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

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

[tem Voids, Comps, and Discounts in
RPE

VOID ITEM COMP DISCOUNT I

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.

3 G 1 K

V V V W 1. Select Setup and then Setup Screen.
4 L. M.

" o e
i

Setup Screen

Account Control Company Info Couponing | Hardware Internet Features | Inventory

Invoice Settings

Payment Processing | Quick Invoicing & Alerts | Quick-Add I Receipt | Reports
Restaurant Features | Station Specifics | System Access I Touch Screen
Page1 Page?2 I
Tax Rounding
[ Display Tax in Price [ Stock Promgt [JEntarce tem Properties  (3) Round after calculations
[[]Use Mix N Match Exrn Bonus Pairts for §'s Exempt Taix from O Raund before caleulstons
Foodstamp Purchases
[] atmbine Lines [CIPrompt Zip Cade [ Lo Fet Line Discount Prompt
og Returns

[]Prompt Cashier ID [ Last Price Laokup Promgt Customer (©® Mo resson code . .
DlPronet Soesomrsen [ Customer s Looks Prompt Reason O sictor reason code 2. Select the Invoice Settings tab.
Prompt Amount Tendered
Return Media Idle Log Out Valid Return Window Log Exceptions for:

Line ftem Deletion
() &l Payment Wethods: minutes days 0
6t Card Only EI El [ Line tem Discounts 3. Select Reason codes_

Mo Sal
() Print Store Credit Sip Cno ssie

Scale Update Exit
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Setup Reason Codes

Reason Codes

& A
2 fe

X

4. Select a Reason Code Type.

Exit

Reason Code Type

Inventory Adjustments v
L Returns

Comps

Discounts

MNo Sale - Open Cash Drawer
Inventory Adjustments
Vendor Payouts

Setup Reason Codes

Reason Codes

ng
o
=3

|
LR
ﬁ@
i

5. Select Add.

X

Reason Code Type
Voids v|
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Enter new reason code

WRONG ORDER

ol S

Q W E

Cancel

N

+ Backspace

—

6.

Provide a reason code.

7.

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

X 8. When finished, select Exit.
Exit
deate 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.

2 w »] V E W F W
V W W V 1. Select Administrative and then Employee
) > Maintenance.

Employee Maintenance

General Information For: Henry
Departrment Card Swipeld | |
Bpipesl G|
gess iy g

By it [EATake cC T 1 Cast ot e o st Gikto Soket Prure
[ Disaile this Employee [“]Reguire Clock-In Before Lagin [¥] Administrative Card Access

Permissions Personal Infnl Job Codes &Wagesl Store Assacations|

Functionality —|Page?1 Page2| Page3

Invertony Invoice Discounts  |ves +| End Transactions |ves < Redeem Gift [ves 3
| . . Cards
Comtomers | e 2. Select an employee.
ltems
_ Reports | pelete ltems Yes < Opon Cash Drawer ve: | Vendor Yes 3
Payouts
L SEID || e Yes o Sell N Yes 3 Yes -
Restaurant
OO | Aow Exit ToxExompt  [ves v Force Crodit
Handheld Invoice Cards
" Retums ves | Sell Gift Cards ves | Charge Below
[ Log as Exception Floor
Search by Employee ID The ahiity to do invaice and e discounts
H v‘ Job Code Time Clock
Setup Mar it

ﬂ

01
100101

l Delete H Exit
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Employee Maintenance

General Information For: Melissa
Departrment Card Swipeld | |
Employeed [ | Cusomer [ ]
Passward Hourly Wage

[ Disaile this Employee [“]Reguire Clock-In Before Lagin [] administrative Card Access
Permissions Personal Infn‘ Job Codes &Wages‘ Store Assacations‘ 3. Select the Functionality tab.
Page1 Page 2| Page 3
Inventory Invoice Discounts v, ] End Transactions  [ves v |Redeem Gift [y, -
Invoice Price = = En =
Customers Cranges Ves +| Hold & Print Ves v ﬁ::::pacial Ves - . ) ) .
Roports Dolete ltems e < Opon Cash Drawer [vss v Vondor 4. Set Invoice Discounts and Void Invoices to
Sep Payouts
= | |void Invoices Ves + | Sell N i icqi
T e _F - b= @ the desired permission.
—————— Allow Exi [ves v TaxExemp [ves v ForceCredit [ves v
Handheld = Invoice = & =
Returns v | Sell Gift Cards |, | Charge Below |y, -
DLog a2 Excepton oo ] [ves [vCharg
Search by Employee 1D The akiity to do invoice and ine discournts
02 v Job Code Time Clock
Setup Management
B B 0o g o w

Employee Mainte| e

General Information For: Melissa
Departrment Card Swipeld | |
S — A —
e Houty e
Display Name [FTake CC Tips in Cash #t End of Shift Click to Select Picturs 5. Select the Restaurant tab.

[ Dissisle this Employes [“]Recuive Clack-In Before Login []&dministrative Card Socess

Permissions Personal Infn‘ Job Codes &Wages‘ Store Assacations‘

a

Functionality Access Others Open Tabs ves -
Tables H 1
c\nvemtory Add CC Tips Take out Orders 6. Set comp Items — Edit to the desired
ustomers | Transfer Without Delivery Ord L
| S e treer permission.
Szmp Transfer Tables [ves - (EZ:ir'npltemsﬂ es - ‘

e R = | Transfor Servers |ves —
aens | B o

Printout

7. Select Save Changes.

[ Log as Exception

Search by Employee 1D The ahiliy o do invaice and line discourts
02 v Job Code Time Clock
Setup Management

Previous

20w e ow | w
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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.

Rl Turquoise Steak and Grille

Table 8 Server ID

8 (1 100101

g Description aty

~ >STUFFED PORTA
>DUCK SPRING RO

1
1

Time
10:22:08 AM

|
$10.00 g‘

$10.00

1. Select the item which you would like to void.
2. Select EDITS.
[Tl Turquoise Steak and Grille
Select function Table # Server ID Time
8 (1) 100101 10:23:32 AM
- Description  Qty ]
| |l e e
>STUFFED PORTA 1 $10.00
e >DUCK SPRINGRO 1 $10.00
PARTY SIZE OPTIONS
mmzl
3. Select VOID ITEM.
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Select Void Reason

WRONG ORDER

4. Select a void reason.

Cancel §e|e_
i
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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.

TGl Turquoise Steak and Grille
Table £ Server ID Time
8 (1 100101 10:22:08 AM

; Description  Qty Price  ~
$10.00 g‘

~ >STUFFED PORTA 1

>DUCK SPRINGRO 1 $10.00

1. Select the item which you would like to comp.
2. Select EDITS.
[ Turquoise Steak and Grille
Select function Table 8 Server ID Time
8 (1) 100101 10:33:51 AM

Description Qty

STUFFED PORTA! 1

DUCK SPRINGROL 1 $10.00
3. Select COMP.
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Select Comp Reason

86 CRITIC DID NOT LIKE VIP WRONG ORDER

4. Select a comp reason.
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Discounting items

To discount items on an invoice, follow these steps.

PR Turquoise Steak and Grille

Select function Table 8

Server ID Time
100101 10:40:41 AM

Description Qty Price

BEEF CARPACCIO 1 $10.00
STUFFEDPORTAB 1 $10.00
DUCKSPRINGROL 1 $10.00

1. Select EDITS.

PR aIT] T urquoise Steak and Grille

Select function Table # Server ID

Time
100101 10:40:41 AM

Description Qty

BEEF CARPACCIO 1 $10.00
STUFFED PORTAB $10.00 H‘
DUCK SPRING ROL $10.00

2. Select DISCOUNT.

Question Box

Apply discount to:

3. Decide whether the discount should apply to
an entire category or a list of items.
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Select category to discount

DRINK FOOD LIQUOR NONE

Cancel Select
- 4

or
Select which items to discount

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.

e Note that the items with a white
background have been selected.

ALL NONE
BEEF STUFFED DUCK SPRING
CARPACCIO PORTABELLA ROLLS
Cancel Select
- ‘
Enter discount %
7 84 9
44 S@ 6
Jge 248 3
Op +is
Clear Cancel
oK

5. Enter a discount percentage and select OK.
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Select Discount Reason

SENIOR ‘ VIP ‘

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.

LAl Turquoise Steak and Grille
Select function Table £ Server ID
8 (1) 100101
Description
BEEF CARPACCIO
STUFFED PORTAB
DUCK SPRING ROL

1. Select the void, comp, or discount.

2. Select EDITS.

3. Select UNDO EDIT.

PRt aIT] T urquoise Steak and Grille

STUFFED PORTAB
DUCK SPRING ROL

4. Note that the edit was undone.
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