Future Orders

The Future Orders function is used to track large catering/to go orders by customer and
date and time of pickup. When a future order is entered it will not be added to current
day’s sales until the order is moved to the current date and paid. Future Orders must be
checked manually.

If using the Future Orders function it is necessary to quit an open order. This capability
can be set by job code i.e. Crew, Shiftlead, or Store Manager. For use the Customer,
Account, and Future Orders buttons are added to the POS.

How to Enter a Future Order

1. Touch Future Orders
2. Touch New
3. Enter Search Method

Search method can be phone #, last name, etc.; this is customizable and a default can be set

82 customer Search
Search Method: © Phone # @ Company @ Last Name @& Account#

Match: @ Begins With @ Contains Exact Only

Search Text

4. Touch OK
e If customer exists then it will display

e If customer doesnot exist, prompts will display for the customer to be added
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5. Touch New Order

3% customers

(480) 3624800 No Previous Orders

Scottdale, AZ 77090
Zone: Zone 2 { a/
Comments New Order

Delivery Instructions

Edit Info

Order History Order Dates Cancel
Count 6 First 10/31/08

Total $12337 Last 12128110 Future
Average $20.56 Order

6. Enter Pick Up Date and Time

w Future Order

(480) 362-4800
Date Time

1T ] 2 AM @

Notes

7. Enter any applicable Notes
8. Touch Save
9. Ring Item(s)

10. When finished ringing, Touch Quit (from function bar)
The order will move to a hold status
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How To View an Existing Future Order
Use this to view, edit, or print future orders

1. Touch Future Orders (from fucnction bar)
Orders will be listed by date due, time of pickup, and customer

Future Orders
i L] ® 8

04/07/2011 01:00PM 9.04 — Check 2

04/12/2011 [01: 00PM| 213.48 2:53;"‘"”‘“’“0“

Oliver O.
{{48)6) -2 624300

1 Like It Plain IC 2.99
1 Like 1t CYO 3.49
1 Kids cYO 1.9%

2. Touch to Highlight the appropriate order; order will be displayed to the right

3. Touch Edit or Print if needed

4. Touch Close
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How To Open an Existing Future Order

Use this to send future orders to the current day. This will be the procedure on the day of
pickup. The ordr will need to be moved to the current day then recalled to open the check for

payment.

1. Touch Future Orders (from fucnction bar)

Orders will be listed by date due, time of pickup, and customer

Future Orders

04/07/2011 — Check 2

04/12/2011 |01: 00BM | 213.48 Date Opamad 041032011
taring

Oliver 0.

48)0) 2624360

1 Like It Plain IC
1 Like It CYO
1 Kids CYO

2. Touch to Highlight the appropriate order; order will be displayed to the right

3. Touch Send

4. Touch Yes to move the order

2,99
3.49
1.99

e This moves the order to the current day’s sales

e This allows for payment

Confirm

Move the order for — _ .
04/07/2011 to the current day?

(——

Yes
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5. Touch Close

6. Touch Recall Order (from function bar)

7. Touch the check number of the correct order

Enter the Check Number (Recall Order)
B @ @ ® o

2 12:43pm & .04 Oliver O.

Catering

= 1Like It Plain IC
= 1 Like It CYO
2 1 Kids CYO

8. Order will open
9. Ring additional items if needed

10. Tender transaction

Future Order Reporting

Daily Sales Report:

e Future Orders are added to sales the day the order is tendered



