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Splitting a Check (RPE) 
 

 

 
 

 
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. 
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How to access and use the Split Check screen 

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

 

1. Select EDITS  

 

2. Select SPLIT CHECK. 
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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. 
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3. To automatically select items from 

Check #1, use the buttons below it. 

 

 Selecting ALL will select all items. 

 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. 

 Select NONE to deselect all items. 

 

4. Select Done when finished. 

 

5. Select the next action that should be 

taken. 

 

 Selecting HOLD is the same as 

selecting SEND from the invoicing 

screen. 

 Selecting PRINT CHECKS will print 

the checks that you specify. 

 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 

 

1. From the Split check Screen 

select Split Evenly 

 

2. Select the number of ways you’d 

like to evenly split the check. (In 

our example we selected 3) 
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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.  

 

 

1. Select the Manager or Options button. 

 

2. Select Setup 

3. Select Setup Screen 

 

4. Select Restaurant Features 

5. Select Functionality 

6. Enable Prompt Party Size 

7. Select the method for using Order by 

Guest. You must select one of the options 

explained below: 

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

 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. 

 

1. From the Split check Screen select Split By 

Guest. 

 

2. The split check screen will update to show 

the items moved to the separate checks 

by the selected guest #s for each item. 

Even after a check has been split, you can 

still move items from one split check to 

another split check and the total for those 

check will update accordingly. 

 

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. From the Split check Screen select the 

items you want to move to a separate 

Check. The items and their modifiers will 

highlight in blue. 

 

2. Select the Check you want to move the 

items to. 
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3. The items will move over to the Check you 

selected and the total for that check # will 

update accordingly. 

 

4. 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. 

 

1. After selecting the appropriate table, 

select PAY. 

 

2. Select the Check # for the split you 

want to close. The selected split 

checks will highlight in white. The 

unselected split checks will be blue. 

3. Press Select 

 Pressing Cancel will return you to the 

invoice screen 

 Pressing ALL will select all of the split 

checks. 

 By default, all of the splits will be 

selected after pressing Pay.  
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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) 

 

5. The receipt for the paid split will 

print to show the following.  

 The Table # 

 Split # 

 Check # 

 The items the guest ordered on their 
split 

  The total for their split 
 
**Note** the example receipt 

pictured on the left is configured as a 

Short Receipt in the Setup Screen. 
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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 

 

1. After the all of the split checks have 

been paid out. Select the table from 

the Layout Screen. It will appear 

Yellow. 

 

 

2. Select the Split Check # you want to 

apply the split too. 

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
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3. 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) 

 

4. 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. 

 

5. A message will appear stating that 

the tip amount will be applied when 

you batch. Press OK 

6. 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 

 

 

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 

 

5. Select Add Tip 



17 | P a g e  

 

          

6. 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) 

 

7. 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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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. 

 

9. A message will appear stating that 

the tip amount will be applied when 

you batch. Press OK 

10. 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 

 

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.  

 

If you try to the select any of the 

items that have already been paid, 

you’ll receive the following message.  

 

If you try to add more items to the 

guest that has already paid for their 

split check, you’ll receive the 

following message. 

 

 


