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Overview

The Split Ticket feature enables users to split an existing ticket in a variety of
ways, and also allows members to combine tickets. In this manual, we will
review all ways to split a ticket and will also demonstrate how to combine tickets.

Use Case(s)

. 3 members decide they want to split a ticket evenly.
. 2 members decide they want to split an appetizer.

. A member decides to pay for another member’s meal.

POS Order Screen - Split Ticket Feature

The splitting feature, Split Ticket button, is found in the bottom right hand corner of the
POS Order Screen as shown below.
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1) To perform a Ticket Split, first enter ltems as usual. You can split before

or after the items have been sent.

2) Then, click or touch Split Ticket to open the Split Ticket Screen.

Split Ticket

rE e E e e -
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Note: If you split the ticket before you hit Send, all ltems will still print to the remote

printer (kitchen, bar, etc.) on one prep ticket.

Split Ticket Screen Overview

On the Split Ticket Screen, the ticket on the far left will display the Item details
(from the “Selected” ticket) such as modifiers, price, QTY, seat position, and
course. It is from this area that you will be moving the items from one ticket to

another.

The ticket with the black top/bottom border labeled “Selected” only shows the
QTY and Item name. This helps make more room for multiple ticket display.

When more than one ticket is displayed, the ticket labeled “Selected” is the one

that will have its items displayed in the far left area.

Important: You cannot do anything with the items from the “Selected” ticket other than view; all

action is done from the far left area.

split Ticket

Smith, Gale [2]

1 ticket

Mam# Prigt 5 €|
Baaket of Chips §395 1 1
Cinicen Riregs g7ELH 1 1
kAarys wirdgs 200 1 1
BLT $83% 1 0
WHEAT 1]
Harnbasr e I 1 0
4 o Beal ——
Tenderioin $2295 1 3
OhEONS $100 2
KAASHEL =
POTATOES o
e ak $S000 2 3
RAEDILEA WELL 3
WEGETAELE CF 5
Dy

Subsotak  §110074
Serwcn L

Totst  $140.90 |

f—_\

Teckt #135453
Smighn , Gale [I)
1 EBasketaof Chips
1 Oréon Bings
1 Mlarys wings
1 ET
1 Hambarger
1 4 or Baaf Terwdar|cin
1 Stesk
S §110.74

o

s

0O
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Split Ticket Options

Once the ticket is displayed in the split ticket screen, there are various ways a
ticket may be split.

Split By Ticket

One of the simplest splits to perform is the Split by Ticket. A Split by Ticket is when you
have more than one member on the table and each wants their own ticket.

1) Within the Split Ticket screen, click the Add Ticket button to create the
additional ticket(s) you want for the table. (Before you can move Items
you must add the ticket(s) first).

Mo Thoet

Seugh . Gl [2]

Sub: $0.00

Split Ticket
Senith , Gale [2] F ket
e —
M 1 Baskatof Chips $295 1 1
Ticket ®1 5405 Smith , Gale [2]
ff’.‘lift 1 Ovion Rings $750 1 1 ‘
L "l .
1 Marys wings 200 1 1 Smith, Gale [2]
w 1 ELT $236 1 0 1 Bathketof Chaps
1 Orion Rirgs
WHEAT ol 1 kdarys wirgs
E 1 Famburger $a95 1 1 BLT
1 Hamburnger
4 oz Besf T
. Tenderlpin $r295 1 3 1 4 oF Besf Tenderloin
1 Srask
CREOS FL00
Spit
E BANSHED
1 Cresk £5000 F 3

WVEGETABLE OF -
ey’ - F

Subtotat 110074
SHnALE 52051
oo §a.4%
Torak  §140.70

Indude
Tax

2) Once you have created your ticket(s), highlight the Item from the far left
ticket display, then click/touch the ticket you would like the item(s) moved
to.
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Note: you can highlight more than one item at once.

Split Ticket
Smith, Gale [7] 3 tieas
SeanaEl — —
1 Drecn Fanags 11
St By Tacknt &1 754%3 Soruth . G [ 2] Terath . Gale ]
= 1 kdlaryd wengs o001 1
. Smich , Gale [3} i Basket of Chipgs
n 1 i 10 1
2 WHEAT 0 1  Creon R
1 Rl e
1 Hafmitusges s 10 ||y pr
4 of et 5= 1 Hanbasger
- 1 Tenderizin EFsil 2 1 4oz Beed Tenderloin
S
=3 _— e e

Mew Ticket
Smith , Gale [2]

1 Basket of Chips
1 Steak

Sub: $53.95
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3) Notice the first ticket is still the “Selected” ticket, and the far left display
shows only the Items remaining on the “Selected’ ticket.

3 et

Fien #7549 S, Gl 5] e Gl [

' mams Prics § €
| 5 Wi i $e00 1 8

RY| A fon, Gaiw 173 || 1 Bl Chap 1 Drae Riregs

b 1 Snesk 1 4 on Borl Derderlin
1 by b
T Hiftler

- B B

4) If you make a mistake and want to move an Item from one ticket to
another ticket, first click the ticket that has the item to move; the far left
now displays the new “Selected” ticket Items.

. =
s e |

Smid, Gaw ] Sovath, Gale 1] i Toch 6L

L Bdarys wiregs L Baaboerod Chips Skt . Gl [1]
F rartorger 1 Sk
1 Gnion Rings

1 4 oF Besl Tensderisn

| .'\\H_ _/.’

Indude

Fobistat  §3145
Server  FRIR

Tebst 54047
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5) Once you have the appropriate ticket “Selected”, highlight the Item from
the left ticket display, then click/touch the ticket to move the Item to.

Note: You can move multi items by highlighting more items before

3 Bickets

moving.
Split Ticket
Smith, Gale [2]

Spht By 4 e gaet -

Multiple: Tesrvdar|oin w £
OIS 0 3
BAASHED 3
POTATOES

Indude

Tax

Subsetsk §3145
Serace  S630
Tee 5273
Totat <4047

1 WAAryE v
2 Hamburger

Tickgt #125403 [

Smith , Gale [1]

1 Backerof Chaps
1 Swak

S $25.90

Firer Tickent

Smith . Gake [2]

T

Mewr Ticke?
Emith, Gale [2]

1 Onion Rings
1 4 oz Beed Tender|sin

Sub: $3145

Sulx §53.95

I

{

ey

6) To change the member assigned to a ticket, click the ticket to make it the
“Selected” ticket and select Change Member on the top left corner of the
screen. Follow prompts to select new Member.

Split Ticket
Smith, Gale [2)

3 ickaty

2 Mame

1 Ewrkatof Chips
& oz Besf
Tenderoin
OhIOS
KAASHED
POTATOES

Price § C
§255 1 1

§209% 1 2

100

1 Marys wings
2 Hamiburger

Teckat #1354593

Seuth . Gale [2]

e 32590

1 Onion Bings
1 Seesk

Pirir Tick i1

Smith . Gale [2]

Sk §57.50

P Ticlont
Seniith, Gl [2]

1 Basketof Chips
1 4ozBeef Tenderloin

Sy 2790
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7) Select OK on the bottom right corner of the screen and your changes will
be saved.

Ok and
Pririt

Split By Multiplier

Split by Multiplier provides the ability to split an Item or an entire ticket by a
specified number.

Example 1 - Item: if you have 3 tickets on one table and they all want to split the
bottle of Wine, you can split the Item by 3.

Example 2 - Ticket: if you have 3 members and they want to split the ticket
evenly, you can split a single ticket by using the multiplier.

Split by Multiplier - By Item
1) Click Add Ticket and create the number of tickets needed for the split.

2) Touch/click the ticket that has the Item to split, to make it the “Selected”
ticket. Highlight the Item you wish to split from the far left display. Click
the < > arrows under Split by Multiplier to increase or decrease the
multiplier. Select Split Item.

p.8
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3) The Item will be split by the number you selected. In this example it was
split by 3. Highlight one of the splits and touch the ticket to move the

[tem.
Split Ticket
Semath, Gale [2) 3 ekets
= N e
e et T e Tt —
asket o =
1 Chipe LAl b Ticket #125403 Smith . Gale [2] Sanith . Gale [1)
. £
1 Onion Rirgs 7501 1 S Ciale £
1 harys wings 800 1 1 ¥
Eatket of Chips
2 Hamiburger 1701 0 1  Onion Rings
4 oz Beef = I bdarys wangs
L Taruderloin §2295 1 3 2  Hamburger
RS £1.00 4 o Baed Tender]cin
. Staak
WASHED 2 34 Mt
POTATOES = i
2 [other iteme)
1 Steak 000 2 3
REDIURA WELL 3 Suty: § 17130

VEGETAELE OF 5
[T = ke S0UDD Sub: SO0
L

=

3 hloscabo

033 Moscabo $2000 1 0

Indude
Ta
| Servce 3047
| Totat $103.12
Notes:

e The Split by Item changes the QTY to fractions to calculate the
Item price to meet specified amount.

e Once you click OK, the changes have been saved. Once the
changes have been saved there is no way to merge the amounts
and QTY back to original state. You will have to delete the ticket
and start again.

Split by Multiplier - By Ticket

You do not need to Add Tickets; the system will create the number of tickets
based on your multiplier.

1) Click the < > arrows under Split by Multiplier to increase or decrease the
multiplier. Select Split Ticket.
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Splic Ticket
Smith, Gale [2] 3 ckets
-__x\
Q :'“" : Price S | Mirw Tacket Mk Tick 1
4 Dasketo _—
= Chips | Tickes #125403 Sevith , Gl [2] Senith, Gale [7]
FRl+ Onicn Rirge }2501 1 Somish, Gl [2] 33 Backet of Chaps 33 Eackeraf Chips
034 Meyiwing: 5266 1 1| o 33 Onlon Rirgs 33 Ondon Rings
- §c o 1 i "'1'_. ik o_l Chips 33 Baryd wirkgt 33 hAaryE waregs
066 Hambarger ¥596 1 0 54 Onion Rings BT Ham b ger 6T Haenburer
g 05 Beet $765 1 3 34 Marys wings 33 4 oz Beef Tandsrlcin 33 4 oz Besl Tandsrloin
/ﬁ'ﬁ'd’-fiﬂ"- | [|] 66 Fambarger 33 Sk 33 Swak
CRICHS $034 3 #4 4 oz Beet Terder|cn 33 Mescats 33 hiacats
| 34 Steph
BAASHED -1 34 bAoscald
BAATOS 3 | 34 Moscal
034 Stesk §1656 2 =
MECHLBA WELL 2| Salt: $5708
VEGETABLE OF AN
D 3 Sub: §57,11 Sub: §57.11
034 Moscato $2000 1 0| -

"o

[ndud
Tau
m Sumintat §S5T.08
Service  DEED
oo 0o |
Totak  §&8596
Notes:

e The Split by Ticket changes the QTY to fractions to calculate the Item
price to meet specified amount.

e Once you click OK the changes have been saved. Once the changes have
been saved there is no way to merge the amounts and QTY back to
original state. You will have to delete the ticket and start again.

e Once you click OK, all subsequent items entered on a ticket will be added
to the ticket as a full amount and QTY.

Split By Dollar

Split by Dollar can be used when one party wants to pay a specified amount; in
this example one party will only pay $100 out of $206.97. It is advisable to wait
until you are ready to close the ticket before performing this option, see notes for
more information.

1) Select Dollar under the Split section.
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Split Ticket

Smith, Gale [2]

Change

Member
Split By
Multiplie

~ B

Split
Ticket

2) Enter the dollar amount to split. Click OK when finished.

1 ticket

Name
Basket of Chips

Onion Rings
Marys wings
Hamburger

4 oz Beef
Tenderlain

ONIOMNS

rASHED
POTATOES

Steak

MEDIUN WELL

WVEGETAELE OF
DAY

hMoscato

Price
$3.95

$7.50
$8.00
$17.90

$22.95

$1.00

$50.00

$60.00

N T

e = N R S

Ticket #125493

Smith , Gale [2]

Basket of Chips
Onion Rings

Marys wings
Hamburger

4 oz Beef Tenderloin
Steak

hoscato

Sub: $171.30

Enter split armount

|
718

3) The system will create a ticket for the amount specified.

30%

40%

[=4a T

50%
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Split Ticket
Smith , Gale [2] 2 tickets
— —
P [ 3
o Tyt Basket of
. | = i
L Chips et B4 Tacket #175493 Smith . Gale [2]
. . : : -
Multiplie 0416 OnionRings $312 1 1 Smith, Gale[2) [I| S84 Basketof Chips
. 0416 Maryewings $333 1 1 . 584  Onion Rings
* 416 Basket of Chips 584 Marys wings
0832 Hamburger $745 1 0 _41|_=_, Ondon R|.nqg e T
0.416 40z Eeef. $955 1 3 A16 Marys wings €24 4 oz Beef Tenderloin
Terderlcin B32 Hamburger =84 Stedk
ONIONS §042 3 416 4 oz Beef Tendearloin S84 Moscata
A k
it 3 412 i:zica'o
POTATOES . :
0416 Steak $2081 2 3
MEDILIRA 3 Sub; $71.29
WELL
OF DAY b
e
0416 Mozcato $2497 1 0

e The Split by Dollar changes the QTY to fractions to calculate the
Item price to meet specified amount.

e Once you click OK the changes have been saved. Once the
changes have been saved there is no way to merge the amounts
and QTY back to original state. You will have to delete the ticket
and start again.

e All subsequent Items entered on a ticket after the ticket has been
Split by Dollar will be added to the ticket as a full amount and QTY.

Include Tax

The Include Tax feature is utilized to calculate tax into the the split.

Example - we have one Item on a ticket with a price of $8.00, including tax and service
charge totals to $10.30. So let’s say two kids are splitting that Item. One of them only
has $4.00, so | need his ticket to only charge him $4.00 tax included. | navigate to the
Split Ticket screen, check the Include Tax box and click Dollar. | enter the amount of

$4.00. Now | have two tickets — one for $4.89 and one for $3.11. When | click OK and

p.12
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the tickets are created, the original ticket is for $6.30 total and the new ticket is for

Split Ticket
Aoy © e [T45E) & Sk
T e
012 M micgs  Jadd 1 1 |
Fauy o7 il ke o, Lo [7408]
Aghpre gy §atee | N0 FE Wy warsy

B33 Wawrym sbnegy

oo B
f v 1099
B
B ToRl 1% ]

0612 Marys wings 489 1 1 0282 Marys wirgs $311 1 1

Subtotal: §4.89 Subtoral: $3.11

| Move Up | oo sose| | SOuge (02
. 7

m Tatal:  §6.30 m otal:  §4.00 ]

Split by Seat

Split by Seat allows the user to split a ticket based on seating. This option can only be used if
the user is using seat positioning.

p.13
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1) Assign the seat position to each Item on the ordering screen and select
Split Ticket.

o D A T i o L8 N

Cars Filit House .

: BLT oz lee Crsam Chasd Bucl Ligght Lo A- )
1 Bartkst of Chipn v
1 Creon Riregs
1 Miaryr wingt Sealood Buirger m'lt]ﬁ Coakie House Cab Coors Light Liequor K-

2 Harr e

1 4ogBeed Tendard |
ek Soup Salad House Aemstel | Liqueus &

. g Chsbbeouse i Dt T .
O 40345 Combo BeQ Rib= s Merlot Light Spet.
~WAMSHED POTATORS |

Kok Sep Du Tuna Melt Simphy — Hienrsa Papshack

Wiee- Bt Carom Ligivar

x Shders Rt Pasta

2) Select Seat under the Split section. The system will create a ticket for
each different seat position.

Spht Ticker
smith, Gade [J0] i Bk et
Hamy Frica £ € Py Tihowi Pl Tich Bt
1 Bkt ol Chips b e T |
T Tup1 #135453 Smih, Gaw 1] Smity, G 1
§I295 1 3
Teruderlrs St Gaie ] || 1 Cvdon Rires 1 MAarys winem
S 1 Soeslr Z Hambie
Cﬂ_ L - 1 HBukered Chegd =
AT ' 1 4o Beet Teresericin
FOTATORS
S BITW)
—— v =)

]

Subspisk $ITHD
SEvriE (Lt

Tatst  §35.50
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Split by Course

Split by Course allows the user to split a ticket by course. For instance, one member will be
paying for the Appetizer and another member will be paying for the Entrees. Please note that
this option can only be used if the user is using courses.

1) Assign the course to each Item on the ordering screen if it is not set by

default. Select Split Ticket.

w-lﬂ.-h—d | i T

|
|1 dcabd Terdewican. a2

L e f1

| wonsrn pemarcss

1 Stk §son X2

| LAELRLA WELL
WEGETARLE OF [k

=
o French Fras
o
Kobse
Shialers

e BT Filex loe Cream .
o hignon oz Chaed
"o M gy ook HewCa
5‘:::::" Chibbeure  BRQRES  Dewsert Tidy m
5.3:.':).1 Tans Melt 5[::"" Sannlae -.u-.ml

.
LB

Cooes Light

S Lo

Lipad A1

Lcpcw K-

2) Select Course under the Split section. The system will create a ticket for

each different course.

Split Ticket
Srnith, Gale [2]

Spht By
Mulbphe

-

Split

Q2 Mame
1 Basket of Chips

1 Ownion Rirgs
1 Marys wings

Price 5 C
$3951 1

$750 2 1
$800 2 1

2 tickets
T —)
Tickat #125493 Smith . Gale [2]
Srnith, Gale [2] 2  Hamburger
1 4 oz Beef Tenderloin
1 Basketof Chips 1 Steak
1 Ornion Rings
1  harys wings
Sub: §19.45
T oo

i
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Combining Tickets

In the event a member decides to pay for another member sitting at a separate table, the
Split Ticket feature can be used to combine the 2 tickets into 1. Please note that in order
to combine the tickets, the two tickets will need to be moved to the same table.

1) Use the Change Table feature to move the ticket the member is paying for
over to their Table.

.. DY s " 7 o a8 R Tl

Cari Fulit Haprae o
Salad BT Mignon Boz Beir Ciinaen Chard Baid Lzt Lbgusct -
| “COME SLAW o|  Spinach Dip sms Burges Ihl : Cookie House Cab Coors Light | Lk K-8
Samis Salud R I Hamar Amitel Lipnad £
French Fris Comba Chlbecmria EBQ Ribs  Damsaeit Teary Merkai Light Spe.
S-J-.-pl:l-.- Sam Haviar
Wine- Bl

--i----- Y e e o
o [ [ Jor [ Jonlee = Bl -

2) Once the 2 tickets are on the same table, select Split Ticket.

Bl hd ™ i L (wanT L0 M G

L. F
;WI BT " Hm o Cream :_":_m Baxd Light | Rigues Al
selvod Basiger hkl L&t Hourr Calb Cog Light Ligueor KL
French Fries h.lps-.lad P B R Dl B Al L B

Tramy P bk Lisjht Spec

'-M'lru'Bﬂ

S e T e E T e
X ) 0

3) Select the ticket that was moved to make it the “Selected” ticket. Highlight the
Items from the far left ticket display then click/touch the ticket to move the Items
to.
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Split Ticket
Ackerman, Carter [7498)

Viernbo

Sphit By
Multiplie:

2 tickets
1 Marys wings $800 1 1
Smith , Gale (2] Ticket #125404
1 Tuna helt $795 1 0
. 1 Basketof Chips Adcerman, Carter [7496]
i LA
COLE SLAW 0 N (et I
1 Marys wings 1 Marys wings
2 Hamburger 1 Tuna hdelt
1 4 az Beef Tenderloin
1 Steak
Sub: §15.85
sumsj.ll-sn _

4) All ltems will be moved to the paying member’s ticket and the ticket the
Items were transferred from will be automatically deleted.

1

1 hdarys wings
1 Onion Rings
1

Tuna hdelt

1 hdarys wings
2 Hamburger

4 oz Beef
Tenderlgin

-ORIOME

-hASHED
FOTATOES

1 Steak

Basket of Chips

-COLE SLAW

$8.00 3
$17.90 2

§2255 1

£1.00

$50.00 2

Subtotal:
Zervice Charge:
Tax

Tatal:

$127.25
$2287
$10.70
$160.82
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Best Practices

When ticket splitting is required, ensure to enter Items as normal, and then hit the Split Ticket
button to launch the Ticket Splitting screen.

Ensure ticket to be split (or tickets with ltem(s) to split) is marked as “Selected” in the Split
Ticket screen, prior to attempting to move Items to another ticket.

When combining Tickets, ensure all tickets are at the same table prior to merging them by
utilizing the Change Table feature in the main POS screen. Once all tickets are at the same
table, utilize the Split Ticket feature to combine the tickets.

Common Questions and Concerns

| need to move an Item back to its original ticket - how do | do
that?

Ensure the new ticket created is marked as “Selected” in the Split Ticket screen. Then, highlight
the Item from the left screen on the Split Ticket screen, and then click on the original ticket to
return the item to it.

When splitting a ticket by a fixed amount (ie - $10.00 on one ticket,
and the remainder on another), how do | ensure the $10.00 ticket
is the final amount due, inclusive of all tax, etc?

When splitting a ticket to a fixed all-inclusive amount, ensure to check the Tax Included box,
located on the Split Ticket screen when splitting the ticket.
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