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WELCOME TO THE LATEST VERSION OF

DIGITAL DINING!

This manual contains instructions and helpful hints to get you through the early days of your
Digitd Dining experience. Most 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 always have a copy of
these ingructions 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 Digita Dining Manua supplied by Menusoft, or cdl us a (603)431-3227 be-
tween the hours of 9am and S5pm.

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 - Sun, 24 Hours)
s+ Software Support - ext. 5
(Mon - Fri, 9am - 5pm)
s Hardware Support -ext.4
(Mon - Fri, 9am - 5pm)
seSales-ext. 1
(Mon - Fri, 9am - 5pm)
s+ Accounting - ext. 6
(Mon - Fri, 9am - 5pm)
ssFor Paper & Ribbon Supply Information - ext. 8
(Mon - Qun, 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 111 - Sue Tremblay
116 - Paul Hefron 122 - Audra Lurvey
125 - Michelle Jordan 112 - Seth Moore

117 - Sean Felder
114 - Mike Jordan 118 - Dave Dickinson
119 - Matt Smith

120 - Rob Miller

121 - Ron Freedman
123 - Denys Arsenault
124 - Ed Quinn




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, then click on it

Enter the date you are checking, click onOkay, 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 step4. If you do use credit
card authorization, you MUST do this step before you go any further. Thisstep should bedoneeither dur-
ing adow period or when therestaurant is closed, since thiswill tie up the modem for a few minutes.
No new char ges 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, then confirm all credit card transactions

Click on Utilities

Choose Process Credit Cards

Enter the date you are batching out, then click on Okay

Click on Yesto redly 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!

Step 3. Print your End Of Day Reports
Go back into Utilities

Choose Process & Report

Confirm the date, then say Y es to continue

Step 4. Edit your Time & Attendance

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 infor that day and change the necessary information. Typein a
reason in the bottom box, then click on Save. Repeat for al others who need corrections.



END OF PAY PERIOD PROCEDURES

For Windows

IN DIGITAL DINING BACK OFFICE:

Staff Reporting & Resets

Click on Staff

Highlight Staff Reports

Highlight Staff Tips & click on it

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

Click on Print (the button on the bottom)

Click on the Printer icon (7) 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 (7) 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 (7) 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 timesto reset the PTD receipts & salesfigures



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 onthe ? 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 (7) 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 onthe ? 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 (7) 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 ? 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 (7) at the top of the screen

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

Click on Exit

Step 2. Print Saff Sales & Tip Information

Click on Staff

Highlight Staff Reports Highlight Staff Tips & click on it

Sort by Last Name (the box on the upper |€ft)

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



END OF MONTH PROCEDURES cont.

Step 3. Print Accounts Receivable Statements

Clickon 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)

Clickon 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 (7) 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.

Clickon 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 (7) at the top of the screen

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

Click on Exit

Clickon A/R

Highlight A/R Account Utilities

Highlight A/R Aging & click on it

Click on Yesto confirm that you really want to age the accounts

(thistakes all A/R detail & lumpsit into your beginning balance for next month)



ADDING MENU ITEMS

For Windows

IN DIGITAL DINING BACK OFFICE:
<1214 Click on Menu
e Highlight Menu Items and click on

Fer Beports k| |t
Hema Ut &
MeruSohge e |
Onthe Main tab:
HffMenu Item Maintenance X| (Menu items comes
= . —— | up by default in view
| [Eind [ om | Prev | (Do [ Fater] | 0 Y P
I_ - : things a little easier:
PLU Code noi Check Description |Pepsi -
i l E Before adding a new
f 7-lmages T 8-Picture T 0-Memo ] Iitem, stay m_V'eW
1-Main T 2-wfindows T 3-5ales T 4-Prep Ins T 5-Mizc T 6-Combo 17 mOde and clickon
find and select an
i . itemthat issimilar to
Prep Description IFepm Sales Type Mon-Alc. Beveragesj theitem you want to
Price 1 I 1.50 0.00% Prep Type Bar 3 add. Now many fields
Price 2 I 1.50 0.00% Price Mode IFixed :! are already set the
Price 3 | 1.50 0.00% Sales Mode [Normal Menu ltem 7| way they need to be.)
Price 4 I 1.50 0.00% Modifier Mode ||_|ge Own Prep T-"'DE:.I
Price 5 I 1.50 0.00% Quantity Mode |Nulmal j
Cost | 0.00 000 T are Weight MN/A
PG o I 0.00 TaxRatel W  TaxRate2 [
FD Paints I 0 Tax Rate 3 |_ Tax Rate 4 [ | |
Save I Beset | Delete I Exit I
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
(Thisis how theitemwill 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
(Thisis how the itemwill 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 & 4 to theright
Select the Prep Type by clicking on the w to the right of the rectangle & then scanning the list by
clicking onthe v & “ to theright



ADDING MENU ITEM S cont.

Select the Price Mode by clicking on the ? to the right of the rectangle & then scanning the list by
clickingonthe ? & ~ totheright
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 thisitem (the price can be positiveor  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)
Select the SalesM ode by clicking on the ? 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 alink to another window
Select Modifier Mode by clicking on the ? 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 go-
ing 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 Friesto go to the Fried station)
Select Quantity Mode by clicking on the ? 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 adecimal (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 = Meadls Tax
2 = Beverage Tax
3 = Retail Tax



ADDING MENU ITEMS cont.

On the Windows tab:

[f]Menu Item Maintenance %| Select the POS Window by click-
[ Eind | Next | Prev | ing on the Insert button on the left
' & then typing in the first few let-
PLU Code [1005 Check Description  [SOUPS / SALADS ters of the POS Window, highlight-
(Zimoges | EPictwe | OMemo ) ing it & clicking on OK' (If you are
1-Main T 2-'Windows T J5ales T 4-Prep Ins T H5-Mizc T G-Combo | not sure of the nar.ne of the \NI ndOW’
you can scan the list by clicking on
- i
Prep Description [SOUPS 7 SALADS Sales Type | Modifiers = the v & # tothe r'ght)- Repeat
Price 1 [ ooo 0.00% Prep Type Kitchen Prep Hot | for al O_f the PO S windows you
Price 2 I 0.00 0.00% Price Mode Fixed Li would like thisitem to appear In.
FPrice 3 I 0.00 0.00% Sales Mode Link Only j Lo
Price 4 [ 000  0.00% Modifier Mode [Use Own Prop Type ¥ If this item needsto loop to a
Price 5 [ 000  0.00% QuantityMode [Normal =] modifier or a series of modifiers,
Cost T 0.00  TareWeight  N/A click on the Insert button on the
Suirhorge: L I 0.00 Tax Rate 1 v TaxRate 2 [ rlght
FD Points I 0 Tax Rate 3 | TaxRate 4 [ | |

Save | Reset | Delete I E st l‘

(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 onthe v & #
to theright) If thisitem does not need any modifiers, make sure the Modifier Windows box is empty. Re-
peat for all necessary modifier options.

Example: The Srloin Steak needs a temp, a starch, then a dressing choice:

Meat Temps

Sarches
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 dlip.



ADDING MENU ITEMS cont.

On the Prep Instruction tab (This is optional):

!!r_ii Menu Item Maintenance ll . .
Click on the white text block to
[ Eind | Nox | Prov | get the cursor there, then typein
PLU Code IW Check Description |soup3 / SALADS how to prepare theitem (| ike
(Zimeges | EPictus | DMems ) drinks at the bar) or just agen
1Main | ZWindows | 3Sales | 4Prepins | S5Mise | 6Comee ]| €rd list of ingredients (for food
items so that the server can see
= if thereisan ingredient that a

customer isallergic to)

Click back onthe M ain tab,
then on Save

Repeat for any other itemsto be
added or EXxit to get out

Zak Syvtan Fron

=l w
Save | Reset I Delete I E xit I
** Once all new items have been added, you must do the following:
D — ~=5 Click on Menu
| EERE 2 Highlight Menu Utilities
e e Highlight Build POS Windows & click on it

FEE T



ADDING MENU ITEMS cont.

Now we want to arrange how the itemsin that category appear in the point of sale.

Clickon MENU
Then Highlight MENU SETUP
ThenClick on MENU POS WINDOWS

=¥ POS Window Maintenance . X|
‘ | Eind | Next | Prev View | Add List | Fitter
[ADRINKS |A DRINKS
1-Main T 2-lmage T O-Memo ]
Short Description |A DRINKS Build Method |Automatic =|
Pick And Chooze [ Sort By INune ll
Group By
Items Without a Position Window Layout FPage 1
Find | Remove | Sort by Dezcription Remove blank spots
BLANK Inzert | lAbzolut Amaretto Sour
_I Abzolut Citron Anizzette
Heplace | Abzolut Kurant Apple Jack Brandy

Absolut Mandrin Apricot Brandy
Absolut Peppar Apricat S our
Alabama Slammer

Amaretto i

Amaretto Di Saronno

>

£4

JIIA:

Save | Rezet Delete | E xit |

Find the window you just added to & make sure the item(s) are there
(Find the window by clicking on the w to the right of the rectangle & then scanning the list by
clicking onthe » & 4 to theright)

Sort the items in the window by dragging & dropping until the window looks the way you want

Click on Save

Repeat for all windows

Click on Build Windows & watch them build

Click on Exit




EDITING THE ITEM OUT LIST

Adding ltems to the Item Out List:
IN DIGITAL DINING BACK OFFICE:

i Digital Dining Back Office 7.2.928 Click on Menu

AR Staff  Register Reporks  Lklities Logout  Hel Highlight Menu Utilities
_'II Menu ; i e e Highlight Change Item Out List

Menu Ikems & click on it
Menu Reporks  k

Menu Ltilities ¥ i_hange Item COuk Lisk
Menu Setup F Menu Ikem PTD Reset

etk Swskem Price
Build Pos Windows

Click onthe " next to Item & typein the

1% few letters of the item you are looking PLU

; Menu Item Count

or ,

Highlight the item, click on it, then click Co A S e R b

on OK

Click in the white box next to Count &

type in how many of this item are left

Click on Save

Repeat for al items to be added to the ~ Menu ltem

Item Out List

Click on Exit when you are through EL Lkl il

1008 Mushroom Rizsotto _I | 0

Number of items on list: 1 E xit

Removing I tems from the Item Out List:

Click on Menu

Highlight Menu Utilities

Highlight Change Item Out List & click on it

Highlight the item to be removed from the item out list & double click on it
(the item will disappear from the list)

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

Click on Exit when you are through



ADDING SALESTYPES
IN DIGITAL DINING BACK OFFI CE:

9 Digital Dining Back Office 7.0.2702

Click on Menu
Highlight Menu Setup

e Highlight Menu Sales Types &
click onit

-

s . [E & z30PM
[ Digital Dining Back Office 7.0.2702

Cl | Ck on Add u  Staff  Register Aeports Logout Exit

Type in the description, then hit

the Tab key

CI I Ck On the ? n@(t to M a] n M. Menu Sales Type Maintenance

Group & choose the appropriate (o [orev ]

main group |

Click on the ? next to Check L

Print Mode & choose Stan- shomDescription [ |

Main Group [Other =1
Check Printing Mode [Standard =1

dard (thismeansthat if it hasa
price the itemwill print on the
guest check; if it does not have a
price, the itemwill not print on
the guest check)

Click on Save

Repeat for all new sales types
Click on Exit when finished

Save | Cancel | Delete |

Change to add mode. Menu Sales Types can be added.

HDS NEW EMGLAMD




ADDING POSWINDOWS

Step 1. Creating the POS Window
In Digital Dining Back Office:

a Back Office 7.0.2702

Click on Menu
Highlight Menu Setup

Highlight Menu POS Windows &
click onit

Click on Add

Type in the description, then hit the
Tabkey

Click on Save

Repeat for all new POS windows
Click on Exit when finished

R Stant | . . . |88 203PM

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

In DiqitaJ DininCl Setup: IW Register Layouts Profiles Passwords Printer Tawes Floor Plans Misc  Ukiities Logout Help
Click on Windows D::counts Watenance
ighli i - Charges Maint b
Highlight Windows of Win- 5 B SRR
d & click onit Tips Maintenance ,
s Receipts Mainkenance k

Check Option Windows

Windows of Windows

Woid Reason Window
Discount Reason Window

Register Option Windows
Register Report Windows
I ] 5
| o ]| Brov | vier | Aad | oo | e | I Click on Next until you find the
- oo : .
—— F=cE Window of Window you want to
TR IC e [ deEas ] add this POS window to (these Win-
Shoit Description [Food dows of Windows ar e the buttons
[Ho window | Mo window | [Mowindow | across your top panel at the Point of
IBHEAKF&ST _-I INo window _-I INo wWindow _-I %_Ie, i.e' Food’ quuor' Beer’ etc')
[Lunch | Mo window -] Mo window =)
Rovimios <] Iuswimss | uowier—— 2] ||| Clickonthe” next tothe boc where
IND Window _-I INo Wwindow _-I INo window _-I yOU Want to ajd your nalv POS Wln'
IND Wwindow _-I INo Wwindow _-I INo Window _-I dOW
[No Window =] [NowWindow 2] [HoWindow =l Typein the 1% few letters of the
- name of the POS Window you are
gee | _Boet | el | —e&= || xding. Highlight it & click on OK
Click on Save

Repeat for al new POS Windows
Click on Exit when finished



ADDING A SPEED WINDOW
(ORADDING TOIT)

IN DIGITAL DINING BACK OFFICE:

Step 1. Choose the Menu > Menu Setup > POS Windows.
Step 2. Find the Speed Window that you want to change or left click on Add.

Step 3.  Name the new window (if you are adding, then) left click on the Insert button and find your
menu item Y ou will have to do this for each individual item you want to add.

Step 4. Left click on Save and Exit.
Step 5. If you do not currently have a Speed Window loaded on your POS, you need to do it

now. In Digital Dining Setup, choose Register Definitions from the Registers
drop-down menu.

Step 6. Find your POS that you want to use the Speed Window. Left click on the Defaults tab.

Step 7. Speed Window 1 will be on the right of the screen at the POS. Speed Window 2 will
be on the left at the POS. Speed Window 2 is typically only used on a bar terminal.
Left click on the arrow next to the window you want to assign and find the name of the
window you want to use. Left click on Save and Exit.

Step 8.  Exit Digital Dining Setup and go back into Digital Dining Back Office.

Step 9.  Choose Menu Utilities from the M enu drop-down menu and left click on Build POS

Windows. Léft click on the Build Windows button. When it isfinished, Exit.

WINDOW OF WINDOWS DEFINITIONS

IN DIGITAL DINING SETUP:

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

Step 2. Find the Window you want to add to or change and left click on Add.

Step 3. Name the new Window and left click on View.

Step 4. Find the original Window and make any changes you want to make by left
clicking on the button with the dot in it and choosing the item you want to

appear in the Window.

Step 5. Left click on Save and Exit.



SENDING DD MAIL

SENDING MAIL TO 1 PERSON:
In Digital Dining Back Office:

=i\ Click on Staff
ErEaEs [view | da (e Fiter] | Highlight Staff Members &
Staff D [1  First Name |Digital Dining Last Name |Digital Dining click on it.
[ 1-Main | 2Personal | 3Paproll | 4-Avail i 5-Dept
6-Picture | 7-Sales ]|  BReceipts |  SMessage | 0-Memo Click on Find in the upper left
Fl::::sdo not forget to see me after your shift. =1 corner.

Typein 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 (or simply enter the staff
id in)

~1 H | Click on the M essage tab

Save I Beset | Delete I E xit I

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 that you want to send a message to, then click on Exit to get out.

SENDING E-MAIL TO AN ENTIRE DEPARTMENT ORALL EMPLOYEES:

]| Click on Staff
| | Highlight DD Mail & dick oni
Digital Dining automatically comes up to the
i |Quick Message Quick Message
O-Message| 1-Depart | 2-Gecurity [B-Availabilit Click on the white message pad & type in the
= message

Click on the Department tab & include or ex-
clude the appropriate departments

Click onthe Rating tab & include or exclude
the appropriate rating levels

Click on the Security tab & include or ex-
clude the appropriate security levels

Click on the Availability tab & include or ex-
clude the appropriate availabilities Click on
Send to send the mail Repeat or click on Exit

Save | BReset I Delete | Send I Exit I

CLEARING DD MAIL:

Click on Staff

Highlight DD Mail & click on it

Click onthe ? to the right of Quick Message & choose Clear M essages
Click on Send, then Exit

(Keep in mind that this clears ALL mail)




ADDING STAFF

In Digital Dining Back Office:

Click on Staff

Highlight Staff Members & click on it

(You will automatically come up to #1 —Digital Dining)

[ pigital Dining Back Office 7.2.928 Click on Add on the
&R Menu Skaff Reqgister Reporks  Ukilities  Logout  Help top bar
| on th “g_ai”tabfn
_ = _ igital Dining wi
EarEm [ow [ acd [ e ] automatically go to
Staff ID |n First Hame IDigitﬂI Dining szt Name IDigitaI Dining the next available
: : number & the cursor
( B6-Picture T ¥-5ales T B-Receipts T 9-Message T O-Memo W||| be bllnkl ng on
1-Main T 2-Perzonal T 3-Payroll T 4-Avail T 5-Dept the 1:”,g name
Typein the First
Report Mame IDigitaI Work Status |Cunent Employee L‘ Néf')ne then hit the
POS Name [Digital Date Starting  [03/18/2003[2] +] TAB key on your
Security ISystem Administrator Ll keyboard
Typein the Last
Password I"" Contact Information [reference only] Narne’ then hit TAB
= Type in the Report
Name or just hit
b TAB to accept the
Staff ID Card ear P ¥ ..
2 oei ||| —lJ | default from Digital
Dining. (By default
save | Reset | Delete | Exit | this is the last name)

Type in the POS
Name or just hit
TAB to accept the default from Digital Dining (Thisis the name that appears on the guest check, so if Wil-
liam goes by Bill, typeit in here. Thisis also the name that appears on the POS screens. To save confusion,
we suggest also using a last initial here. i.e;; Bill §

At Security, click onthe ? to the right of the rectangle & choose the appropriate level
System Administrator = Can do anything & everything
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)
Manager = Can access passworded functions at the Point of Sale along with
limited access to Back Office

Enter the Password for this person
Verify that the employee status is set to active.
Starting Date is optional .

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

Enter the Overtime Method for this person (Click on the ? to the right of the rectangle to get the list)
, then hit TAB

Make sure the box next to the word Active isO'd

Enter the Address & Phone Number (optional)



ADDING STAFF cont.

On the Per sonal tab:
H—|Digital Dining Back Office 7.2.928 Here is where use-
AR Menu  Staff Reqgister Reports  Ukilities  Logout  Help ful information
ik Staff Member Maintenance x| .abOUt an ernpl oyee
is entered.
| [Ena [ ewt [ e ] iow | Add | [ [ 7] |y ouwill quickly
- - T find out what info
Staff ID |-I First Hame ID“_I'tﬁI Dining Last Hame IDlgltEll Dining you need to ente.
[ E6-Picture T 7-Sales T 8-Receipts T 9-Message T 0-Memo ) We Suggest that
1-Main s 3Papioll | 4-Avail | 5-Dept ] you at least enter
the phone number.
Home Street Address Date of Birth |Nul Entered@ :I
City State ZIP Code
| [ | Ethnicity [Mot Specified |
Homa P I[ ] Gender ' Male " Female
Other Phone [ )
E-mail / Web |

Save I Reset | Delete Exit I

On the Payroll tab:

[ pigital Dining Back Office 7.2.928 _Her e Us_ef ul payroll
&/ Menu  Staff Reaister Reports  Ukilities  Logout  Help information may be
added. For labor ac-

| counting purposes,

x|
| Find I Hext I Prew I m m you must at |east

&% Staff Member Maintenance

Staff ID |1 Fitst Name |Digital Dining LastName |Digital Dining ﬂg%sgthe PAY
|/ 6-Picture T ¥-Sales T B-Receipts T 9-Mezsage T 0-Memo This information
1-Main T 2-Personal T Ry A-Avail T 5-Dept must be enteraj |f

you are using the

Social Secunty # I EFay Mode Dlgltal D|n|ng pay-
. Hourly . Salary
Pagroll 1D EERERE roll module.
. e — Marital Status
t k it
s INune J * Single " Mamied :zzgeﬂnld
—Withholding Nein it
Allowances: 5t f Fed I 0 I 0 i
o 5
Fed. Extra Deduct $ .00 ¥ Employee [ Spouse [ Children
State Extra Deduct § 0.00 Date of Enrollment Il]3f1 872003 E :I

Save I Beset | Delete | E xit I




ADDING STAFF cont.
On the Availability tab:

[ pigital Dining Back Office 7.2.928

This window alows

AR Menu Staff Register Reports  Utilities  Logouk  Help )
x| mﬂ“age.flne”:] tokqfr'fk'y
= - ana easlly Ccnec e
Find Hext Prevy Yiew m l:zﬂ -Fllter | . o
| | I I R - availability of an em+
Starf 1D [1 First Mame |Digital Dining Last Name |Digital Dining ployee. Thisis a great
|/ B-Picture T F-S5ales T B-Receipts T 9-Meszage T 0-Memo resource fOI’ |GH m'n'
iMan | 2Poonal |  3Papol |  @Awad | 5Dem ute changes to the
schedule.
Tuesday ‘Wednesday Thursday Friday 5 aturday Sunday Monday
Morning Tl = = ird r - i
Afternoon v v v I I r r
Evening I = I+ I+ I I I
Late Night [ | 7 v [ | - I
Set All I
Save i Heset I Delete I Exit I
On the Depar tment tab:
[ pigital Dining Back Dffice 7.2.928 To add the first depart-
AR Menu  Staff  Register Reports  Utiliies Logout  Help ment Opt| on, CIiCk on
x| NEW, then click on the
| [ Eind | Next | Prov | [ow | 200 | Drder | Fiter new space that has been
- added below the Depart-
staff 1D [l First Name |Digital Dining Last Name |Digital Dining ment heading and select
|/ 6-Picture T f-Sales T B-Heceipts T 9-Message T O-Memo the desired department
1-Main T 2-Perzonal T 3-Payroll T 4-Avail T 5-Dept Enter the RegUIar Rde,
and the Overtime Rate if
Hew I Delete I Cancel I Yacation Rate 0.00 appllcab| e. Enta the
F'rimawl Department | .-’-‘n.c:tivel Fiating Lewvel | Changed | Regular | Dvertimeﬂ Worka Ratl ng for thIS
o Server ¥ Good Worker 3/25/2003 650 000 person (Click on the ? to
1 Bartender ¥ Good'Worker 3/26/2003 8.50 0.00 H
| 1 Managers ¥ Good Warker EA0/2002 0.00 0.00 the rlght O'li the reCtangIe
¥ Host/ess ¥ Good Worker M25/2003 950 000 to get thelist)
i Repeat for all departments
| y IJ necessary (To delete a de-
Mext Review |Nut Entered E :I partl nel It1 C“Ck on the de‘
B sired department and then
click delete. Thiswill only
S Reset Delet E xit .
— — = e work if the employee has

zero out the rates of pay as well)

never logged in hours for
this department. This will

Verify which department is set to primary as this will be the default when this person clocks in.

Click on Save at the bottom
Repeat for all staff to be added.
When finished, click on Viewto stay in Staff or Exit to get out.



TO PURGE INACTIVE STAFF

This should only be done once a year after the year has been closed out!!!

INDIGITAL DINING BACK OFFICE:

Step 1. Choose Staff then Staff Members.

Step 2. Look at all Staff Members and uncheck the Active box for those you warnt to
remove. When you are finished, click on Exit.

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

Step 4. Choose Pur ge I nactive Staff.



ADDING ACCOUNTSRECEIVABLES

In Digital Dining Back Office:

Step 1. Be sure that Account Types are setup Click on A/R
Highlight A/R Account Setup

Highlight A/R Account Types & click onit

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

H—|Digital Dining Back Office 7.2.928
|F'.,|'FL Menu  Staff  Register Reports  Utiities Logout Help  15p

AR Accounts Click on the ? next to the receipt type & choose

/R Account Reports k All _ _ _ )

AR Account Transactions If this Account Type is tax exempt, click on the
next to Tax Exempt so that an x

AR Accounk Statements appears in it

R n:n:u:nunt tiIities b — Click on Save

AR Account Sefup AR Account Types Repeat for any other Account Typeto be added

Click on Exit to get out

Step 2. Add the new account
Click on A/R
Highlight A/R Accounts& click
| [Fmd [ tom | e ] [giow [ A0d ] o it
Account No. I Account Name |[HDS - New England Type in the account number for
1-Main T 2-Balances TQ—Sales HisloulTi—Pl]S MessageT 5-Picture T O-Memo thIS aCCOUHt (yOU mUSt Ccr eate an
T account number; the system
ST JHOENE Building will not automatically assign
Account Type ITlade LI I One)
ke Street . .
CiochtLimit _ [9999.99 [235 West Road #10 Type in the account name (i.e.
. - City State ZIP Code Mike Wo|f)
First Mame Ichhael ; .
LastName  fwal | [Pt Jni g o Type in the Sort Name (Wolf if
Title/Position  |President Veice Phone No. [(603) 431 3227 you want to ook up this account
Limit Use [ Inactive [ Fax Phone No. M by |a$ name or MI ke If you
prefer to look up this account by
Save | Reset | Delete | Exit I fl rSt nan’E)

Choose the account type (click on the ? 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 pass-
word 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 (thisinformation is optional)

If amanager approval isrequired to charge to this account, click on the ™ next to Limit Use so that an x ap-
pears in the box

Click on Save

Repeat for all accounts to be added

Click on Exit when finished



ACCOUNTSRECEIVABLES TRANSACTIONS

Entering a Payment Against an Account
In Digital Dining Back Office:

[#{Digital Dining Back Office 7.2.928

Iﬁ Merwa  Staff Register Reports  Ukilities  Logout  Help Click on A/R
AfR Accounts | Highlight A/R Account Transactions
AfR Account Reports , Highlight A/R Standard Transactions
A/R Account Transactions Standard Transactions (Single) & click onit
A/R Account Statements Standard Transactions (Mulkiple)
&R Account Ukilities k Batch Mames
&R fccount Setup k Post Batch

Post Finance Charges

[# Digital Dining Back Office 7.0.2702
AfR Menu  Staff  Register Reports Logout  Exit

Click on Add

Click on the description block to the
right & typein “Payment”

Click onthe ? next to Account Name,
highlight the correct account & click on

Amount |t
Transac tion Type |[Payment || Reference Humber . .
= Click onthe ? next to Transaction

Lo | Type& choose Payment

Cancel | Delete |

Change to add mode. Standard Transactions can be added.

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

HOS NEW ENELAND Enter the transaction date (the date pay-
ment was recei ved)

Click onthe ? next to Batch Name & choose Single Use
Enter the amount received

Enter areference number (such as the check number)
Enter the details for this payment (if there are any)

Click on Save

Repesat for al other payments to be entered

Click on Exit when finished




ACCOUNTSRECEIVABLES TRANSACTIONS cont.

R B— === Entering a Debit Against an Account
(Thiswould be used if you needed to
add to the outstanding balance, for ex-
ample if for some reason a guest check
in the dining room was never charged to
this account)

18 Stant T RE

C I iCk On A/R [ Digital Dining Back Office 7.0.2702

A/R Menu  Staff  Register Reports Logout  Epit

Highlight A/R Account Transactions

Highlight A/R Standard Transac-
tions & click on it

Click on Add AccountMame  [ADS =] Teansastion Date [02/05/1998 [5]~]
C_:Ilck on the quCI‘Ipt.I on block to the pecome |—_|:' At

right & typein “Debit” BatchNams  [Sroio e =]| Dot

Click onthe ? next to Account o ey

Name, highlight the correct account & Sew=|  [fence]  LDeiee

click on it

Click onthe ? next to Transaction
Type & choose Debit

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

Enter the amount of the debit

Enter areference number (if thereisone)

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

Repeat for al other debits to be entered

Click on Exit when finished

Dining Back Office 7.0.2702

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

i Start| [B:6p 131 PM



ACCOUNTSRECEIVABLES TRANSACTIONS cont.

Click on A/R
H—{Digitininnack nr 7,11202 — [_[=1>] nghllght A/R ACCOUﬂt Tl'ansaCtlonS

Highlight A/R Standard Transactions
& click on it

fereds Click on Add
: Click on the description block to the
[Aps =] Transaction Date [ 02/05/1998 [=] -]

Cr— C— right & typein “Credit”
e [Credt =] Reference Number H

e Click on the ? next to Account Name,

o seteouor=] | highlight the correct account & click on

it
Click onthe ? next to Transaction Type
& choose Credit
e e Click onthe ? next to Trarsaction Age

& choose Auto Selection

Enter the transaction date (the date credit was for)

Enter the amount of the credit

Enter areference number (if thereisone)

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

Repeat for all other creditsto be entered

Click on Exit when finished

** Onceyou arefinished entering all of your transactionsfor the day you MUST do the following for
the these transaction to show up on the statements:

Click on A/R

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

Click on Post

Click on OK

Click on Exit

HOS MEW £ 77 -

18 S tart [ f 52 141 PM




ADDING VOID REASONS

In Digital Dining Setup:

Din tup 7.0.2700
e Layouts  Passwar, ds  Printer - Mis: lties  Logout  Exit

LCharges ‘window
Tips windouw

er

Manager Repoits Y/ind

HDS MEW EMIGEAMD

i Start | [f & zEarm

Click on Windows

[ Digital Dining Setup 7.0.2700

“windows HBegister Layouts Passwords FPrinter Taxes Stations Mise  Uiities Logout  Exit H|gh||ght VOId Reag)ns WI n_
dow& click on it

Click on Add
,—|,—,—| e e T 2 | — Type in the description of the
, = | new void reason & hit the Tab
1Main | DMema | key
B Select the password level for this

Save | Cancel | Delete | Exit |
Run a Void Reasons Report.

HOD'S ME'Y EHGLAND

U= A PasSWora 1S required, DUt any password WiTT WOTK (TNIS 1S TOT Tracking pur poses)
N = No password is required
X = No one can use this void reason (you want to keep the reason for reporting purposes,
but it isno longer in use)
If this void reason should subtract from inventory, click on the " next to Affects | ngredients
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 al new void reasons
Click on Exit when finished



ADDING DISCOUNT REASONS

In Digital Dining Setup:
Click on Windows

| Windaws Regiter Layouts Profies Passwords printer H11QNIIGNt Discounts Maintenance then Discount Definition click

Discount Definition on it
Discount ‘Window

Discounts Mainkenance

3
harges Maintenance 4
Tips Maintenance 4
Receipts Maintenance 3
Check Option Windows
Windows of \Windows

Woid Reason Windaw

Discount Reason Window
Register Option Windows
Register Report Windows

Click on Add
&% Discount Definition Maintenance o= il
Onthe Main Tab: | (s  Prev | [iew | ada [Son | ot |

Type in the description of the new dis- | -~ "

Count reason & hlt the Tab key 1-Main T‘g—Sales T_l,!peT 3-Reaszons T 4-lmage TQ—Henu ItemT O-Memo
Short Desc I Type IPelcent LI
Select the pmvord level for this rea- Password Level 4| 5 ﬂ Percent |5l].l]l] Prompt [
LN Selection I‘w"hule Drder LI Minimum M aximum
0 = A paSSVVOI’d iS reqUiraj, but any Apply to Special ltems v Discount I[I_I][I IQBS_SS
password will work (thisis for track- Apply to Charges ™ Check [0.00 [0.00
Ing purposes) . . Tax Rate 1 v TaxRate 3 [~ Menultem [1000 |999393
N = No password isrequired
. . Tax Rate 2 [ Tax Rate 4 [T Covers II] II]
X = No one can use this void reason ) _ i
(you want to keep the r n fOI’ re- Dizcount Details IND Details LI Mo. of Ilemsll] II]
portl ng pur po%s’ Roll Up Dizcount |

but it isno longer in use)

Save Reset I Delete | E xit I




ADDING DISCOUNT REASONS cont.

Choose the Selection by clicking on the ? (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 criteriawill 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 ™ 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 thisdiscount is
a set dollar amount or isan amount to be entered at the Point of Sale, select Flat Amount.

Enter the amount (If Per cent is selected, this amount will be the percentage. If Flat Amount is
selected, thiswill be the set amount to be deducted. 1f 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:
Be sureto include all sales types that

2 Discount Definition Maintenance _.—_lglil apply & eXCI Ude al | Sa.l eS typ% that dO

(o | Frov | [iow | Add | | not apply (for
example, employee discounts generally

I = | . . )
do not include beer, wine or liquor, so
1-Main i;_—salesT ’ eg 3-Reazons T 4-lmage TQ—Menu IlemT O-Memo ! !
* they would

Exclude Include be eXCI Uded')
B » | Abpolars, o Click back on the Main Tab
bl S R et Click on Save
Eﬁ:al:lilelltt?f'il::sate 35!::::::8 Beverages Rq)em for a” naN dlmunt reaS)nS
BREAKFAST ITEMS = | ok Click on Exit when finished
ROOM SERYICE ce l

Save I HBeset I Delete I E xit I




ADDING PAID OUT REASONS

INDIGITAL DINING SETUP:

Step 1. Left click on Misc then onPaid Outs.

Step 2. Left click Add.

Step 3. Type in the description you want to use.

Step 4. Set the password level, if desired.

Step 5. Enter a cap for the maximum allowable paid out.

Step 6. Left click on the Save button. At this point you may continue to add new paid out reasons, or exit.

DEFINING SALES REPORTS

INDIGITAL DINING BACK OFFICE:

[ pigital Dining Back Office 7.2.928 Log On

AR Menu Skaff | Register Repu:urt? Utilities  Logout  Help
User Lavout Tokens

Click on Register Reports
Rkl REpoits | Highlight Sales Reports, then click on it

Sales Reports

Discounkts Reparts
Charges Reports
Yoids Reports
Labor Reports
Security Reports
Sales Tax Reports

Process Credit Card Eakch Report
Credit Card Log Report

Check Prink

. L =i 5ales Reports |
Click on Define in lower left corner
Click on Add Report |SFE1 R ET ot
Preview i+
Yesterday x
I _I Print [

D ate — =
R ange II:B"IZE"'T["]3 HLI Il]3!25!2l]l]3 H"l

Compare to

| =l
E:::;E |03s26/2003 | ~| |03/26/2003 | ~|

Define I Print I E xit I




DEFINING COLOR PALLETS

INDIGITAL DINING SETUP:

Step 1. Left click on Register Pallets from the Register drop-down menu.
Step 2.  Find the pallet you want to change and left click on Add.
Step 3.  Name the new color pallet and then left click on View.

Step 4. Go back to the original color pallet and left click on each button. This will
enable you to choose custom colors for the button and the text.

Step 5.  When you have chosen the colors you want left click on Save and Exit.

CHECK LAYOUT

IN DIGITAL DINING SETUP:

Step 1. Choose L ayouts then Check Layouts.

Step 2.  Find the Check Layout that you want to modify and click on Add.
Do not modify any Default layouts!!!

Step 3. Name the new layout “Backup” and left click on View.

Step 4. Find the original layout and make any necessary changes. For alist of tokens
and what they mean, use p. 231-355 in your Digital Dining Setup Guide.

Step 5. Click on Save and Exit when you are finished.



RESTARTING THE CREDIT CARD SERVER

FROM THE DESKTORP:

Step 1. Left click on the DDCDSRV box at the bottom of the screen.

Step 2.  Léeft click on the Command button on the right side of the box.

Step 3. Left click on the Start button on the right side of the box.

Step 4. Wait until the text box reads “Waiting for request” and left click on the

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

IF THE COMMAND BUTTON ISGREY THEN YOU NEED TO:

1
2.
3. UNPLUG CREDIT CARD MODEM (BLACK BOX ON THE PC WITH

o s

HOLD DOWN THE CTRL AND THE ALT KEYSAND TAP THE DELETE KEY.
CLICK ON TASK MANAGER AND HIGHLIGHT THE DDCDSRV THEN CLICK END TASK.

“DATACAP’ WRITTEN ON IT).

PLUG IT BACK IN.

CLICK ON THE DDCDSRV ICON AND WAIT FOR THE TEXT BOX TO READ
“Waiting for Request”.

LEFT CLICK ON THE MINIMIZE BUTTON (MINUS SIGN) IN THE TOP
RIGHT CORNER OF THE SCREEN.



SHUTTING DOWN YOUR SYSTEM

*** WARNING: This should be done ONLY in extreme circumstances (i.e. your electrician needs to shut
down the circuit or your entire systemis locked up, which happens VERY RARELY.) Should you need to
shut your system down, follow these directions exactly!!!

At EVERY Workstation:

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

Touch Shut Down (enter manager 1D & Password, if necessary)

Turn off your workstation when the screen displays the message “It is now safe to turn off
your computer.”

Repeat for ALL workstations

On the Office Computer (the file server):

Click on each minimized program (the rectangles on the bottom of the screen) & close them by
clicking on the X’s in the upper right corners of their boxes. (If you have Digital Dining’s
credit card module, you will be unable to close this program, labeled DDCCSRV —thisis

the ONLY program that is okay to leave open before shutting down.)

Once ALL programs are closed, click on Start in the bottom left corner of your screen

; | igital Dining Highlight Shut Down & click on it
[y [52] Programs Make sure that “Shut Down Computer?” is checked
3 =4 b Clickon Yes
1 ocumenks X
Y our Compuer should now shut down all on its own.
E % Sekkings
— Shut Down Windows x|
= (@ Search Microsoft:
"‘:?‘ @ Help
§ Run... @ hat do wou want the computer to do?
Shut down __‘_j
; Shuk Ciover. .. Log off
stare || 7] & 5] 0 | Srand b

Ok I Cancel I Help

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.

Go To Each Workstation:

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




RESTARTING YOUR SYSTEM

To Restart Your Computer:

Click on Start in the lower left corner of the screen
Click on Shut Down

Click on “Restart the Computer?”

Clickon Yes

The computer will go through the restarting process

Go To Each POS:

Exit the POS Register to the OS.

Touch Start in the lower left corner of the screen
Touch Shut Down

Touch “Restart the Computer ?”
Touch Yes
The POS will restart itself, loading all of the programs necessary to run Digital Dining
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