Heartland
pcAmerica

One Blue Hill Plaza, 16" Floor, PO Box 1546
Pearl River, NY 10965

1-800-PC-AMERICA, 1-800-722-6374
(Voice) 845-920-0800 (Fax) 845-920-0880

Configuring Tips in RPE

Tip Applied

A tip of $1.00 has been
applied to this invoice.

Tips can be applied automatically, manually, or, in the case of credit cards, upon overpayment, before a
server clocks out, before a check is closed, or before credit cards are settled.
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Enabling Tip Features

Before any tip options can be configured, the tip features must first be enabled.

Select Manager from the login screen, provide the requested credentials, and follow these steps.

1. Select Setup and then Setup Screen.
| Control | C Info ] c g || | Internet F | y | Invoice Setti
Payment Processing Quick Invoicing & Alerts | Quick-Add |  Receipt |  Reports
Restaurant Features | Station Specifics ] System Access | Touch Screen
| Processing | Other Options | Tips " ions |
Print Tip Line on CC Invoices
(Also forces credit card processing [JTax on Tips
to use pre-authsipost-auths) D Exclude Cash Tips from Shift Report
85:5 on Completed Invoices D Require CC Tips Be Entered Before Clockout
D Keep Check Open Until Tip Applied
AutoTipping [peny Credit Card Settiement with Open Tips 2. Select the Payment Processing tab.
Gh) E:::S [0 | [ Prompt For Tip Immediately After Sale
(E ) Prompt Percentage .
oo | 3. Select the Tips tab.
Overpayment as Tip
@ No
() Yes
(O Prompt
Credit Card Tip Service Fee
Percentage of CC Tips to withhold
forthehouse
[0.00% |
1
Scale

Print Tip Line on CC Invoices

(Also forces credit card processing

to use pre-auths/post-auths) 4. Under Print Tip Line on CC Invoices, select Yes

Mo on Completed Invoices.

(@) ves on Completed Invoices

Update 5. Select Update.
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Enabling Auto Tipping

To automatically add tips to checks, select Manager from the login screen, provide the requested credentials, and follow

these steps.
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1. Select Setup and then Setup Screen.
A it Control I Ci Info ] Ci vlnleme(. I Y I Invoice Settings‘
Payment Processing Quick Invoicing & Alerts | Quick-Add | Receipt | Reports |
Restaurant Features | Station Specifics I System Access I Touch Screen
| Processing l Other Options i Tips | |
Print Tip Line on CC Invoices
(Also forces credit card processing DT‘“ onTips
to use pre-auths/post-auths) ["] Exclude Cash Tips from Shift Report
8:::5 on Completed nvoices [[] Require CC Tips Be Entered Before Clockout
["] Keep Check Open Until Tip Applied
AutoTipping [peny Credit Card Settiement with Open Tips 2. Select the Payment Processing tab.
(ih) E::a:;d 0 [ Prompt For Tip Immediately After Sale
(5 Prompt Percentage )
000% | 3. Select the Tips tab.
Overpayment as Tip
@ No
() Yes
(O Prompt
Credit Card Tip Service Fee
Percentage of CC Tips to withhold
forthehouse
[0.00% |
Scale
Auto Tipping 4. Enable Auto Tipping and specify a minimum
(") Disabled e i party size and tip percentage. If the minimum
(@) Enabled I:I party size is 0, the tip will always be applied.
() Prompt Percentage
20.00% Setting Auto Tipping to “Prompt” will result in
the server being asked whether to apply the tip.
Update 5. Select Update.
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Using Auto Tipping

To use auto tipping, open RPE, select a table, and follow these steps.

SELECT PARTY SIZE

Tax $0.00
Grand Total $3600

1. Select a party size greater than the minimum party
----- o
Time
11:32:37 AM
G# | Description Qty Price *
2 TURQUOISE FILET 1.0 $30.00
2 RARE 1.0 $0.00
2. The gratuity will be calculated automatically and

added to the grand total.
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Manually adding tips to a check before closing it out

To manually add a tip to a check before closing it out, select a table and follow these steps.

1. Select Edits.
VOID ITEM UNDO EDIT
2.
CHANglEZEARTY OPTIONS APPLY GRATUITY
RESEND TO

Would you like to apply a

percent or a flat amount?
3. Decide whether the gratuity should be a

percent or a flat amount.
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Enter gratuity % Enter gratuity

7 8 9 7 8 9
ﬂ § § ﬂ § § 4. Enter a percentage or flat amount and
select OK.
1,2 3 1 2 3
0 +- 0 +-

Tip Applied

A tip of $10.00 has been
applied to this invoice.

5.  You will be notified of the tip that was
applied to the invoice.

Tax $0.00
Gratuity $10.00

Grand Total $4000

6. This will be reflected below the invoice.

7. Select PAY and follow the prompts as you
normally would.
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Enabling “Overpayment as Tip”
“Overpayment as Tip” will result in the applied tip being calculated by subtracting the amount remaining from the
tender amount. Note that this only works on checks closed to credit cards. To enable this feature, select Manager from
the login screen, provide the requested credentials, and follow these steps.
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1. Select Setup and then Setup Screen.
| Account Control | C Info ] [« | | internet F [ y | invoice Settings |
Payment Processing Quick Invoicing & Alerts | Quick-Add I Receipt I Reports
Restaurant Features | station Specifics | systemAccess | Touch Screen
| other options iﬁ'i;);ﬁé\ |
Print Tip Line on CC Invoices
(Also forces credit card processing D Tax on Tips
fo.use pre-authiaiost-autha) [[] Exclude Cash Tips from Shift Report
(O No )
@ Yes on Completed Invoices I:] Require CC Tips Be Entered Before Clockout
[[] Keep Check Open Until Tip Applied
AutoTipping [peny Credit Card Settlement with Open Tips 2. Select the Payment Processing tab.
% 2::3 [0 ] [ Prompt For Tip Immediately After Sale
() Prompt Percentage .
oo | 3. Select the Tips tab.
Overpayment as Tip
(® No
O Yes
() Prompt
Credit Card Tip Service Fee
Percentage of CC Tips to withhold
forthehouse o —
[0.00% |
Scale Update Exit
Overpayment as Tip 4. Select “Yes” under Overpayment as Tip.
OMo
() Yes Selecting “Prompt” will result in the server being asked
() Prompt on a case-by-case basis whether or not to treat
overpayment as the tip to be applied.
Update 5. Select Update.
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Using “Overpayment as Tip”

To use the “Overpayment as Tip” feature, select a table that is ready to pay with a credit card and follow these steps.

1. Select PAY.
2. Provide a tender amount that is larger than
the amount remaining.
3. Select Credit Card.
SO0 SS00 S000 S0 $5000
Would you like to apply the
extra amount of $2.00 as a
tip?

4. Select yes to the overpayment as tip prompt.
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Credit Card Information

Credit Card Transaction Type Credit Card Number
FORCE #
Expiration Month Expiration Year

5. Provide a credit card number, an expiration
month, and an expiration year.

6. Select OK.

Reference Code
Swipe card now or type in credit
card number #

QK‘Q&E
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Requiring credit card tips to be entered before servers can clock out

If you would like your servers to enter credit card tips before being able to clock out, select Manager from the login

screen, provide the requested credentials, and follow these steps.

1. Select Setup and then Setup Screen.
‘ Account Control I Ci Info ] C I Internet F I y I Invoice i
Payment Processing Quick Invoicing & Alerts | Quick-Add |  Receipt |  Reports
Restaurant Features | Station Specifics I System Access I Touch Screen
| Processing l Other Options | Tips ‘
Print Tip Line on CC Invoices
(Also forces credit card processing [JTax on Tips
to use pre-authsipost-auths) D Exclude Cash Tips from Shift Report
8:25 on Completed Invoices D Require CC Tips Be Entered Before Clockout
\:\ Keep Check Open Until Tip Applied
AutoTipping o [ Deny Cregit Card Settiement with Open Tips 2. Select the Payment Processing tab.
g E:::;d 0 ‘ [ Prompt For Tip Immediately After Sale
() Prompt Percentage .
oo | 3. Select the Tips tab.
Overpayment as Tip
@ No
() Yes
(O Prompt
Credit Card Tip Service Fee
Percentage of CC Tips to withhold
forthehouse
|0.00%
Scale
Reguire CC Tipe Be Entered Before Clockout 4. Check Require CC Tips Be Entered Before Clockout.
updﬂtﬂ 5. Select Update.
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Entering credit card tips before clocking out

Assuming the steps in the above sections are followed, servers can enter credit card tips by following these steps.

Q 1. Onthe login screen, select the clock button on the lower
right-hand corner.

Password

Enter Password

Enter cashier ID
2. Provide appropriate credentials.

Cancel ‘ Keyboard‘

OK ‘
Time Clock
4/11/2017 -- 11:46:14 AM
Clock In "eBar‘;Z::m
3. Select Clock Out.
Back from
Clock Qut Bieak

Emergency
Clockout

You have closed checks that have not yet had
tips applied. Select the invoice you would like

to apply a tip to
J

4. Select the check to which you would like to apply a tip
to.
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Enter Total Tip Amount
(including gratuity)

IITTT I
i:-- -

5.

Enter a tip amount and select OK.

Tip: $1.00
Total: $6.00
Correct Amount?

6.
7.

Verify the tip amount and total by selecting Yes.

Repeat steps 4-6 for all closed checks with open tips.
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Keeping checks open until tips are a

lied

After a check is paid using a credit card, the “Keep Check Open Until Tip Applied” feature will keep the check open until
a tip is applied. To turn on this feature, select Manager from the login screen, provide the requested credentials, and

follow these steps.
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1. Select Setup and then Setup Screen.
‘ Account Control I Ci Info I C g I I Internet F [ y I Invoice i
Payment Processing Quick Invoicing & Alerts | Quick-Add I Receipt I Reports
Restaurant Features I Station Specifics ] System Access I Touch Screen
\ ing | Other Options {Tips |
Print Tip Line on CC Invoices
(Also forces credit card processing D Tax on Tips
fo:use pre-autha/post-auths) [ Exclude Cash Tips from Shift Report
(O No )
@ Yes on Completed Invoices |:] Require CC Tips Be Entered Before Clockout
[C]Keep Check Open Until Tip Applied
AutoTipping o [peny Credit Card Settlement with Open Tips 2. Select the Payment Processing tab.
% E:::' o [l Prompt For Tip Immediately After Sale
() Prompt Percentage .
000% | 3. Select the Tips tab.
Overpayment as Tip
(® No
O Yes
() Prompt
Credit Card Tip Service Fee
Percentage of CC Tips to withhold
forthehouse —
0.00%
Exit
Keep Check Open Until Tip &pplied 4. Check Keep Check Open Until Tip Applied.
Updﬂtﬂ ‘ 5. Select Update.
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Using “Keep Check Open Until Tip Applied”

To use the feature enabled in the previous section, select a table that is willing to pay with a credit card and follow these
steps.

1. Select PAY.

C!'E’dit Card ‘ 2. Select Credit Card.

Credit Card Transaction Type Credit Card Number

FORCE #

Expiration Month Expiration Year

#| |

3. Provide a credit card number, an expiration
month, and an expiration year.

4. Select OK.

Swipe card now or type in credit
card number

Current Server
100101

5. The table will turn yellow. Select it again.
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Enter Total Tip Amount
(including gratuity)

3.00
7 8 9
4 5 6 .
6. Enter a tip amount and select OK.
1 2 3
: 0 +/-
Tip: $3.00
Total: $13.00
Continue?
7. Verify the tip amount and total by selecting
. . Yes.
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Applying tips to checks before settling credit cards

When settling credit cards, tips can be applied. From the login screen, select Manager, provide the requested
credentials, and follow these steps.

1 A B Cc
Department
Mainte
2 D E F
Invoice Employee
Properti 5 Maintensz

3 [¢] H |
Vend .
w W 1. Select Credit Card Settlement.
4 J K L
’ Time Clock Credit Card g
Managen Settleme

] M N 0

] Customer Global Price

g Item Pric Change n

FE] Credit Card Tips

To add tips onto customer credit cards, use the "Add
Tip® button. After adding tips, click settle to finalize the
charges with your payment processor. 2. Select Settle.

[AddTip H Settle H Report H Eailed Transactions H Exit J

There are still table(s) with no tips
applied, would you like to apply a zero
tip to all of them?

3. If you are notified that there are tables with no tips
applied, select No in order to avoid settling.

¥es Mo
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Credit Card Tips

To add tips onto customer credit cards, use the ‘Add
Tip® button. After adding tips, click settle to finalize the

charges with your payment processor. 4. Select Add Tip.
l Add Tip l l Settle l l Report l l Eailed Transactions ] { Exit ‘
Enter invoice #
A S 9
ﬂ § § 5. Enter the invoice number of the check without a tip and
select OK.
da 248 3
O +i
Clear Cancel
OK
Enter tip amount
$3.00
A Sam 9
48 S 6 .
6. Enter the tip amount and select OK.
188 248 3
On +i
Clear Cancel
OK
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Tip: $3.00
Total: $13.00
Continue?

Yes Mo

7.

Verify the tip amount and total by selecting Yes.

8.
9.

Repeat steps 4-7 until tips have been applied to all checks.

Select Settle to settle your credit cards.
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Tips: Other Options

From the login screen, select Manager, provide the requested credentials, and follow these steps.
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6. Select Setup and then Setup Screen.

Info ] [=

| | "Intemet. [ y | Invoice

Account Control Ci

Payment Processing

Quick Invoicing & Alerts |

Quick-Add |  Receipt |  Reports

Restaurant Features |

station Specifics |

System Access I Touch Screen

\ ing | Other Options [ips |

|

Print Tip Line on CC Invoices
(Also forces credit card processing
to use pre-auths/post-auths)

(O No

(®) Yes on Completed Invoices

Autg Tipping Party Size

(®) Disabled —

(O Enabled \0—/

() Prompt Percentage
0.00%

Overpayment as Tip

@ No

O Yes

() Prompt

Credit Card Tip Service Fee

Percentage of CC Tips to withhold
forthehouse

[0.00%

[[]Tax on Tips

[[] exclude Cash Tips from Shift Report

D Require CC Tips Be Entered Before Clockout
[C]Keep Check Open Until Tip Applied

D Deny Credit Card Settlement with Open Tips
[] Prompt For Tip Immediately After Sale

Scale

7. Select the Payment Processing tab.

8. Select the Tips tab.

for the house

Credit Card Tip Service Fee
Percertage of CC Tips to withhold

0.00%

Enter the percentage of CC Tips that will be recorded as
income for the restaurant. This percentage can account for
the service fees that the business is charged for processing
credit cards.
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[]Tax on Tips

If checked, taxes will be applied to tips added to invoices
automatically or via the APPLY GRATUITY option in the
EDITS menu. (Station Specific)

|:| Exclude Cazsh Tips from Shift Report

If enabled, the amount of cash tips earned via applied
gratuity will be excluded from the expected drawer amount
in their job code shift report. Enable this option if you allow
your servers to keep their applied gratuity tips in cash when
the payment is received for the check.

|:| Feguire CC Tips Be Entered Befare Clockout

If this option is checked the employee will be prompted to
enter the tip amounts for the transactions waiting to have
tips applied to them. (Station Specific)

|:| Deny Credit Card Seftlement with Open Tips

If checked, you will be unable to settle credit cards until tips
are applied or zeroed. (Station Specific)

|:| Keep Check Open Until Tip Applied

If checked this option will keep all of the checks open until
the tip has been applied to each one of them. (Station
Specific)

|:| Prampt For Tip Immedistely After Zale

This option will prompt for the tip amount after selecting
pay and choosing a tender type, from the invoice screen.
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Viewing a report on tips

From the login screen, select Manager, provide the requested credentials, and follow these steps.

Reporting
Category Report Date\Time Range Rg\’%’:’gﬁa
Sales # of Poople Served Start Date Start Time
6/16/2009 12:00:00 AM
Imvertary Ingredients -- Thearetical Usage
Customer Delivery Tracking Statistics End Date End Time
_6/16./'2009 _‘H 59:59 PM
Employee _ _
tar Green = ALL in list selected
2 Eritstl Red = One or more selected
Rentals - = - 2. Select the Restaurant category.
Select Cashier | HENMN| Setect Department Select Station GBI Select Store 10 NN
Coneatas )| L & o ool |
it which 8 i
s - (. IS 3. Select the Server Tips report.
collected by EEER
each senver Sy - . . X
- e T 4. Provide a range of time for this report.
Select Vendor  |HEM  Select Category |HEMM  Sslect Matrix Group o
DRINK ALL . . . .
FOOD P 5. Select either Display or Print to view the report.
LIQUOR
NONE Receit
Mo inventary item selected Mo customer selected Display
BIEEEE
Select tem Clear Select Customer Clear. i
Employee Tips
G/15/2009
Cashier ID DateTime Invoice # Tip
Amount
100101
6/16/2009
Jooit Eaizong Soaa z = The report will contain information on the cashier receiving
100101 BAROING 3 22AM *® 350 he ti heii i b d the ti
100101 BAROONG 10 17AM a1 700
e Ay “ i the tip, the invoice number, and the tip amount.
00101 BAROING 10)-354M 48 20
0010 B/ARQONG 10 47AM an I
6/16/2009 2350
100101 7350
Grand Total: )
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