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Restaurants often need to modify an order for a variety of different reasons.  RPE provides void, comp 

and discount functions that are logged upon their use along with a reason code of why the server 

modified the check. 
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Setting up reason codes for voids, comps, and discounts 

Reason codes are used to keep track of the rationale for voids, comps, and discounts.  To set them up, 

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

 

1. Select Setup and then Setup Screen. 

 

2. Select the Invoice Settings tab. 

 

3. Select Reason Codes. 
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4. Select a Reason Code Type. 

 

5. Select Add. 
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6. Provide a reason code. 

7. Repeat steps 4-6 as many times as necessary for voids, comps, and discounts. 

 

8. When finished, select Exit. 

 
9. Select Update. 
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Specifying which employees can void, comp, and discount items 

If you only want managers and select employees to be able to void, comp, and discount items, select 

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

 

1. Select Administrative and then Employee 

Maintenance. 

 

2. Select an employee. 
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3. Select the Functionality tab. 

 

4. Set Invoice Discounts and Void Invoices to 

the desired permission. 

 

5. Select the Restaurant tab. 

 

6. Set Comp Items – Edit to the desired 

permission. 

 

7. Select Save Changes. 
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Voiding an item 

Items are typically voided when they have been mistakenly ordered.   They should not be voided if they 

have been cooked.  To void an item from the invoicing screen, follow these steps. 

 

1. Select the item which you would like to void. 

 

2. Select EDITS. 

 

3. Select VOID ITEM. 
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4. Select a void reason. 

 5. Note that the item has been voided. 
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Comp an item 

Comp an item, or giving it away at no charge, may occur for a variety of reasons.  To comp an item from 

the invoicing screen, follow these steps. 

 

1. Select the item which you would like to comp. 

 

2. Select EDITS. 

 

3. Select COMP. 
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4. Select a comp reason. 

 5. Note that the item has been comped. 
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Discounting items 

To discount items on an invoice, follow these steps. 

 

1. Select EDITS. 

 

2. Select DISCOUNT. 

 

3. Decide whether the discount should apply to 

an entire category or a list of items. 
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or 

 

4. If you selected Specific Category in step 3, 

select the category. 

 

If you selected List of Items, select the item(s) 

to discount and select Select. 

 

 Note that the items with a white 

background have been selected. 

 

5. Enter a discount percentage and select OK. 
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6. Select a discount reason. 

 

Discounts will be added to the invoice as pictured 

to the left. 
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Removing a void, comp, or discount 

Voids, comps, and discounts can be removed with ease.  From the invoicing screen, follow these steps. 

 

1. Select the void, comp, or discount. 

 

2. Select EDITS. 

 

3. Select UNDO EDIT. 

 

4. Note that the edit was undone. 

 


