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Starting till shifts & adding operators

Before you can start a new till shift you will need to open Invoicing. This must be done on each machine you’re making sales on.

QI

Once Invoicing is open the Manager must start a New till Shift by clicking Activate.

cowe 10 Clock In / Out  Change Table Now Table Close T able Pickup Table Table Plan Emt

AL A Sl K 5"

Assign [F2] Collect [F4] | Special Order
RDelivery Tables Paid

Cashier Type |DelivChg|Customer Phone# |PaidToEmployee~
ﬂh Q@
Click ACTIVATE to start a new shift —

The person who activates the shift becomes the Primary Operator. Only the primary operator may add other operators and open the

till from the main screen. For this reason, we suggest that the manager be the one who activates the shifts and adds the cashiers as
secondary operators.

Personal Notes:
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Each POS terminal is assigned a unique Till ID. Every time you start a new till shift, it will assign that shift a unique tilt shift number.
You can only run one shift at a time on each till, but you can run multiple shifts one after the other by clicking End Shift on an active
shift, or by posting the cash up for that shift.

At the bottom of the Invoicing main screen, you will see information for the shift you've just started.

\
1=Till ID 2=Operator Code 3=Till Shift No.

T#1 OpCOS M7059

T

2 3

~ [Til1 Op:COS #17059

Merws 436 | StocelD: 60222

A

\ 4

v

>
Caps: Off Num: On 27 Jun 17 09:08:05

The Manager then adds each Cashier to their till by clicking Invoicing > Till Shifts > Add Operator. The Manager enters their
password first, then the cashier. This is done on each individual cashier’s tills. A shift can have up to six operators.

& Aurs - Invoicing, Version: 63,240 - [Invoicing)

Invoicing Cashup Staff  Lists

Settings Plugins  Help

New Space

Special Order Crrle AlteS

View Entes

Modity trieEnter

I Till shafts Start a new till shift Ctrie T

Assagn to driver R Add operator
Jver-nng ¥

Collect F4

Pay into ull e

Prevsous Tab Left

Next Tab Right

Previous wvosce Up

Next invoice Down

If a shift is inactive, you cannot take sales on the till without activating a shift first. Starting a shift assumes there is cash in the cash
drawer, and a cashier is ready to take orders. Any shift started will have an entry created on the Cash up screen.

Personal Notes:
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Taking orders

Click New [Space] or press the spacebar on your keyboard to start a new transaction in Invoicing.

After entering your code, you will be given the Menu Item Selection screen. This screen is where you ring up orders.

|Cashier: System, Added By [001] Invoice # 0 Started: 11:48 AM
Counter Transaction
Pg ~
A Qty
v Del
LR Void

M WHIZZERS

Sub-total R 0.00
M SUNNYDAES

- Item Disc R 0.00

- Inv Disc R 0.00
No Invoice Discount Applied

+ delivery R 0.00

TOTAL R 0.00

Counter

Collect ltem Note

Delivery Customer
Table Waiter

Head Count

On the next page we will be going through the basic controls on the Menu Item Selection screen.

Personal Notes:
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Cashier: System, Added By [001] Invoice # 0 Started: 02:05 PM
- ‘ JICounter Transaction

5. CUSTOMER INFO

PROMOTIONS 2.MENU CATEGORIES I NONE | EXTRAS |“f I|
6. CAT. SCROLL
| VALUE MEALS SWOP TOPPINGS

| 3. MENU ITEMS Sub-total R 0.00
- Item Disc R 0.00
BBQ CHICKEN CHICKEN FOUR SEASONS i L
v No Invoice Discount Applied
PIZZA MUSHROOM Pizza |  CLUBPIZA PIZZA sl - aifecs R 0.00
8.TOTALS
TOTA 0.00
SOMETHING SWEET _SOUR TIKKA CHICKEN 9. INVOICE CONTROLS
MEATY PIZzA CHICKEN PIZZA PIZZA
e = StOo =
able Waiter
THE ORIGINAL | CHICKEN TRIPLE
e VEGGIE DECKER Split
Head Count

. Invoice Display - Displays the items of the invoice that you ring up. These are called Line ltems.
. Menu Categories - These are the different categories of menu items on your menu.
. Menu Items - These are the menu items that you click on to ring up. They can sometimes be divided into subcategories
called Sizes. Select a size first, then an item. Some items start a Picklist, meaning they’re linked to other options.
4. Line Options - These buttons let you edit the Line Items that you’ve rung up already. Here you can scroll
up and down through the line items using the arrow or Pg. up and down arrows, or you can use these buttons:
[x] - Select one or more lines. You can also press the spacebar on the keyboard
[Disc] - You can apply discounts to one item by selecting it first or apply a discount to the whole invoice by having nothing selected.
[Qty] - Adjust item quantity.
[Del]/[Void] - Delete or void items.
[Line] - Insert a new blank line above the currently selected line.
5. Customer Info - The customer name, number and address appear here for Customer transactions.
6. Category Scroll - Use these buttons to scroll through Menu categories if there are more than are currently
showing on the page.
7. Iltem Scroll - Use these buttons to scroll through Menu ltems if there are more than are currently showing on
the page.
8. Totals - Shows the current subtotal and Total, including any discounts and delivery charges applied.
9. Invoice Controls - These are functions that let you change the order type, assign staff or customers to an
invoice, and complete the transaction.

WN =

Personal Notes:
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Types of orders

Once an order is built, it is completed in one of two ways, depending on the type of order:

1. If the order is a counter, click Print to save the invoice and print a customer receipt AND send a slip to the Kitchen Printer (or
send the order to the Kitchen Display).

2. If the order is a Delivery or Collect and you don't want to print the customer receipt just yet, click Send to print just the kitchen
slip (or send the order to the Kitchen Display).

Counter Orders

Begin a new transaction, then:
Click the Counter button (if not already selected).
Ring up the order using the menu buttons.
Complete the order using Print.

Use the Payment Screen to capture payment.

Customer Payment

hPON~

R 81.07

-
R 0.00 cosuerz
R 0.00 copuers
Change R 0.00|

OK | Cancel

e If the order is paid with cash, click Amount for a keypad or type in the amount on the keyboard.

e [f the order is paid with cash, you can also use the Quick Tender buttons on the left of the screen to capture notes given to
you.
e Ifthe order is paid by Card, click Capture [F2] to save the payment as a card payment.
NB: The system may prompt for a Gratuity amount on credit cards first. If you want to disable this option, please
contact Aura support.
Completed orders are listed under the Paid tab.

Personal Notes:
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Collect / Delivery Orders

Begin a new transaction, then:
1.

2.
window will give the results.

|
Search For Search |

ustomers can be searched by giving Telephone, Cell, Email Address,
First Nama, Last Name and CRM antry.
Pamial matches are retumed.

Type customer number here, Then click Search button next to
search box.

oK |m Nr»w[m-.]l

Click the Collect or Delivery button (if not already selected) depending on the order.

A customer Search window will appear. Type the Phone Number, Name or any of the other given criteria, and the search

Search For [0333432134 Search |
First Name |Last Name |Telephone |Cell |Email lil
¥ Cosoft Test Order 0333432135

Customer information will appear here if available.
If no infarmation is avaialable click the Add [Ins]. button.

LlJ
KN 3 o

3.

If it's a new customer, you will now need to capture the customer’s details. Be sure to get their Name, Number and if it's a

delivery, capture their Address. Select their address from the provided Street List.

& Customer Information

x|
Phone[0333432135 FiName |[John _gﬁagf;‘ﬁmﬁ.,g- '-"l’""dl 38 -
Cell| LiName|Smith Last Discount| R0O00 Orders| 13 e
v
Email
o~ Post
Addr. |l Melose Street ~Spend History x
Previous 30 Days 1 Year
Blue Vall
ETE [ R21973[ R219.73[ R866.63 Cancel
Slmetl 1 |r'."lelm5e Str j ! o g
L Search
Suburb Blue Valley Cntr Map B15 Remember to click Post once information a
Code Del. Chg. R0.00 has been captured to Save,
Dup
Residential | postal | Other details | Marketing | Account |
Private Notes Invoice Notes | Complaints | S
Viewing Customer
Close

Personal Notes:
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Ring up the order using the menu buttons.
Save the order using Send (This will only send the order to the kitchen).
Saved Collect / Delivery orders are listed under Outstanding. (They will only be complete once the customer has collected or

the driver has delivered.

o okr

Outstanding
invé | Order#|Total

Placed Due (Cashier _____[Type [Customer ____|[Phone# |PaidToEmployee|

7. Ifthe order is a Collect order, it is completed when the customer comes in to pay for it. Click the Pay [F6] button to bring up

the payment screen and complete the order.

\
-

Pay [F6]

Assign [F2] Collect [F4]

8. Ifthe order is a Delivery order, it can only be assigned to a clocked-in driver using the Assign [F2] button, after which the
order will move to the On-Delivery tab. Once the driver returns to the store with the money you can click on the Pay [F6]

button to complete the order.

Pay [F6]

Assign [F2]

Collect [F4]

9. Delivery orders can also be converted to Collect by selecting the order and clicking on the Collect [F4] button.

Pay [F6]

Assign [F2]

Collect [F4]

Personal Notes:
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Over-rings and discounts

Over-ring

On occasion it might be necessary to cancel an order - whether it be due to cashiers making an error, the kitchen making an error, or
the customer requiring a refund. In Aura, the way to do this is to perform an Over-Ring. Over-rings essentially mark an invoice as 'void',
leaving a record of it on the system for record keeping and reporting, but removing its value from your sales.

= - - IS
10 Chock In 7 Dut Change Table New Table Close Table Pickup Table Table Plan Exit

@ / \ 8 3 ? > <= gelect the order then click O/R [F3]

] View [Enter] Modify [Ciri«Enter] | 7oy 75 Assign [F2] Collect [F4] Print [Ctri+P] | OR [F3]

On Delivery Tables | Paid

fotal  |Placed Due Cashier |Type |DelivChg|Customer |Phone# PaidToEmployee|Status  Drv | Table#|Commet
R224.70 10:03  10:15 Added Counter RO.00 False

QeCUNE

Counter Confirm Normal
o Was food made and then WASTED?

R72.90 10:03  10:15 Added By System

Yes - stock was used No - no stock used

Once the order has been selected a pop up confirmation meessage will apear stating the above.
Once you have selected the correct action the over-ring reason will pop up. Select the correct reason.

The order will now be highlighted red and will be moved to the Paid invoice tab if not there already. The over-rung status of an invoice
can be cancelled by highlighting it and clicking the O/R [F3] button again.

Discount

Aura allows for discounts to be applied to invoices or items to reduce the cost when necessary. Aura has two main types of discounts:
e Invoice - applies a discount to the whole invoice.
e |tem - applies a discount to a single line item.

Discounts are applied when creating an invoice. In the Menu Item Selector screen, click the Disc button to bring up a list of available
discounts. (NB: Some discount options are included with the menu, but others can be added in Backoffice. We will cover creating
discounts in the Backoffice training module ahead.)

Personal Notes:
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Cash up in Invoicing

At the end of the shift, the cash in the till must be reconciled with the sales that were made to make sure that you
aren’t short on money received. In Aura, this is called Cash up. A Cash up is typically done after each shift ends, and
then the full shop cash up is done after all shifts are complete.

Once the cash up screen appears, the first screen you will see is the Employee screen here you will see a list of all employees, Select
till Cash up.

& Aura - Invoicing. Version: 6.3.240 - [Cashup]
Cashup Staff Lists Settngs Plugins Help

S 3% 5 %0

ge Table New Table Close Table Pickup Table Table Plan

RO.00| R

Dirorsl 1126 0ct 2017 0

NB: Capture ALL the cash in the till, always including the float! The float doesn't get counted towards cash sales, since it will be
deducted under Float (F10). If the float is not counted, the till will not balance.

Personal Notes:
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Cloze Date
Till should be cashed up when a new shift is about to start
<

Till Totals: OwverBings: R 000
Grozs Sales [Ex O/R: R 0.00

Less Discounts: R 0.00 T These are all the totals that need

ADD Delivery Charges: R 0.00 to be received from the till.

= Met Sales: R 0.00
Less Couponz [F11 R 0.00
Credit Cardz(F2] R 000
Cheques [F3] R 000
Cash On Hand [F4] R 000
Debtorz [F5 R 0.00
Petty Cazh [FE] R 0.00
GRY's Paid R .00
Emploves W ages [F7] A 0.00
Qther Papments [Chrl + F3] R 0.00
Add: Addit. Banking [F3] R 000
Diriver Floats [F9] R 000
Float lezues [F11] R 0.00
Till Float [F10] R 50000
Gratuities A 0.00
R 50000

Once atill is cashed up click Post to save

Post | Lock || ~eperrrisy
and lock to complete the cash up.

Confirm all other fields are captured correctly. If an entry needs to be added, open the relevant window by pressing the corresponding
“F” key. The float should be counted as Cash on Hand [F4] Once a till has been locked no changes can be made to that till.

ONLY at the end of the day should the Shop be cashed up by clicking on Shop and then Post.

Personal Notes:
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