Remove

==

Insert

Pepsi
Diet Pepsi
Replace | [Ginger Ale

R [sopa
1-Main I Zlmage | OMemo |
Shont Description SODA Build Method Automatic -
Window Type Regular - Sort By None -
Part Type [whote 5]

‘Window Layout Page 1

Remove Blank Spots

Roy Rogers
Shilley Temple

5prite
Tonic Water
Club Soda

Save

Delete

Exit

This software is licensed for use at HDS NEW ENGLAND #15. This license is not transf

Histart| | @ @ B [F @ 0 O © @B | 2 window...

-| §¥ codegaset...| @ automation .| 3 ooHLsRY o... |[EE bigital Dini...

erable.  HDS Mew is the current user

If you would like your items to be arranged alphabetically, click on the drop-down arrow in the Sort By
field and choose “description”.

[#{Digital Dining Back Office Prafessianal 7.3.506

AR Meru  Staff  RegisterReports LUtities Logodt Tutorials Help

#177.3.5Mana... | |« B 11:45 am

1Bl

Hext | Prev

SODA

Items Without a Position

Find Remove

Replace | [Ginger Ale

1-Main I Zlmage | OMemo |
Short Description SODA Build Method Automatic B
W U Regular d Sort By [Deseription 1
Pa Type T — Group By [Nene 7]

Window Layout Page 1

Remove Blank Spots

Diet Pepsi

Pepsi

Save

Delete

Wistart| | @ (2 B [A @ 0] & @ @@ | 52 window..,

This software is licensed for use at HDS NEW ENGLAND #15. This license is nat transfe
-| §¥ codeBaset...| & automation .. | jooHSRY o...

erable.  HDS Mew is the current user

IR Digital Dini...

Click on Save
Repeat for all windows
Click on Exit

#)7.3.5Mana... | |« B 11:43 &M



EDITING THE ITEM OUT LIST

Adding Items to the Item Out List:

[#{pigital Dining Back Office Prafessianal 7.3.506 -5 x|
AR | Menu  Staff  Redgister Reports  Utilties Logout  Tutorials  Help

Menu Items

Menu Setup

This software is licensed for use at HDS NEW EMGLAMD #15. This license is not tansferable.  HDS Mew is the current user,

Wstat| | &[22 [E @& 0O ® @@ | 52 window... | B codesases..| & automation ...| £ poHisrvo...

IR Digital Dini...

#7.3.5 Mana... | |« B 11:50 &M

Click on Menu
Highlight Menu Utilities
Highlight Change Item Out List & click on it

[#pigital Dining Back Office Professional 7.3.506
AR Menu  Staff  RegisterReports Utities Logout Tutorisls Help

=18l x|

3 Change Ttem Dut List |
PLU Menu Item Count
~Menu

PLU Item Count

3001 [Pepsi
Save Number of items on list: 0 Exit

This software is licensed for use at HDS NEW EMGLAMD #15. This license is not tansferable.  HDS Mew is the curent user,

Wistart| | & [ 8 @ 00O @D | o2 wdmw.. | §F codesases...| @ suomation .| FhooHiav o... |[ZE Digital Dink.. #]7.3.5Mana... | [« B 1152.am

Click on the ... next to Item & type in the 1% few letters of the item you are looking for
Highlight the item, click on it, and then click on OK



[#{Digital Dining Back Office Prafessional 7.3.506

AR Menu  Staff  RenisterReports Utities Logodt Tutorials Help

1Bl

&¥.Change Item Dut List x|
PLU Menu Item Count
3001 Pepsi out

~ Menu

PLU Item Count

3001 [Pepsi - [0
Humber of items on list: 1 Exit

This software is licansed for use at HDS MEW ENGLAND H15. This license is not ransferable.  HDS MNew is the curent user

Wstat| | &[22 [E @& 0O @ B @ | 52 widow... | B codepases..| B automation ... | 4H poHizave... |

IR Digital Dini...

#7.3.5 Mana... | |« B 11:53 M

Click in the white box next to Count & type in how many of this item are left

Click on Save

Repeat for all items to be added to the Item Out List

Click on Exit when you are through



Removing Items from the Item Out L.ist:

Click on Menu
Highlight Menu Utilities
Highlight Change Item Out List & click on it

[#{Digital Dining Back Office Prafessional 7.3.506 -5 x|

AR Menu  Staff  RenisterReports Utities Logodt Tutorials Help

¥ Change Item Out List 2 x|
PLU Menu Item Count
~ Menu
PLU Item Count
e T —
Save Humber of items on list: 0 Exit

This software is licansed for use at HDS MEW ENGLAND H15. This license is not ransferable.  HDS MNew is the curent user

Wstat| | &[22 [E @& 0O @ B @ | 52 widow... | B codepases..| B automation ... | 4H poHizave... |

#7.3.5 Mana... | |« B 11:55 M

IR Digital Dini...

Highlight the item to be removed from the item out list & double click on it (the item will disappear
from the list) — Do not click on Save, as this will only add the item back on to the Item Out List

Repeat for all items to be removed from the Item Out List

Click on Exit when you are through




ADDING SALES TYPES
**limited to 24 total**

IN DIGITAL DINING BACK OFFICE

(B iyt o Drirengy R e T T jonal TLS06 e =181 x|
A Meny Sl Regater Reports Ubities Logad  Tutisk  Help
Meru Toems
Manu Bispirts
Charepe Theen Cus Lint
Meny Ulkies
Manu Main Groups
Mo Preo Types
M PO Witdows:
Menu Tars Wewghts

Thes soltwate 2 kornsed Ioe e o8 MES HEW ENGLARD 819 This koense s nol larafeiadie.  HU'S New o the cusend uses

Bsnat| | @BHFEEE JODR B | oz widm.. | JF cosetmes..| @ suomatnn .| @ ooy, |38 735, | [ @ 1180

Click on Menu
Highlight Menu Setup
Highlight Menu Sales Types & click on it

[ it iy B DI e Prolessicnal 73506 &l =
A M Sl Regater Reports Ubities Logad  Tutiss  Help
a =
Mext | [rov I Voow | Add I Soi | List
[Appetizers =l |Appetizers
[Main [ 2dmoge | oMemo |
Short Description ’.AT... [ Rewoags
Main Group [foada =] I Entien
Check Printing Mode | 51andae =
Save Besst Drelete I Cxt
This scltveaee 1 Reeewsed oo se o HOS NEW ENGLARED 515 1 beonse i rol baraleratie.  HO'S How i the cusent (e
Bsnat| | @BHFEEE JODR B | oz widm.. | JF cosetmes..| @ suomatnn .| @ ooy, |38 735, | [« @ 1se

Click on Add

Type in the description, then hit the Tab key

Click on the w next to Main Group & choose the appropriate main group

Click on the w next to Check Print Mode & choose Standard (this means that if it has a price
the item will print on the guest check; if it does not have a price, the item will not print on
the guest check)

Click on Save

Repeat for all new sales types

Click on Exit when finished



ADDING POS WINDOWS

Step 1. Creating the POS Window

In Back Office:

Click on Menu
Highlight Menu Setup

[T scftvrene i bceriesd Fo wie af HID'S HEW EHGLAND W15 Thas boense i HI% Mews it the

san| | @2 BEE JOBRD | 2w | Bicokesme. | & seomson .| ooz, |[TH oonaloin. #)725mn. | [« @ 1201

Click on Find

Type in No Window (this will bring up an empty POS window)
Click on Add

Type in the description, then hit the Tab key

Click on Save

Repeat for all new POS windows

Click on Exit when finished

Step 2. Adding the POS Window to the Point of Sale Screen

In Setup:

B Dsgit al Dining Setup Professional 7.3.504 4 k|

[TFiE twire o Wedrad Vo i 5 FIETS W NG TS, Thi beere IS Haw i
san| @2 BEE IOBRD | 2w | Bicokesme. | 8 seomson .| oz, | )75, |[25 oiotalink. [« & 1252
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Click on Windows
Highlight Windows of Windows & click on it

[#{Digital Dining Setup Prafessianal 7.3.504 E _1& x|
Windows Register Layouts Profles Passwords Prinker Taxes Tables Misc Ubiities Logout Help

2% window of Windows Maintenance i i =] 5
= [viow 04| Gl ] |
= |Food
1-Main | _2mage | OMemo |

Shart Description [Food

Items Without a Position Window Layout Page 1

Find Remave Sort by Description | Remove Blank Spots
SPECIALS DESSERTS
Save Reset | Delete Exit

This software is licansed for use at HDS MEW ENGLAND H15. This license is not ransferable.  HDS MNew is the curent user

distart| | @& [ 8 @ 0O ®® 3 | 52 window.. <] §F codepases...| B automation .| FooHERY 6... | #]7.5.5 Mana... |[Z3 Digital Dini.. |« G 12:03FH

Click on Next until you find the Window of Window you want to add this POS window to
(these Windows of Windows are the buttons across your top panel at the Point of Sale,
i.e. Food, Liquor, Beer, etc.)

Click on the Find under the “Items without a position” heading where you want to add your new
POS Window

Type in the 1% few letters of the name of the POS Window you are adding

Highlight it & click on OK

Click on Save

Repeat for all new POS Windows

Click on Exit when finished

11



WINDOW OF WINDOWS DEFINITIONS

IN DIGITAL DINING SETUP:

Step 1. Choose Window of Windows from the Windows drop- down menu.

[#pigital Dining Setup Professional 7.3.504
windows Register Layouts Profiles Passwords Printer Tazes Tables Misc Utiites Logout Help

=18l x|

Discounts Maintenance »
Charges Maintenance »
Tips Maintenance 3
Gift Certificates Maintenance  »
Recelpts Maintenance »
Check Options Maintenance  +

[
Paid Out Yindow:

Register Options Maintenance
Register Reports Malntenance b

i

Histart| | @ @ B [F @ 0 O © @B | 2 window...

[This softwae is lcensed 1or Lse af HDS NEY ENGLAND 15, This license s nat tansterable.  HDS Naw s the current user
-| i codesases...| 8 auomation ...| 3 ooHsRvo... | #]7.5.5 Mana. .. |[FH Digital Dini..

« [ 12:02PM

Step 2. Find the Window you want to add to or change and left cllck on Add (name the new window).

[#{Digital Dining Setup Prafessianal 7.3.504

Windows PRegister Layouts Profles Passwords Printer Taxes Tables Misc Utliies Logout Help

=18l x|

¥ Window of Windows Maintenance

Food =

=101

[vew [ 800

Sort I List I |

IFnud

1-Main 1 Z1mage

1 OMemo |

Shart Description [Food

Items Without a Position

Find Remave

Window Layout

Sort by Description

Page 1

Remove Blank Spots

Save

Exit

This software is licansed for use at HDS MEW ENGLAND H15. This license is not ransferable.  HDS MNew is the curent user

Wstat| | &2 2 EE 0O ® B @D | B codes.. | @ avon.. | Zoons. | #7as. |

Diqita\ml a Symar\...l ) DDWIN | E= Digita.. |« [ 2:35FM

Step 4. Left click on the Find button (under the items without a description heading) and find your
Window. You will have to do this for each individual Window you want to add.
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[l {igital Dining Setup Professional 7.3.504 1 — =] x|
’Vlndul- Regster Layous Profles Passwords Printer Taxes Tables Msc Ublties Logout Help [ ——— x|

[Find

Pescription
MIXERS
H - 0 DRINKS

(L1

Ho Window
HO'S

3 window of Windows Maintenance OLD FASHTONS
OH THE STDE

(et [ v | v - o s

PRIME RIE TEMPS
Food x R DRIHKS

RED BOTTLES
1-Main I Zimage | OMemo | ROB ROYS

ROCKS

Shoit Description |Food RUMS

RUSTY HAILS

§ S DRIHES
Items Without a Position Window |oq ¢

_Remave | Surt by Description scoTaHES

SCREWDRTVER
Insert PPETIZERS SEABREEZE
SOUP /SALAD  _
Replace | [ENTREES - SHOTS
ISIDES _ SIDES
_» | £ B
o« | - SoUP / SALED
-
< | - SUB 'S

T - U DRTHKS
TEQUILAS

Save Resst | Delete v DRINKS

VODKRS
W DRIHKS
WHISKEYS
WHITE BOTTLES ¥
WINE BY THE GLASS ¥
X - Y - Z DRIHKS -

Cancel | ok |

This software is licensed for use at HDS MEW ENGLAND H15. This license is not ransferable.  HDS New is the curent user

Bistart| | &3 A& 0] O @ @ D | BFcods..| & auom.. | Fooris.. | 1755, | B8 vigka .| B syman...| o bowm ”W [« 2zeem
Once you find all of the windows you want to add to the window of windows, they will be listed in the
box under the heading “ltems Without a Position”

[#{Digital Dining Setup Prafessianal 7.3.504 -5 x|

Windows Register Layouts Profiles Passwords Prinker Taxes Tables Misc Utilties Logout Help

% Window of Windows Maintenance i =101 x|
= B
[Food =l IFuod
1-Main | 2mage | OMemo |
Short Description [Food
Items Without a Position Window Layout Page 1
Flnd Remove Sort by Description Remove Blank Spots
BLANK

SPECIALS

Save Reset | Delete Exit

This software is licensed for use at HDS NEW EMGLAMD #15. This license is not tansferable.  HDS Mew is the current user,

distart| | @& [ 8 @0O® B3 | e 8. | Boons.. | 8755 | 8 oigtal .| B syman...| o cowin |[EE pigita... |« (3 2:33Pm

You will now need to move all of the items over to the Window layout panel. Do this by clicking on the
double right hand arrow (>>) between the two panels.

If you would like the item in the window to sort alphabetically, click on the button that says “Sort By
Description”.
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g Setup Professional 7.3.504 == x|

Windows PRegister Layouts Profles Passwords Printer Taxes Tables Misc Utliies Logout Help

Food =l |Food
1-Main | _2mage | OMemo |
Short Deseription [Food

Items Without a Position Window Layout Page 1

Find Remave

Remove Blank Spots

N

Save Reset | Delete

This software is licansed for use at HDS MEW ENGLAND H15. This license is not ransferable.  HDS MNew is the curent user

Wstart| | & (@ B[ @ 0] O @ @ @D | §Ecoden...| £ avtom... | Fhoonis. | H)7.a5 . | §Evigea | B symen...| 5 oown |[F8 Digita... [« (D 238Pm
Step 5. Left click on Save and Exit.
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ADDING STAFF

Click on Staff
Highlight Staff Members & click on it

(You will automatically come up to #1 — Digital Dining)
Click on Add on the top bar

[#{Digital Dining Back Office Prafessional 7.3.506 _1& x|
AR Menu  Staff  Register Reports Utilties Logout  Tutorials Help

N Staff Member Maintenance F x|

| [nd [ tow [ e | [iow | 0| [t | ] |
staff 1D [0 First Name |Digital Dining Last Name |Digital Dining

[ ZSales | BReceips | SMessage | OMemo |

1Main | 2ZPersonal | 3Pagoll |  4Avail |  SDept | BPictue |
Heport Name g IHnme Street Addiess
FOS Name Digital City State ZIP Code
Security [System Administiator =] | [ ]
Regular Password Program Home Phone l[]—
Strong Passwor: d M M
Other Phone [( ] -
Work Status Cuntent Employee
E-mail / Web
Staff ID Card Clear Program
s Reset | Delete | Find Active Only v Exit

This software is licensed for use at HDS NEW ENGLAMD #15. This license is not transferable.  HD'S Mew is the current user

et
distart| | @& [ 8 @00 ® B | B s | & aomsti.. | Goorsr.. [Z2 vigital.. | B Symente...| 3 7.35Ma. | #]735ma..| [« (D 246 Pm

On the Main tab:
Digital Dining will automatically go to the next available number & the cursor
will be blinking on the first name
Type in the First Name, then hit the TAB key on your keyboard
Type in the Last Name, then hit TAB
Type in the Report Name or just hit TAB to accept the default from Digital Dining
(This is the name typed in when logging onto Back Office & Setup)
Type in the POS Name or just hit TAB to accept the default from Digital Dining
(This is the name that appears on the guest check, so if William goes by Bill, type
itin here)
At Security, click on the w to the right of the rectangle & choose the appropriate
level System Administrator = Can do anything & everything
Store Administrator = Can do anything except delete HDS
Staff = Can do nothing that is passworded
*Shift Supervisor = Can only access passworded functions at the Point of Sale (can
not access Back Office or Setup)
*Kitchen Manager = Can only access Menu & Reports in Back Office (can not access checks
and cannot access any manager functions at the POS)
*Manager = Can access passworded functions at the Point of Sale along with
limited access to Back Office
* These security levels can be adjusted to meet the needs of your restaurant; more security levels can be
added as needed.
Click on the Program button next to Regular Password to enter the password for this person (you must
enter the password twice, then click on Save)
Enter the address and phone number of the person as well as email.
1




On the Personal tab:
(Optional) as well as DOB, gender and ethnicity (also optional depending on the policy of the company.

[#-{Digital Dining Back Office Prafessianal 7.3.506 _18]x]
AR Menu  Staff  RegisterReports Utities Logodt Tutorials Help

x
| [ Lo [ ] [iom [ 5 |

Staff ID |1 First Name: |Digilﬂ| Dining Last Name |Digital Dining

[ ZSales | BReceipts | SMessage |  OMemo |

1Main | BPersonal | 3Pawoll | 4Aval |  5Dept | EPictue ||
Gender “ Male " Female Ethnicity Mot Specified -
Desciiption | Date | Notes B
_[Bih
|Hie 01/01//1950
inactive
_|Review
Benefis
Save Reset Delete Find Active Only ¥ Exit

This software i licansed for use at HDS NEW ENGLAND #15. This license is not transferable.  HDS Mew is the cument user.

distart| | & [ 8 @ 0O ® @@ | B codssses...| B avomation.. | 3 oorsryo... |[ZE bigital Dini.. B Symantecp... | 8] 7.3.5Mana... | [« (3 248 pm

On the Payroll tab:

Enter the Social Security number for this person.

Enter the Payroll ID for this person (optional), and then hit TAB

Enter the Overtime Method for this person (Click on the w to the right of the rectangle to get the list)
You MUST choose an overtime method if you want the system to calculate overtime for you.

[#pigital Dining Back Office Professional 7.3.506 g =1 |
AR Menu  Staff  RegisterReports LUtiiies Logout Tutorials Help

3¥ staff Member Maintenance

Find | Next | Biev | Order | Filter |
staff ID |1 First Name |Digital Dining Last Name |Digital Dining

[ 7Sales | B-Receipts | 9Message |  O-Memo |
1Main | ZPesonal | [dPapiof | AAval |  5Dept | EPictue ||

Social Security # (P Lt
C Houly € Salay
Payroll ID EREEABEL
Gl I Marital Statu:
vertime Method  [weekly Hours |'  Sigle Mamed ( Headof

Household

Allowances: St/Fed [ 0 [ 0 [ Medical Benefits

- _
Rl B B 700 ¥ Employee [ Spouse [ Childien

State Extia Deduct $ 0.00

Save Reset | Delete | Find Active Only ¥ Exit

This software i licansed for use at HDS NEW ENGLAND #15. This license is not transferable.  HDS Mew is the cument user.

Aistart| | & [ 8 @ 0O ® @ T | cokssessn.| @ auomationan...| ¥ poHsaY on vE... [[EE Digital Dining .. | 87,35 Manager .. | [« B zapm




On the Availability tab:
Click on the rectangle on the bottom right to Set All (If the button reads “Clear All”’, click on it so that
it changes to Set All, then click on it again)

[#{Digital Dining Back Office Prafessional 7.3.506 -5 x|

AR Menu  Staff  RenisterReports Utities Logodt Tutorials Help

M 5taff Member Maintenance X

(B[] [y | 850
staff ID |1 First Name |Digital Dining Last Name |Digital Dining

[ ZSales | BReceipts | SMessage | OMemo |

LMain | 2Personal | 3Papoll | AAyai | 5Dept | EPictue ||

Monday Tuesday Wednesday Thursday Friday Saturday  Sunday

Morning W I = = = I I
Aftenoon ~ ¥ ¥ ¥ I~ I~
Evening [~ i 12 12 12 2 2
Late Night | W 2 2 2 W W

Clear All

Save Reset Delete Find Active Only [¥ Exit

[This software is [censed for Lse al HDS NEW ENGLAND #15. This license s not tansterable. DS Naw s the current user Sigital Dining Back OFfics Frofessioral 7-3.508]

distart| | @& [ 8 @ 0O ® @ 3 | B cosepases.50...| & automation Man..| B DoHLIRY on E... |[EE Digital Dining ... | 8] 7.3.5 Mansger .. [« @ 2s51em

On the Department tab:

[#{pigital Dining Back Office Prafessional 7.3.506 -5 x|

AR Meru  Staff  RegisterReports LUtities Logodt Tutorials Help

4 Staff Member Maintenance x|

[End [ How [ 7o | [iow | 0| [ | Fitr
Staff ID |1 First Name |Digital Dining Last Name |Digital Dining

[ ZSales | BReceipts | SMessage | OMemo |

LMain | 2Personal | 3Papoll | aAvail | 5Dept | G-Picture |

New | Delete | Cancel | Vacation Rate | 0.00

| Priman Deparment Active Rating Level Changed | Reqular | Overtime =
¥ Server ¥ | GoodWorker 91572006 | 000 000
L1 Batender ¥ GoodwWorker 9/15/2006 000 000
11 Managers ¥ Goodworker 6/10/2002 000 000

Al

Save Reset Delete Find Active Only [ Exit

This software is licensed for use at HDS NEW EMGLAMD #15. This license is not tansferable.  HDS Mew is the current user,

Bistat] | &2 B8 [F @ 0O @ @D | Fcooesesess.. | S atonotin van.. | Gy oonsaven .. | Erasmeneoer o | [« @ 2serm
Click on the New & click inside the black box. Choose the appropriate department.
Enter the Regular Rate under the regular heading.
Enter the Overtime Rate under the overtime heading.
Enter the Worker Rating for this person (Click on the description of the ratings for other choices)

£ Digital Dining ...
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Repeat for all departments necessary (To get rid of a department, click on the Active box next to
the department in order to uncheck it).

Set up this person’s primary department by clicking on the Primary check box next to the
department they most frequently clock into.

Click on the Main tab, then click on Save at the bottom
Repeat for all staff to be added.

When finished, click on View to stay in Staff or Exit to get out.



SENDING DD MAIL

SENDING E-MAIL TO 1 PERSON:
Click on Staff
Highlight Staff Members & click on it

[#pigital Dining Back Office Professional 7.3.506 e -8 x|
AR Meru  Staff  RegisterReports Lkiies Logout Tuborials Help

¥ Staff Member Maintenance = x|

[[Eind | Hen | Prcv | iow | Add |
staff 1D |1 First Name |Digital Dining Last Name |Digital Dining

[ 7Sales | 8Receipts | O9Message | OMemo |
1Main | 2Pesonal |  3Pagoll | AAval | 5Dept |  EPictue

Report Name [Digtal qum Street Address
POS Hame Digital City e

Security [System Administrator =]

Regular Password® Program T l“—
Stiong Password Reset Progiam
Other Phone [( ) -

Waork Status Current Employes |~
Staff ID Card Clear Program E-mail / Web

Save Reset | Delete | Find Active Only [V Exit

IThis software is licensed for use at HDS NEW ENGLAND #15, This icense is not transferable,  HDS New s the curent user,

Wistant| | &3 2 [A @ 0O O @ @ | B codbas...| @ auomati...| Goonsr.. |28 vigtal.. B Symante...| ) 7.55Ma..| #]7.55ma.| [« @ z45pm

Click on Find in the upper left corner

Type in the first few letters of the last name, highlight the name you are looking for (in the box to the
right), then click on OK

Click on the Message tab

[{pigital Dining Back office Professional 7.3.506 B o[]S |
AfR Meru  Staff  RegisterReports  Uhiidies  Logout  Tutorials  Help

4 Staff Member Maintenance x|
Find | Hext | Biov | View | Add | Order | Filter
Staff ID |1 First Name |Diqllal Dining Last Name |Du;ilal Dining
[ IMain | ZPesonal |  3Payrell | AAvail 5-Dept T 6-Picture

7-ales BReceipts SMessage | OMemo |
Save Reset Delete Find Active Only [V Exit

IThis software is licensed for use at HD'S NEW ENGLAND #15. This license is not transferable. HDS New s the curtent user.

dstat| | @[3 B A @ 0@ & @ 0 | HFdesesso. | B auomatontan...| G ooHserentE.., |

877,3.5Manager ... | |« 306PM

&8 Digital Dining ...

Click on the white box to get the cursor blinking on the message pad, then type in the message you want

to send.
Click on Save
Repeat for all others, and then click on Exit to get out.

5



SENDING E-MAIL TO AN ENTIRE DEPARTMENT OR ALL EMPLOYEES:
Click on Staff

Highlight DD Mail & click on it

Digital Dining automatically comes up to the Quick Message

[ Dt o ey Bk e Profiessional 72506 R =18 x
AR Meru e Regeter Repots LRMs Logout Tutonsls Help

x|
Noal | 0o | Yiew | Add | Sod | Lt
[T ~|  [Ouck Mesaagne
| 1-Depart. | 2 Secuity [FAvailabilit]
&
L]
| Besst | | _Send | Em |
Thes software = boeried for use ol HD'S NEW ENGLAND 15 The boerive s not raratersble.  HD'S New m the cusent wier.
Bistart| | & (3 R [H@ 2O DD | B cobrns50..| B tomstionmn...| Ghrosayenre...|[T8 #)7.35Mmmger .. | [« G 31084

Click on the white message pad & type in the message

Click on the Department tab & include or exclude the appropriate departments
Click on the Rating tab & include or exclude the appropriate rating levels
Click on the Security tab & include or exclude the appropriate security levels
Click on the Availability tab & include or exclude the appropriate availabilities
Click on Send to send the E-mail

Repeat or click on Exit

CLEARING DD MAIL:

Click on Staff

Highlight DD Mail & click on it

Click on the w to the right of Quick Message & choose Clear Messages

[ it of pning tack Office Professional 7.5.506 N =18 x|
AR Meru  Mf  Regserspots Wies Logout Tutensh Hep
x|
Heat I Prev I View | Add I Sord | Lt I
[T ~|  [Cioar Mussages
| 1-Depart. | 2 Secuity [FAvailabilit]
&
L]
| _f | _swa | Em |
Tres scllmare & boroed o e 8 HID'S HEW ENGLAND 15, 1 boerre s ok biarnimiabie,  HDS Hiv i I cuserd .
Bistart| | & (3 R [H@ 2O DD | B cobrns50..| B tomstionmn...| Ghrosayenre...|[T8 H)735Mmmger . | [« @@ 31080

Click on Send, then Exit
(Keep in mind that this clears ALL e-mail)
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TO PURGE INACTIVE STAFF
This should only be done once a year after the year has been closed out!!!

IN DIGITAL DINING BACK OFFICE:

Step 1. Choose Staff then Staff Members

[#pigital Dining Back Office Professional 7.3.506

=18l x|

AR Menu  Staff  RengisterReports Utilties Logout Tutorials Help

4 staff Member Maintenance x|

Find | Hewt | Prev | Order | Filter |
Staff ID |1 First Name |Digital Dining Last Name |Digital Dining

[ 7Sales | BReceipts | 9Message | OMemo |
1Main | 2Personal | 3Payoll | aAval |

5Dept |  E-Picture

Home Steet Addiess

Report Name

POS N Digital
ame loita City State ZIP Code
Security [System Administator [ [

Regular Password=

Program
Strong Password Reset Program
Work Status Current Employee -

Home Phone [( ) -
Other Phone [( ] -
E-mail / Web

Current Emlwee

Staff ID Card

Exit

Save Reset | Delste | Find Active Only [¥

This software is licensed for use at HDS NEW EMGLAMD #15. This license is not tansferable.  HDS Mew is the curent user,

Wistart| | & [ 8 @ 0O ® @D | codesasessn..| @ auomation Man...| 5 ooHLsAY on e .. |[EE Digital Dining ..

17,3.5 Manager ... | |« & 3:13PM

Step 2. Look at all Staff Members and change the Work Status field for those you want to remove from

Current Employee to Inactive. When you are finished, click o EX|t

[#{Digital Dining Back Office Prafessianal 7.3.506

AR Meru  Staff  RegisterReports LUtities Logodt Tutorials Help

1Bl

¥ Staff Member Maintenance

[t [ e [ |

x|
Inactive Staff

staff 1D [0 First Name |Digital Dining

Last Name |Digital Dining

Regular Password™

Program
Strong Password Reset Program
Work Status [inactve =]

Clear Program

Staff ID Card

[ ZSales | BReceips | SMessage | OMemo |
LMain | 2ZPersonal | 3Papoll | aAvail |  SDept | BPicture
Report Name lDigT IHﬂme Street Address
(IS e Digital City State ZIP Code
Security [System Administiator | [

Home Phone [( ] -
Other Phone [( ) -
E-mail / Web

Save

Reset |

Delste |

Find Active Only v/

Exit

This software is licensed for use at HDS NEW EMGLAMD #15. This license is not tansferable.  HDS Mew is the current user,

Wstat| | &[22 A @ 0O ® @ @ | B codesases50...| B automation Man... | 5 DoHLsRY on V...

18] 7.3.5 Manager ... | |« B 3:14PM

£ Digital Dining ...




Step 3. Choose Staff Utilities from the Staff drop-down menu

[#{Digital Dining Back Office Professianal 7.3.506 -5 ]

AR Meru | Staff  RegisterReports Ukities Logout Tutorials Help

Staff Members

Staff Reports »
Time and Attendance »
DD-Mail

This software is licensed for use at HDS NEW ENGLAND #15. This license is not transferable.  HDS New is the current user,

Wistart| | @ @ 8 @ 0O ® @ D | codesases50...| @ sutomation Man... | 4 0oHLsRY on vE. . |[ B Digital Dining .. #]7.3.5 Manager ... | [« 62 s:15 Pm

Step 4. Choose Purge Inactive Staff. Click on the Yes button when it asks you if you really want to do
this. It will then tell you that the purge is complete — click OK.



ADDING ACCOUNTS RECEIVABLES

In Back Office:

Step 1. Be sure that Account Types are setup.

- =18l x|
AR Mo Sl Register Roports  Lities  Logout  Tuboriak  Hol
Aoty
Reports
Transackiors  »
Lt 3
EEN
[TFe scfvanen s Reonardd ot e ok HD'S WEW ENGLAND BT5 The Rerre = nol naierable. HIVS Mivw  Bhn cumert e
@istart| B symantec pea...| [ 5] b - eros...| 3 onwn | 3734 onage... | B Codebase 5., | @ |[EH oianal v 2] 7.54 toroge... | (B CRIFE T 20em
Click on A/R
Highlight A/R Account Setup
Highlight A/R Account Types & click on it
i Ligital Ding Dack Difice Professional 7.3.508 =1e] x|
AR Mo Sl Register Reoports  Ltities  Logout Tuboriak  Hol
SH AR Account Type Maintenance
[TFe scfvanen s Reonardd ot e ok HD'S WEW ENGLAND BT5 The Rerre = nol naierable. HIVS Mivw  Bhn cumert e
@istart| B symantec pea...| [ 5] b - eros...| 3 omwim | 7 3smmage.. | B codebasos... | @ |[ZH oianal v ) 7.55Haroge... | [ CEBIFE T z0m




Click on Next to scan through the list
If you need to add an account type, click on Add
Enter the description for the Account Type & hit Tab
Click on the w next to the receipt type & choose All
If this Account Type is tax exempt, click on the [ next to Tax Exempt so that an x
appears in it
Click on Save
Repeat for any other Account Type to be added
Click on Exit to get out

Step 2. Add the new account
Click on A/R
Highlight A/R Account & click on it

30 AR Account Maintenance x|

Aceount No. [1000 Account Name |

1Main | 2Dslonces | FSoles History | 4-POS Message|  SPictwe | O-Memo

Sart Name foreriond

Aceount Type | Customes =] [

Credit Limit ’— Shoot

Eantact r

First Mome: ,— ||.I|..'l' lsl_d-! |£|F Lude

Last Name

TiletPosition | Vaice Phone Mo L1 -

Limit Use [~ [ Fu P Ho. [}
Save | Hesel | Delte | Ext

[P scftvanin = beonsed I t=e of HOVG MEW ENGLAND B15 This keeran = nol lansterable.HEVE M i Bho cumert s
i5vart| B Symantes pea... | (5] e - Meros... | 3 bowim | 7 3smmage.. | B codebasos... | @ IH] #)2.35mn0n.. | [HOORIFD T z1m

Type in the account number for this account (if you have a specific number in mind —

otherwise the software will generate one for you)

Type in the account name (i.e. Mike Wolf)

Type in the Sort Name (Wolf if you want to look up this account by last name or Mike if you
prefer to look up this account by first name)

Choose the account type (click on the w next to Account Type to get the list)

Type in the credit limit (if there is one — this means that once the credit limit is reached, a
manager’s password will be required to charge to the account)

Type in the contact information (this information is optional)

Type in the address

Type in the phone number (this information is optional)

Type in the fax number (this information is optional)

If a manager approval is required to charge to this account, click on the [ next to Limit Use so
that an x appears in the box

Click on Save

Repeat for all accounts to be added

Click on Exit when finished



ACCOUNTS RECEIVABLES TRANSACTIONS

In Back Office:

Entering a Payment Against an Account

Click on A/R

Highlight Transactions

Highlight A/R Standard Transactions (Single) & click on it

=18]x]
TP softvinen & bennsed fox e ot FOVG HEW ENGLAND B1E This keenas i nol inaierable  HOVS How i o comerd s
i seart| @ Symantec pea... | 5] b - Meros.... | (3 Dowin | (735 Manage. . I B codofase 6.5, I -4 | [{] ) 7.5.5 Manage... I 5o [PEEE VT 2i7m
Click on Add
i Diaitol Dining Back Dffice Professional 7.3.5 =18l x|
X
Miew | sdd Sont | List
Account Name  [NDS - New Cralars | Amount 0.00
Acuount Ha. [low— ﬂ Helurmce Numbe: I
Transaction Type [lnvowe v Detais
Batch Hame [Single: 11z =T
Transaction Age  [Automalic Selectioe
_Som | et | Deela | _Em |
TP softvinen & bennsed fox e ot FOVG HEW ENGLAND B1E This keenas i nol inaierable  HOVS How i o comerd s
i seart| @ Symantec pea... | 5] b - Meros.... | (3 Dowin | (735 Mamage. . I B codofase 6.5, I -4 | [{] ) 7.5.5 Manage... I 5o [EEE T s
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rofess
AR Hems  Stoll  Regiler Repeets Ui Logind Tuborioh  Help

[1] d Transaction Maintens =
[[Fina [ Wewt [ Prev | [ e | | [_Somt [ Lt |
= Paymen

in |__OMemo |
Account Name  [NDS - New Cralars | Amount 0.00
Actount No. 1000 | Feluence Humbe:
Transastion Type [Invone ~] Details
Batch Hame [Single: 11z =T
Transastion Ags  [Automatic: Selectios =
Save Hesnl Lelete Exl
[TFi scftvaan B bconand To e af MG NEwY ENTSLAND BT5, THe Boerce & rd tnafvrabds. WS Mioes i e camerd e
i#5vart]| B symantor pei...| | 7] b - Mheros... | oo | 7 3smmage.. | B codebasos... | @ IH] E)735mnage... | [BODEIFET mm

Click on the ... next to Account Name, highlight the correct account & click on it
Click on the w next to Transaction Type & choose Payment

Click on the + next to Batch Name & choose Single Use

Click on the w next to Transaction Age & choose Auto Selection

Enter the amount received

Enter a reference number (such as the check number)

Enter the details for this payment (if there are any)

Click on Save

Repeat for all other payments to be entered

Click on Exit when finished



Entering a Debit Against an Account

(This would be used if you needed to add to the outstanding balance, for example if for

some reason a guest check in the dining room was never charged to this account)
Click on A/R

Highlight A/R Account Transactions
Highlight A/R Standard Transactions (Single) & click on it

[ igital Dining Back Dffice P

=18]x]
TP softvinen & bennsed fox e ot FOVG HEW ENGLAND B1E This keenas i nol inaierable  HOVS How i o comerd s
.Q,u:l.nnl B Symantec peé.... | | 5] tnbox - Meros.... | 3 DoWIN h}?.a.smm...lﬁrms.s...lﬁ ”“— !J?J‘W”W
Click on Add
Click on the description block to the right & type in “Debit”
4 | pigital Daning Back Dffice Professional 7.2.506 =181 x|
AT Moo Sl Reghler Regeets (Mt Logod Tuborioh Hels
[ d Transaction Maintens ]
(TEod | e [ ovev | [fiew [ | [_Somt [ Lt |
I | [Debt
| hccombone  [l55 Hew Evgiom | Amou o
Actount Ho. 1000 | Feluence Humbe: I
Transastion Typu [Invowe v Detais
Batch Hame [Single: 11z =T
Tranzaction Age  [Automatic Seleetine =]
g | et | e | —E |
TP softvinen & bennsed fox e ot FOVG HEW ENGLAND B1E This keenas i nol inaierable  HOVS How i o comerd s
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Click on the ... next to Account Name, highlight the correct account & click on it
Click on the w next to Transaction Type & choose Debit

Click on the w next to Batch Name & choose Single Use

Click on the w next to Transaction Age & choose Auto Selection
Enter the transaction date (the date debit was for)

Enter the amount of the debit

Enter a reference number (if there is one)

Enter the details for this debit (the reason a debit is being applied)
Click on Save

Repeat for all other debits to be entered

Click on Exit when finished



Entering a Credit Towards an Account
(This would be used if you needed to subtract from the outstanding balance, for example
if for some reason a guest check in the dining room was charged to this account by
accident)

Click on A/R

Highlight A/R Account Transactions

Highlight A/R Standard Transactions (Single) & click on it

B i al Dising Bak Office Professional 7.3.506 =l xl
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Click on Add
Click on the description block to the right & type in “Credit”
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Click on the ... next to Account Name, highlight the correct account & click on it
Click on the w next to Transaction Type & choose Credit

Click on the w next to Batch Name & choose Single Use

Click on the w next to Transaction Age & choose Auto Selection
Enter the transaction date (the date credit was for)

Enter the amount of the credit

Enter a reference number (if there is one)

Enter the details for this credit (the reason a credit is being given)
Click on Save

Repeat for all other credits to be entered

Click on Exit when finished

** Once you are finished entering all of your transactions for the day you MUST
do the following for these transactions to show up on the statements:

Click on A/R
Highlight A/R Account Transactions
Highlight Post Batch & click on it
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Click on the w next to Batch Method & choose Single Use

[d-{wigieal Dming Back Uffice Professional 7.3.506 =18l x|
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The date will default to today

Click on Post
Click on OK
Click on Exit.




ADDING VOID REASONS

In Setup:

Click on Windows
Highlight Void Reasons Window & click on it
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Type in the description of the new void reason & hit the Tab key
Select the password level for this reason
0 = A password is not required, the staff id will be tracked for reporting.
N = No password is required
X = No one can use this void reason (you want to keep the reason for reporting purposes,
but it is no longer in use)
If this void reason should subtract from inventory, click on the [ next to Affects Ingredients
If you want the cancelled order to print in the kitchen or at the bar, click on the [ next to
Order Sent
Click on Save
Repeat for all new void reasons
Click on Exit when finished



ADDING DISCOUNTS

In Setup:

Click on Windows
Highlight Discounts Maintenance then Discount Definition click on it
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On the Main Tab:

Type in the description of the new discount reason & hit the Tab key
Select the password level for this reason
0 = A password is not required, but the system will keep track of the staff person’s id who
uses this (for tracking and reporting purposes)
N = No password is required
X = No one can use this void reason (you want to keep the reason for reporting purposes,
but it is no longer in use)

Choose the Selection by clicking on the w (which items are included in the discount)
Last Ordered = Just the very last item ordered will be discounted

Whole Order = Everything on the check that meets all of the other criteria will be discounted
First Entry On Check = Just the very first item ordered on the check will be discounted
Marked Items: Once = Allows you to choose which item will be discounted (one per check)

Marked Items: Each = Allows you to choose which items will be discounted (unlimited per check)

If special items are included in this discount, click on the [J next to Special Items
If the tax should be backed off (meaning the customer only pays tax on the amount actually paid
for), click on the [ next to the appropriate tax code.

Tax 1 = Food

Tax 2 = Beverages

Tax 3 = Retail Items

If the customer pays the tax on the full amount before discount, then none of the tax rates
should be checked.

If this discount is a percentage, click on the drop down box next to Type. Select Percent. If this
discount is a set dollar amount or is an amount to be entered at the Point of Sale, select Flat
Amount.

Enter the amount (If Percent is selected, this amount will be the percentage. If Flat Amount is
selected, this will be the set amount to be deducted. If you want to enter the amount at

the Point of Sale, check off the Prompt box .)
Enter the minimum discount amount (usually 0.00)
Enter the maximum discount amount (for example, with the dine around cards, if the discount is

buy 1 entrée, get a 2" entrée free, up to $20, the maximum should be $20.00. Otherwise,

set the maximum to 999.99)



On the Sales Type Tab:
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Be sure to include all sales types that apply & exclude all sales types that do not apply (for
example, employee discounts generally do not include beer, wine or liquor, so they would
be excluded.)

Click back on the Main Tab

Click on Save

Repeat for all new discount reasons
Click on Exit when finished



Next you need to make sure all of the Discounts are included in the Discounts Window.
Click on Windows
Highlight Discounts Maintenance then Discount Window click on it
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If this loads a blank window like the picture above, you will not need to do anything else, just
exit out. If you have multiple discount windows, you will have to add in the new discount(s)
using the Find button located under the heading “Items without a position”

When you are finished, choose Save and Exit



ADDING PAID OUTS

In Setup:
=l21x
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Type in the description you want to use of the new Paid Out Reason & hit the Tab key.

Set the password level, if desired. Enter a cap for the maximum allowable paid out.
Left click on the Save button. At this point you may continue to add new paid out reasons, or exit.
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DEFINING SALES REPORTS
In Back Office

Click on Register Reports
Highlight Sales Reports, and then click on it
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Click on Define in lower left corner
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Set the report for the type of information you would like to see.



Next, click on the Sales Type tab and decide which types you want to include or exclude.
For example, if you are creating a report for food, exclude beer, wine and liquor from the report.
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You can also write a report based on a particular menu item(s
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Simply use the find button to find the menu items you specifically want to include or exclude.
When you are done defining the report click on Save & Exit
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DEFINING COLOR PALLETS

In Setup

Click on Register and choose Register Pallets.

igital Daning Setup Professional 7.3.504
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Find the pallet you want to change, click on the button that you want to change the color on, it
will appear in the right hand window.
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Click on Custom to change the text color or the button color.
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When you have chosen the colors you want click on Save and Exit.
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In Back Office

CHECK LAYOUT

Choose Utilities and then User Layout Tokens.
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Go to the Message layout
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Click on the Memo tab and make any changes you want to make.
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When you are satisfied, click Save & EXxit.

In Setup
Choose Layouts then choose Check Layouts
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Find the check layout you want to add your message to
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Scroll down to the bottom of the layout and find where you want to add your message, click the
mouse to make the cursor blink.

On the left side of the screen you will see tokens, look for a token called “USER_" and double
click it. A box will pop up double click on “MESSAGE” to add the token to the layout.
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Click on Preview to view your layout and check the spacing on your user message.

Click on Save and Exit.

You may have to restart your Print Server on the file server as well as the print server on all
workstations. .
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RESTARTING THE CREDIT CARD SERVER

Hold down the CTRL and the ALT keys and tap the DELETE key (the CTRL & the ALT
keys are locate on the bottom left corner of the keyboard - the DELETE key is located to the
right of the ENTER key).

Click on TASK MANAGER; make sure you are on the Applications tab.

Highlight the DDCDSRV1 then click END TASK.

Close TASK MANAGER by clicking on the “x” in the top right corner of the Task Manager
box.

Click on the yellow Digital Dining folder, then double click on the icon labeled “Credit
Card Server”. After about 20 seconds, an icon with a yellow cogwheel labeled
“DDCDSRV1” should appear on the bottom of the screen.

Click on the DDCDSRV1 icon and wait for the test box to read “Ready”.

Left click on the minimize button (the minus sign) in the top right corner of the screen.

If this does not get your credit cards to start authorizing, check to make sure you can
access the internet from your Digital Dining computer. If you cannot, you will need
to reboot your system and your router.

16



REBOOTING DIGITAL DINING

*** WARNING: This should be done ONLY at a time when your system can be taken down
(i.e. first thing in the morning before you open). Follow these directions exactly!!!

At EVERY Workstation:
Touch Exit Register (enter manager 1D & Password, if necessary)

Item Out List

Exit
Register

Log In

’“i” oF Salact St

Touch Exit to OS (enter manager ID & Password, if necessary)

Restart
POS Settings

Shut Down Hame
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Touch DD Print Server minimized on the bottom of the screen
Touch the X in the upper right hand corner of the Print Server box
Touch Yes to confirm that you do want to shut down the print server
Repeat for ALL workstations

Hint: Closing the Print Server can be tricky due to the small size of the X; try using the
eraser on a pencil to touch the screen.

On the Office Computer (the file server):

To Restart Your Computer:
Click on Start in the lower left corner o_f the screen

ew Office Document
Cpen Office Document
Set Program Access and Defaulks

‘indows Update

Prograrns 3
Docurnents L
Settings r
Search r
Help

Rurn, ..

Log OFf Audral, ..

IEEtarl:

| HesEaE ||,
Click on Shut Down
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Shut Down Windows x|

@ what do wou want the computer ko do?

Restart

Ends your session, shuts down Windows, and skarks
Windows again,

Ik I Cancel Help

Choose Restart from the drop down menu
Click on OK
The computer will go through the restarting process

Go To Each Workstation:

Touch Start in the lower left corner of the screen
Touch Shut Down
Shut Down Windows x|

@ What do you want the computer to do?

Restart

Ends wour session, shuks down Windows, and skarts
Windows again,

(4 I Cancel | Help

Choose Restart from the drop down menu (again, the eraser on a pencil makes it easier to
touch this option)

Touch OK

The workstation will restart itself, loading all of the programs necessary to run Digital Dining

19



SHUTTING DOWN DIGITAL DINING

At EVERY Workstation:
Touch Exit Register (enter manager 1D & Password, if necessary)

Item Out List
T =

! Log In Exit

Register

Touch Exit to OS (enter manager ID & Password, if necessary)

Restart Shut Down Change
POS

Settings
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Touch DD Print Server minimized on the bottom of the screen

Touch the X in the upper right hand corner of the Print Server box

Touch Yes to confirm that you do want to shut down the print server
Hint: Closing the Print Server can be tricky due to the small size of the X; try using the
eraser on a pencil to touch the screen.

Touch Start in the lower left corner of the screen
Touch Shut Down _
I}

@ ‘ehat do you want the computer ko do?

Shut down

Ends waour session and shuts down Windows so that
wou can safely turm off power,

ok I Cancel | Help |

Choose Shut Down from the drop down menu (again, the eraser on a pencil makes it easier to
touch this
option)
Touch OK
The workstation will turn itself off.
Repeat for ALL workstations
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On the Office Computer (the file server):

To Restart Your Computer:

Click on Start in the lower left corner of the screen

| T SR ] =0
%:I e Office Docurnent

Cpen Office Document

‘;-%'- Set Program Access and Defaults
% Windows Lipdate

i-; «| Programs s
"l:zﬁ Documents ¢
% Setkings r
@ Search 4
@ Help

Run...

& Log OFF Audral. ..

(st || AESBRB |,
Click on Shut Down

Shut Down Windows

@ what do you want the computer to do?

Shuk down

Ends your session and shuts down Windows so that
woul can safely turn off power,

(4 I Zancel Help

Choose Shut Down from the drop down menu
Click on OK
The computer will shut itself off
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To Restart Your Computer:

Hit the power button on your computer

The computer will automatically load all of the programs necessary to run Digital Dining.

Wait until the computer has loaded all of the Digital Dining programs on the bottom before
proceeding to the next step.

Go To Each Workstation:

Turn the workstation back on.
The workstation will restart itself, loading all of the programs necessary to run Digital Dining
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