Manager Guide



Table of Contents

Introduction
About Aloha TableServiCe? ... [-vii
Front-of-House Interface...........ccooovviiiiiii [-viii
Back-of-House Interface ............evvvveiieiiiiiiiiiiieiiicieceeeeeeeeee e [-viii
=T oo o £ TSP I-ix
Is This Guide fOr YOU? ......ouuiiiiieiiiiiieeee e [-x
Screen COMPONENTS ......ccoiiiiiiiiicccc e eaaaees I-xii
[T Tex 1o o TN 1K= o1 SRR [-xiii
Function Tab Title Bar ........oooeeiiiiiiiiiiiieieeeeeeeeeeee e [-xiii
Yo [ [1To] g = | I 1= o 1 PP [-xiv
Standard Button FUNCtions ... [-xiv
Navigation in Aloha Manager..........cccooovivieeiiiiiciie e ee e I-xvi
Navigating with the Mouse..............eii I-xvi
Navigating with the Keyboard .............cccocuiiiiiiiiiiiiiie s [-xvi
How This Guide is Organized ............ccccooiuiiiiiiiiiie e [-xviii
Performing Daily Functions...........ccoccmiiiniiiiiinninnccceen, 11
About Your Restaurant ............coooiiiiiiiiiiiieeeee e 1-5
Opening Your Restaurant............ccccoeeeiiiiiiiie e 1-5
Performing a System ChecK ... 1-6
Clocking YOUrself IN........oooiiiiii e 1-7
Setting Up the Cash Drawer ... 1-7
Running the Aloha Delivery-Frequent Buyer Interface .................. 1-8
Running Your Restaurant .............ccccceiii 1-10
Performing Security Procedures.............ccccvevieeeeeiiiiiiiiieiee e 1-11

Performing Guest Check Procedures...............euvvvieeiiiiiiiiiiinninnns 1-13




iv Table of Contents

Performing Table and Tab Procedures .........ccccvvvvvvivviiveeeeeeennen. 1-18

Performing Cash Drawer Procedures .........cccccevveeevveeveieeeeeeeennen. 1-23
Performing System Procedures ...........cccvvvveevviieieeeiieeieieeeeeeeeeee, 1-25
Viewing FOH RepOrtS..........ooiiiiiiiiiiiieeee e 1-28
Performing Video Display System Procedures ........cccccccevvveenen.. 1-37
Closing Your Restaurant ... 1-39
Performing Employee Break Procedures...........ccccccvvevvievivevennnnn. 1-39
Performing Employee Checkout Procedures ........cccccceevveeeeeeeenn. 1-41
Performing Employee Clockout Procedures ........ccccccvevveeeeeeenen. 1-42
Performing Credit Card Procedures ..........ccccccooviiiiiiiiiiiiiinninnen 1-44
Performing PMS Guest Account Procedures............ccccccooviinineee. 1-50
Clocking Yourself OUt.........coooiiiiiiiiiiiiee e 1-54
SUMIMAIY ..utttiiitiiiiiii ittt bt ae s s aassassssssssssssssssssssssssnssssnnnneees 1-55
Managing Your Data.........cceeccciiiiiiiiiiie e 21
AbOoUt YOUr Data........ooooiiiieeeeee s 2-3
LOGGING IN .t 2-4
(oo [ [ le T @ 10 | FA 2-4
Changing @ BOH Password ...........cccccoiiiii i 2-5
[V E=TaF=To aTe I dfo U ol =T o o] o 2-6
Employee Maintenance. ... 2-6
Weekly Labor Schedules.............cccuiiiiiiiiiiiiiiieeee 2-11
Shift MaiNtenanCe..........ccccooii e 2-15
Break Maintenance ..............ueeuiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeee e 2-17
Edit Punch Reasons Maintenance .............ccccco 2-19
Managing Your Product............cocuuiiiiiiii i 2-20
ltem MaintenancCe ... 2-20
Category Maintenance ...........occuviiiiiiiiieie e 2-24
Modifier MaintenNanCe ...........uevviiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee e 2-27
Submenu MaintenancCe ... 2-33
Menu MainteNaNCE ...........uuuiuiiiiiiiiiiiiiiiieiieeeeeeeee e 2-36
Managing Your PriCiNg .........ccovviiiiiiiiii e 2-42
e PriCING oo 2-42
Price Levels PriCing ... 2-42
Price Changes PriCing ........oocuuiiiiiiiiiieee e 2-45
BULtON PriCiNg ..oceeeeeeee e e 2-47
Fixed tem PriCing......couveoei oo 2-48
Quantity &M PriCING .....cceiiiiieeeciiee e 2-50

Aloha TableService Manager Guide v6.2



Managing Your Payments .........coouueeiiiiiiiiieeece e 2-52

Promotion Maintenance...........ccoeevviiiiiiiiiie e 2-52
Comp MaintenNanCe........ccooeiiiieiicciecccec e 2-58
Managing Your Bonus Plans ... 2-62
Managing Your COUPONS .........uuuiiiiiiieaiiiiiiieee e 2-69
Managing Your MESSAQES ......cuuuiiiiiiiiiiiieeee ettt 2-72
Main Screen Message Maintenance .........ccccccvevveeveeevieeiieeneeeneenn, 2-72
Guest Check Message Maintenance..........cccccocecnnvvnnninnnnnnnnnnn, 2-75
Clock In Message Maintenance............cccccecuvvuuuenninnnennnninnnnnnnnnnn, 2-78
Server Message Maintenance ............cccoiiiiiiiiii i 2-79
Managing Your MemDETS .........ccooiiiiiiiiiiiieee e 2-80
Member MaintenNanCe ............uuviiiiiiiiiiiiieiieeeeeeeeeeeeeeee e 2-80
Credit Hold Reason Maintenance............ccccocvvveiiiiieeeiniciiec e 2-82
Managing Your System Data..............c..cccoo 2-84
Verifying Your Data...........oooovviiiiiii 2-84
Refreshing Your Data ............ooevviiiiiiii e 2-85
Managing Your Delivery-Frequent Buyer Database..................... 2-85
SUMIMAIY ettt e b e s s sesssssseessassssaeeeeeseeeseeeeeeeeees 2-90
Running Your Reports........ccccooiinnninnnnnssssseseseenensnnsss e 31
AboUt YOUr REPOMS .o 3-4
Performing Common Report FUNctions ...........cccooociiiieeieiiiiinnne. 3-6
Working with Custom Report Settings .........ccuvveeeiiiiiiiiiiiis 3-8
Analyzing Your Sales Report.........cccccooiiii 3-10
Working with DepPOSItS .....uvueiiiiiieieecece e 3-11
Running Your Sales REPOrt........c.ooiviiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee 3-14
Editing the Sales Report Settings ...........ovvvvviiiiiiii 3-14
Analyzing Your Labor Report.............cooiiiiiiiiiiiiieiiieeeee e 3-23
Running Your Labor Report..........cooiiiiiiiiiiiiiieee e 3-24
Editing the Labor Report Settings.........ccovvvviieiiiiiiiiiiiiiiiiiieeieeee, 3-25
Analyzing Your Product Mix Report.........cccccevviveviiiiciieieeeeeeeeinn, 3-30
Running Your Product Mix Report...........cooiiiiiiiiiecee e, 3-33
Editing the Product Mix Report Settings ...........ccccooeeeiiiiinniiiinne. 3-33
Working with Delivery-Frequent Buyer Lists and Reports .............. 3-38
Printing Mailing Labels...........ccuuiiiiiiiiieeeeeeee e 3-39
Generating Coupon Batches ........ccooociiiiiiiiiiias 3-42
SUMIMAIY ettt eabeesssssssssesssassssaseeeeseeeseeeeeeeeees 3-44
Index

Aloha TableService Manager Guide v6.2

Table of Contents v



This is a “Table of Contents preview” for quality assurance

The full manual can be purchased from our store:
https://the-checkout-tech.com/manuals/PC Software/Aloha TS Manager Guide v6.2 man

And our free Online Keysheet maker:
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