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

Splitting a Check (RPE)

Select Items to Split, Select Check to Split to

G |Description
1 Coke . 2 Cherry Coke . 3 Water

1 Medium P 2  Medium % 3 Grilled Chicker
1 Sorrentino i 2 Sicilain 3 Topp i 3 Zuppa Di Pesc
1 With Veal L 2  Extra Chees 2 3  with Fettucc
1 with Ziti i 2 Meatball (sl)
2  Eggplant (sl
2 Cheese Steak
2 with Pepper

G |Description

It is very common for guests in a restaurant to ask for separate checks.
Checks are separated in Restaurant Pro Express by using the Split Check function.

1|Page



Table of Contents

How to Access and Use the Split Check screen

Splitting a Check Evenly

Split by Guest — Enabling the feature in the Setup Screen

Splitting a Check By Guest

Splitting a Check Manually

Closing out splits

Adding a Tip to a Split Check

After a split check has been paid

2|Page



How to access and use the Split Check screen

To split a check from the invoicing screen, follow these steps.

pcAmerica RG]

Select a Department Touch an item to sell Server ID Time

100101 10:21:42 AM

2 Cherry Coke
2 Medium*
3 Water* 1.0 $1.50
3 Grilled Chicken Caesar Salad* 1.0 $7.50
3 Zuppa Di Pesce* 1.0 $13.95
3 with Fettuccini 1.0 $0.00
1.5 Liter Coke 1.5 Liter Diet Coke 1.5 Liter Diet Sprite 2 Sicilain 3 Topping* 1.0 $2.50
2 Extra Cheese (sl) 1.0 $0.50
2 Meatball (sl) 1.0 $0.50
1.5 Liter Ioed Tea 1.5 Liter Orange 1.5 Liter Sprite 2 Sggeient (o) A $0.50
2 Cheese Steak 1.0 $0.00
2 with Peppers and Onions* 1.0 $6.25
1 Sorrentino 1.0 $0.00
‘ 1 With Veal* 10 $1295 1. Select EDITS
1 with Ziti 1.0 $0.00
BB pcAmerica TERETEE
Selact function Server ID Time
100101 10:22:11 AM
Qty Price *
2 Cherry Coke i $0.00
2 Medium* 1.0 $1.25
3 Water* 1.0 $1.50
CHANGE PARTY APPLY GRATUITY 3 Grilled Chicken Caesar Salad* 1.0 $7.50
3 Zuppa Di Pesce* 1.0 $13.95
3 with Fettuccini 10 $0.00
icilain 3 Topping™ 1. 2
o E—— S .
2 Meatball (sl) 1.0 $0.50
[ 2 Eggplant (sl) 1.0 $0.50
2 with Peppers and Onions* 1.0 $6.25
1 Sorrentino 1.0 $0.00
T With Veal 10 s1285 2. Select SPLIT CHECK.

1 with Ziti

|
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‘Check to Split to

1 Medium

2 Cherry Coke

2  Medium

3 Water

3 Grilled Chicker
3 Zuppa Di Pesc
3 with Fettucc
2 Sicilain 3 Topp
2  Extra Chees
2 Meatball (sl)
2 Eggplant (sl
2 Cheese Steak
2  with Pepper
1 Sorrentino

1 With Veal

1 with Ziti

This is the Split check screen, from here we can move items from the original combined check to additional checks so that
guests can pay for their own items separately. The following page will explain the function of each button.

Select Split Evenly to evenly
distribute the grand total among a
number of checks that you
specify.

Select Split By Guest if you are
using the Order By Guest feature
and want to automatically
separate the checks by guest
number.

Select Combine All to put
everything on one check again.

4|Page




3. To automatically select items from
Check #1, use the buttons below it.

e Selecting ALL will select all items.

o  Select GUEST will select the items
belonging to a guest whose
number you specify. This will not
work unless you are using the
Order By Guest feature.

e  Select NONE to deselect all items.

4. Select Done when finished.

5. Select the next action that should be

SPLIT CHECK APPLIED taken.

e  Selecting HOLD is the same as

Wh at next? selecting SEND from the invoicing

screen.

e Selecting PRINT CHECKS will print
ENE : the checks that you specify.
e Selecting END TRANSACTION is
the same as selecting PAY from

the invoicing screen, but you will
first need to specify which check
is being paid.
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Splitting a check evenly

Below are the steps to split a Check Evenly

Select Items to Split, Select Check to Split to

2 Cherry Coke
2 Medium
3 Water
3 Grilled Chicker
3 Zuppa Di Pesc
3 with Fettucc
2 sicilain 3 Topp i
2 ExtraChees 1. From the Split check Screen
: :;;::::z((ss”x select Split Evenly
2 Cheese Steak
2 with Pepper
1 Sorrentino
1 With Veal
with Ziti

How many ways would vou like to split this
check?

2. Select the number of ways you’d
like to evenly split the check. (In
our example we selected 3)
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Select Items to Split, Select Check to Split to

G Description G

1 Coke 1 Coke 0.33 R 1 Coke 0.33
1 Medium 1 Medium 0.34 1 Medium 0.34
2 Cherry Coke 2 Cherry Coke  0.33 2 Cherry Coke  0.33
2 Medium 2 Medium 0.33 2  Medium 0.34
3 Water 3 Water 0.33 3 Water 0.33
3 Grilled Chicker 3 Grilled Chicker 0.33 3 Grilled Chicker 0.33
3 Zuppa DiPesc 3 Zuppa DiPesc 0.33 3 Zuppa DiPesc 0.33
3  with Fettucc 3  with Fettucc 0.33 3 with Fettucc 0.33
2 Sicilain 3 Topp 2 Sicilain 3 Topp 0.33 2 Sicilain 3 Topp 0.33
2 Extra Chees e (

2 Meatball (sl)
2  Eggplant (sl G Description
2 Cheese Steak
2 with Pepper
1 Sorrentino

1 With Veal

1 with Ziti

The split check screen will update to show the divided amounts between the checks. Even after a check has been split, you can still
move items from one split check to another and the total for those checks will update accordingly. If you split a check more than 5
ways you can use the arrow buttons in between the Done and Combine All buttons to view the other checks.

3. Select Done and then proceed to select the next
action you wish for the checks. See above for an
explanation of the actions. See below for
instructions on closing out split checks.
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Split by Guest — Enabling the feature in the Setup Screen

In order to use split by guest, you must enable certain features in the setup screen.

Manager

1. Select the Manager or Options button.

e

2. Select Setup
3. Select Setup Screen

Account Control Hardware | InternetF

y | Invoice Settings

Payment Processing Quick Invoicing & Alerts | Quick-Add I

Receipt I Reports

Restaurant Features I Station Specifics l System Access

| Touch Screen

IFunctionaIityl Pizza I Deliveryl Drive-Thru | Courses & Suggested Orderingl

Order by Guest

® No
() Select Before

() Prompt

Default Section [ Hide Open Tabs
[] Hide Take Out
[] Hide Delivery
[] Hide Quick Tab

{ None v ‘

Default Order Type
(®) To Stay

() ToGo

() Delivery

) DriveThru

(O Prompt

On Hold ID

(®) Prompt

() Use Invoice #

() Abbreviated (3 digits)
() Abbreviated (2 digits)

[] Hold Bar Tabs

Prompt Table

D Substitute second description
[ Prompt Another Order

Tie Pullbacks to Time Clock
["] Quick Bar

[] Kitchen Require Name

Allow Standalone Modifiers

Combine Checks Recall OnHold Screen

Profit Center for Takeout

| ReRoute ‘

(®) Into Current

Profit Center for Delivery

Setup Profit

() Into Target Teciofvoarsm v‘ | Centers ‘ ‘

Profit Center for Open Tabs

Order Identifier

(®) None

(") Prompt Table Number
() Prompt Name

~ Scale

Select Restaurant Features

Select Functionality

Enable Prompt Party Size

Select the method for using Order by
Guest. You must select one of the options
explained below:

No vk

o [f Select Before is selected, you can
choose the guest number below the
invoice before adding the items that that
particular guest ordered.

e If Prompt is selected, you will be
prompted for the guest number after

selecting each item. (Station Specific)

8. Select Update to confirm the changes.
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Splitting a check by guest

Now that the required settings are enabled in the Setup Screen we can use the Split by Guest
feature from the Split Check Screen.

Select Items to Split, Select Check to Split to

G Description

1 Coke

1 Medium

2 Cherry Coke

2 Medium

3 Water

3 Grilled Chicker
3 Zuppa Di Pesc
3 with Fettucc
2 sicilain 3 Topp

Extra Chees 1. From the Split check Screen select Split By
Meatball (si)
Eggplant (si Guest.
Cheese Steak
with Pepper
Sorrentino
With Veal
with Ziti
Select Items to Split, Select Check to Split to
‘i'gf,:ﬁ""““ ‘; 2::::;"3:5 : ?, mﬁ:‘pﬂon 2. The split check screen will update to show
1 Medum 2| Wecun 31Griled Chicker the items moved to the separate checks
1 Sorrentino 2 sicilain 3 Topp 3 Zuppa Di Pesc .
1 With Veal 2 ExtraChees 3 with Fettucc by the selected guest #s for each item.
1 2 .
-y 2 :;;:,b,::,(:,", Even after a check has been split, you can
2 Cheese Steak i i i
1 o still move |t.ems from one split check to
another split check and the total for those
check will update accordingly.
G Description
3. Select Done and then proceed to select
the next action to take for the checks. See
above for an explanation of the actions.

See below for instructions on closing out
split checks.
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Splitting a check manually

1 Sorrentino
1 With Veal
1 with Ziti

3 Zuppa DiPesc
3 with Fettucc - 1. From the Split check Screen select the

3 Grilled Chicker .

items you want to move to a separate
Check. The items and their modifiers will
highlight in blue.

G Description # Price _°| G Description

1 Sorrentino
1 With Veal
1 with Ziti

3 Zuppa Di Pesc
3 with Fettucc

3 Grilled Chicker
2. Select the Check you want to move the

items to.
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Select Items to Split, Select Check to Split to

G Description

G Description ~ G Description

1 Sorrentino

1 With Veal

1 with Ziti

3 Zuppa Di Pesc
3 with Fettucc
3 Grilled Chicker

1 Coke

1 Medium

3 Water

2 Cherry Coke

2 Medium

2 sicilain 3 Topp
2  ExtraChees
2 Meatball (sl)

The items will move over to the Check you
selected and the total for that check # will
update accordingly.

Select Done and then proceed to select
the next action to take for the checks. See
above for an explanation of the actions.
See below for instructions on closing out
split checks.
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Closing out splits

After setting up a split, you can close one or more splits by following the instructions below.

BE pcAmerica TRIRITIN

Server ID Time
100101 11:44:14 AM

2 >Cherry Coke
2 > Medium®

3 >Water* 1.0 $1.50
3 >Grilled Chicken Caesar 1.0 $7.50
3 >Zuppa Di Pesce* 1.0 $13.05
3 > with Fettuccini 1.0 $0.00
1.5 Liter Coke 1.5 Liter Diet Coke 1.5 Liter Diet Sprite 2 >Sicilain 3 Topping™ 1.0 $250
‘ 2 > Extra Cheese (sl) 10 $0.50
2 > Meatball (sl) 10 $0.50
m 1.5 Liter lced Tea 1.5 Liter Orange 1.5 Liter Sprite 2 > Eggplant (sl) 1.0 30.50
2 >Cheese Steak 1.0 $0.00
e = 2 > with Pe ind Onions* 1.0 $6.25 . .
‘ e wo | 1. After selecting the appropriate table,
- 1> With Veal 10 $12.95
= 1> with Ziti 10 $0.00 se|ect PAY.
Close out which split?
ALL 2. Select the Check # for the split you
want to close. The selected split
2 checks will highlight in white. The
unselected split checks will be blue.
3. Press Select
e  Pressing Cancel will return you to the
invoice screen
e  Pressing ALL will select all of the split
checks.
e By default, all of the splits will be

selected after pressing Pay.
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Type Tender Amount & ] Amount Remaining
T clear [ Sush |

Select Tender Type
External
Credit Card
Gift Card 4. The amount tendered screen will

appear. From here you can choose
the payment method that the guest
wants to use to pay for their split
check. The top of the window will
display which split you are currently
paying out. (Example Split 2)

Maximum Allowed in  Remaining Amount
Food Stamps
’—— ’—— (— (— $13.00

Roma Trattoria

ITABLE & @

SPLIT 2

CHECK# 2 . S

5. The receipt for the paid split will

DATE/TIME: 1/15/2017 10:17:04 2M : :

CASHTER- 100101 print to show the following.

STATION: 01

PARTY SIZE: 3 e TheTable#

1.000 CHERRY COKE §1.25 o Split#

Medium o Check#

1.000 SICILAIN 3 TOPPING* $4.00 . .
Bitia Chadse (51} . Thg items the guest ordered on their
Meatball (sl) split
Eggplant (sl) . .

1 000 CHEESE STERK s6.25 e  The total for their split

with Peppers and Cmio

**Note** the example receipt

Subtotal $11.50 . ' )

Taxl $0.60 pictured on the left is configured as a
REND TaTAL 312210 Short Receipt in the Setup Screen.
ICash $12.10

IEmt Tendered $12.10

IChange $0.00

Opened: 1/15/2017 10:17:04 EM

Thank you for visiting
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Adding a tip to a split check

If a split check has been paid with a credit card and the customer added a tip to their split check.
You must apply the tip through a separate screen. There are 2 ways to add tips to split checks,
the first method is with the option Keep Check Open Until Tip Applied enabled and the second
method is with the option Keep Check Open Until Tip Applied disabled. Read the document
Configuring Tips in RPE to learn how to setup Tips in RPE and configure these options.

Adding a Tip to a Split Check — With Keep Check Open Until Tip Applied

Enabled

e 1. After the all of the split checks have
100101 been paid out. Select the table from
5513'48 the Layout Screen. It will appear
Oh 6m Yellow.
Which sub-invoice number would you like to
apply a tip to?
2. Select the Split Check # you want to

apply the split too.
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https://c528a1c3-a-82a64781-s-sites.googlegroups.com/a/pcamerica.com/support/file-lockers/pdf-locker/Configuring_Tips_in_RPE.pdf?attachauth=ANoY7cpAGuHBW6wUPmGxq_8QKGoRRt5Q-dXKX8eF5MPXHg6F3wSKYN-S0jkx4F4SyTwOopFON4WsOUw5obwE7M7ULWFWaP2kwnUD-gGbv3R3NNqXXc2HMSnwIVPhSndOfKFYR16ySaqFLY8GmDGkHGE1cxahouorwlO-IgjnWCcluu64LIlCXvBzhaZJU9g2pXEOba6DuHpZwNIILOccdFF-93GWheTXTNDPD75d_OSjrDPm-cCQfz1J_ZL7xkPY3NfA7VSQNhK9&attredirects=0

Roma Trattoria

TABLE £ €

SPLIT 2

CHECKg 3.2

Closed to Credit Carxd

DATE/TIME: 1/15/2017 1:02:22 M
CASHIER: 100101

STATION: 01

PARTY SIZE: 3

CREDIT CARD SALE $15.02

Card Type: Visa
‘*.**‘*“*‘*0480 mlm

Transaction Type: PRE-AUTH

Auth Code: VI1S502

Card Entry Method : Swiped

Approved

EAmount Charged : $15.02
Tip amount: 3.00
Grand total: 18.02

i JOTIV DOO

Thank you for wisiting

Enter Total Tip Amount
(including gratuity)

I~
oo
[©

[
o
(o3}

|=
N
o8}

o

+

S~
1

Enter the tip amount specified by
the customer on the receipt for the
split check.(Example we’ll use 3.00
from the receipt pictured to the left)

Tip: $3.00
Total: $18.02
Correct Amount?

You’ll be prompted to verify the total
amount for the split check. Press Yes
if this total is correct.

Press No if the total is incorrect and
follow steps 1 through 4 to apply the
correct tip.

The tip of $3.00 will be
applied when you batch.

A message will appear stating that
the tip amount will be applied when
you batch. Press OK

Repeat steps 1 through 4 to apply
tips to all of the split checks for that
invoice.
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Adding a Tip to a Split Check — With Keep Check Open Until Tip Applied

Disabled
Manager 1. To access the screen to apply tips,
Press Options or Manager
2. Enter the administrative credentials
or the credentials of an employee
that has the Add CC Tips permission.
3. Select Administrative
4. Select Credit Card Settlement
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. 5. Select Add Tip

| Add Tip ‘ Settle ‘ Report Exit
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Enter invoice #

I~

[

[¢)]

|—

IN

(e

Roma Trattoria

TIRABLE ¢ &
CHECKg 2.1

DATE/TIME: 1/15/2017 11:50:07 2M
CASHIER: 100101

STATION: 01

PARTY SIZE: 3

CREDIT CARD PURCHASE $15.05

Card Type: Visa
"*‘**""“’*‘*0480 m/}o{

Transaction Type: PRE-ZUTH

Buth Code: VI1S505

Card Entry Method : Swiped

Zpproved

Amount Charged : $15.05
Tip amount: > . 00
Grand total: /5 05

Signature: %&, E% &

Thank you for wisiting

With the receipt of the split check in
hand, enter the check # in the Enter
Invoice # prompt. (Example we'll use
2.1 as the invoice #, this is taken
from split 1 of Invoice # 2)

Enter Total Tip Amount
(including gratuity)

[

[¢)]
[e))

|—

N
[oM)

o
“r
Sy

Enter the tip amount specified by
the customer on the receipt for the
split check.(Example we’ll use 3.00
from the receipt pictured above)
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Tip: $3.00
Total: $18.05
Correct Amount?

8.

You’ll be prompted to verify the total
amount for the split check. Press Yes
if this total is correct.

Press No if the total is incorrect
and follow steps 5 through 7 to
apply the tip again.

The tip of $3.00 will be
applied when you batch.

10.

A message will appear stating that
the tip amount will be applied when
you batch. Press OK

Repeat steps 5 through 7 to apply
tips to all of the split checks for that
invoice.
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After a split check has been paid

Table # Server ID Time
9 100101 | 1:27:18 PM
G#  Description Qty Price ©
1 >1 - Ham Salami Provolone* 1.0 $5.75
1> Swiss 1.0 $0.00
1 > Hot Peppers 1.0 $0.00
2 >Baked Stuff Shells* 1.0 $7.50
2 >Baked Stuff Shells* 1.0 $7.50

Tax 31.25“

When a split check has been paid
changes will occur on the invoice
screen. The Items that have been
paid for will be grayed out.

This item is oh a paid and
closed subcheck and may
not be modified.

If you try to the select any of the
items that have already been paid,
you’ll receive the following message.

This Guést 1 hasv;—' already
Paid the Subcheck.Please
add it to the unpaid guests.

If you try to add more items to the
guest that has already paid for their
split check, you’ll receive the
following message.
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