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[bookmark: _Toc214256452][bookmark: _Toc215543131][bookmark: _Toc503790367][bookmark: _Toc212957031]Introduction
SilverWare Avrio is a powerful restaurant-management tool operated through a touch-screen interface.
Avrio’s bartending mode allows you to easily track your bar customers and their orders.
[bookmark: _Toc467821159][bookmark: _Toc467917109][bookmark: _Toc42333741][bookmark: _Toc42333845][bookmark: _Toc42334019][bookmark: _Toc179261084][bookmark: _Toc214181026][bookmark: _Toc214256453][bookmark: _Toc215543132][bookmark: _Toc503790368]Warranty
SilverWare POS Inc. makes no warranty of any kind with regard to this material, including but not limited to, the implied warranties of merchantability or fitness for a particular purpose. SilverWare POS Inc. shall not be liable for errors contained herein or for incidental consequential damage in connection with the provision, performance or use of this material.
This document contains proprietary information protected by copyright. All rights are reserved. No part of this document may be reproduced, stored in a retrieval system, transmitted in any form or by any means, electronic, mechanical, photocopy, recording or otherwise, or translated into another language without the prior written consent of SilverWare POS Inc. The information contained herein is subject to change without notice. 
[bookmark: _Toc467821160][bookmark: _Toc467917110][bookmark: _Toc42333742][bookmark: _Toc42333846][bookmark: _Toc42334020][bookmark: _Toc179261085][bookmark: _Toc214181027][bookmark: _Toc214256454][bookmark: _Toc215543133][bookmark: _Toc503790369]Getting Help
SilverWare’s office is located in Ontario, Canada and operates under Eastern Standard Time. If you wish to ask a general question, please call 905-305-1225 during normal business hours, Monday – Friday 9:00 am to 5:00 pm.
If you need technical assistance, please contact our technical-support center, which is open 24 hours a day, 7 days a week.
Telephone:	1-888-510-5102
Fax:		1-905-305-1810
[bookmark: _Toc179261086][bookmark: _Toc214181028][bookmark: _Toc214256455][bookmark: _Toc215543134][bookmark: _Toc503790370]Left-Handed?
Management can turn on an option that flips Avrio’s layout for left-handed staff members.



[bookmark: _Toc214181029][bookmark: _Toc214256456][bookmark: _Toc215543135][bookmark: _Toc503790371]Getting Started
Before performing an action, users must identify themselves to the system using a numeric password, a swipe card, or a fingerprint scanner.  When this window appears, enter your password, swipe your card, or press you finger against the biometric scanner.
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[bookmark: _Toc214181030][bookmark: _Toc214256457][bookmark: _Toc215543136][bookmark: _Toc503790372]The Stay Menu
After performing a function, SilverWare will prompt you for your next action.  If no option is selected, the menu will disappear and you or the next server must enter your ID to perform another action.  
[image: ]




Management may disable this option, leaving you signed-in until you press Cancel on the main menu.
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[bookmark: _Toc214181031][bookmark: _Toc214256458][bookmark: _Toc215543137][bookmark: _Toc503790373]The Bar Tab Screen
This is the starting point for all bartending operations.
[image: ]
· Use the buttons on the left to start orders, print orders, or pay existing.
· Use Staff Options to sign-in/out
· Access miscellaneous options through Other Options.
· Access managerial functions through Manager Options
· You can sort by Time (the time the tab was started) or by Name (the description entered when starting a tab.
· You can start a new tab by pressing New Tab.  When you run a tab, instead of occupying a table to store an order, you’ll have on-screen tabs (see image above) that represent your orders.


· Use the Filter Tabs button to:
· See all orders.
· See orders only related to a specific cost center.
· See only the orders started by the users that using the station (meaning they have pressed order/print order/pay order and entered their code or swiped their user card).
[image: ]
When you start a new tab, you’ll be prompted enter a description using the on-screen keyboard:
[image: ]


[bookmark: _Toc214181032][bookmark: _Toc214256459][bookmark: _Toc215543138][bookmark: _Toc503790374]The Main Menu
From here you can start, recall, print, and close orders.  You can also process credit card transactions, and access staff, manager, and miscellaneous options.
[image: ]Other Options (not ready yet)
Pay Order takes you to the “Close Order” screen, where you can accept payment for a tab.
Order lets you start and recall cash and carry orders.
Staff Options contains the sign-in/out options, and other misc. functions.
Manager Options allows managers and owners to configure menus, employees, clients, etc.
Print Order lets you print a guest’s tab.




[bookmark: _Staff_Options][bookmark: _Toc197506681][bookmark: _Toc212882964][bookmark: _Toc215370399][bookmark: _Toc215394960][bookmark: _Toc503788611][bookmark: _Toc503790375]Staff Options
The “Staff Options” menu lets you sign-in, sign-out, print reports, perform pay-ins/outs, and perform blind drops.
[image: ]
[bookmark: _Toc197506682][bookmark: _Toc212882965][bookmark: _Toc215370400][bookmark: _Toc215394961][bookmark: _Toc503788612][bookmark: _Toc503790376]Sign-in/out
At the beginning of your shift, you must sign-in to be able to place orders, close checks, etc.  At the end of your shift, you must sign-out.
Your manager may also require you to sign-in/out for breaks.
To Sign-in/out:
1. On the main menu, press Staff Options.
2. Enter your ID.  Your ID is either a numeric password, a swipe card assigned to you, or can be entered by scanning your fingerprint with a fingerprint reader attached to the workstation.
3. Press Sign In or Sign Out.
· If you have open orders when trying to sign-out, Avrio will offer to transfer them for you.  See the instructions on transferring tables. 
[bookmark: _Toc197506683][bookmark: _Toc212882966][bookmark: _Toc215370401][bookmark: _Toc215394962][bookmark: _Toc503788613][bookmark: _Toc503790377]Staff Sales Report
When you sign-out, a “Staff Sales Report” automatically prints.  However, you can print it earlier in your shift if you need to.  You can also use these feature to print your most recent shift report.
To View/Print a Staff Sales Report:
1. On the main menu, press Staff Options.
2. Enter your ID.
3. Press Staff Sales Report.


[bookmark: _Toc503788614][bookmark: _Toc503790378]Sending Internal Email
Avrio has a built-in email service that can be used to send messages amongst staff members.
To send a message:
1. On the main menu, press Staff Options.
2. Enter your ID.
3. Press Send Email.
[image: ]



4. To add recipients, press the Add button.  The “Add Recipient(s)” window will appear.
· You can filter possible recipients by selecting different roles or jobs using the … buttons
· Select recipients from the list on the right and press Add Selected.
[image: ]


5. After you’ve added recipients, you can now enter your subject line and message.  Touch the Subject area or message area and begin typing or use the on-screen keyboard to enter your message.
6. You can also choose when the recipient(s) will get the email by changing the Schedule option.
· If “ASAP” is selected, they will receive the message the next time their server code/card/bio-metric is detected.  If “Sign-in” or “Sign-out” is chosen, they will receive the email the next time they sign-in or out.
[image: ]


[bookmark: _Toc503788615][bookmark: _Toc503790379]Tip Declaration
In some states and provinces, cash tips have to be declared for tax purposes.  Avrio handles this requirement easily.  Non-cash tips (collected on debit/credit/gift cards) are always tracked.
To declare your cash tips manually:
1. On the main screen, press Staff Options.
2. Select Declare Cash Tips.
[image: ]
3. You’ll be presented with a summary of your sales for the current date of business (also called the “system date”).
[image: ]
· Date shows the system date the information is based on.  Use the… button to change to a different date.
· Net Sales shows your sales before taxes were applied.
· Gross Sales shows your sales after taxes were applied
· Payment Gratuities shows total non-cash gratuities.
· Automatic Gratuities shows any gratuities from auto-grats (large-party gratuities, for example)
· Previously Declared shows any amount you’ve declared for the date listed at the top
· Minimum Declaration shows the minimum that you’re expected to declare (if this has been setup by management).  Management can set up Avrio to track your cash sales and require you to declare a percentage of that figures as your cash tips.
4. Press Declare and you’ll be prompted to enter your cash tips.  Enter the amount on the number that shows up and press OK.
5. One more prompt will follow.  After you agree, a slip will be printed on a receipt printer.
[image: ]


[bookmark: _Toc503788616][bookmark: _Toc503790380]Tip-Ins/Outs
Avrio also has the ability to track tip-sharing amongst servers.  You can tip-out to other servers, or accept tips given to you by other servers.
To initiate a tip-in/out:
1. On the main screen, press Staff Options.
2. Select Tip-In\Out.
[image: ]

3. The tip-in/out window appears:
[image: ]
· Touch the Date field
· Touch the Direction field to choose if you’re going to tip-out to employee, or request a tip from another server.  Choose Tip-In to request money from an employee, or select Tip-Out to give money to an employee.
· Select a user from the list of employees to determine who are you giving money to or requesting money from.
· Touch the Amount field to enter the amount to tip-in\out.
· Touch the Notes field to bring up an on-screen keyboard if you wish to enter notes about the transacation.
· Press Post Transaction to continue with the transaction.  A manager may be required to authorize the transaction.  Press Close to exit this window..
[bookmark: _Toc503788617][bookmark: _Toc503790381]Working with Multiple Cash Drawers
If you are a working at a POS station that has multiple cash drawers attached, you can assign one of the two drawers to yourself.  This ensures that the correct drawer will open when you close checks containing a payment method that triggers the drawer.
1. On the main menu, press Staff Options.
2. Enter your ID.
3. Press Cash Drawers.  The following screen appears:

[image: ]

Select a drawer and press Assign/Unassign to give or remove your access to that drawer.


[bookmark: _Toc503788618][bookmark: _Toc503790382]Pay-In\Out
This option lets you pay money in or take money out of the cash register.
To perform a pay-in\out:
1. On the main menu, press Staff Options.
2. Enter your ID.
3. Press Pay-In\Out.  The pay-in\out screen appears:
[image: ]
4. Touch the “Direction” field to choose if you’re taking money out of the cash, or putting money into it.
5. Press the “Reason” field to select from the pre-existing reasons.
6. Touch the “Amount” field to bring up a key-pad that lets you enter the amount you’re taking out/putting in.
7. If you are paying-out to a fellow employee, or taking money from a fellow employee, select the “To/From Employee” area and select their name.
8. Touch the “Notes” field to bring up an on-screen keyboard that allows you to enter notes about the transaction.
9. When complete, press Post Transaction.  You may be asked for a manager’s authorization.


[bookmark: _Toc503788619][bookmark: _Toc503790383]Blind Drops
Blind drops are used when a restaurant wants you to give them your net cash owing without knowing how much it is supposed to be first.
To perform a blind-drop:
1. On the main menu, press Staff Options.
2. Enter your ID.
3. Press Blind Drop.  A key pad appears.
4. Enter the amount for the blind drop, then press OK.


[bookmark: _Toc503788620][bookmark: _Toc503790384][bookmark: _Toc214181036][bookmark: _Toc214256463][bookmark: _Toc215543142]Other Options
[bookmark: _Toc503788621][bookmark: _Toc503790385]Viewing a Loyalty Card’s Information
1. On the main menu, press Other Options.  Enter your ID.
2. Press Loyalty/Gift Card Balance.
3. Swipe the card, or press Manual to enter the card number and PIN manually.
4. The card’s information will appear on screen.  Press Print if you want to print it.
[image: ]


[bookmark: _Toc503788622][bookmark: _Toc503790386]Redeeming Points for Coupons
If your location offers a frequent diner program, clients will earn points for their purchases.  These points can be redeemed for coupons which have discounts affiliated with them.
1. On the main menu, press Other Options.  Enter your ID.
2. Press Redeem Points (Issue Coupon)
3. Highlight a client from the list that appears by touching their name.
[image: ]
4. Press Select to look at the available coupons for the client you’ve highlighted.
[image: ]
· Highlight a coupon and press OK to issue it.  It will print at the receipt printer attached to the station you’re using.
[bookmark: _Toc503788623][bookmark: _Toc503790387]No Sale
Assuming you have access to the cash drawer and are allowed to perform no sales, you can open the cash drawer using this method:
1. On the main menu, press Other Options.  Enter your ID.
2. Press No Sale
[bookmark: _Toc503788624][bookmark: _Toc503790388]Menu Item Countdown
See the Manager Guide for details on this feature.
[bookmark: _Toc503788625][bookmark: _Toc503790389]Clients
This area lets you search for existing clients to view their details.  You may also be able to edit details or add new clients if your system has been setup to do so.

[image: ]


[bookmark: _Toc503790390]Ordering
1. Touch New Tab start a new order.
· Touch an existing tab to recall that order.  You can only recall tabs you started.
· You may be asked to enter the number of guests on the tab.
[image: NumberOfGuests]




2. Enter a description of the customer.  You can swipe a driver’s license to automatically apply the customer’s name to the tab.  Otherwise, type a description.  If there is no keyboard attached to the workstation, you can use the on-screen keyboard.
[image: KeyboardWithShift]
· Touch Shift to use an upper-case letter or an auxiliary symbol (!, @, etc).  The shift key only affects the first button you touch after pressing it.
· Avrio may be configured to deny tabs to customers’ whose age (determined when the license is swiped) doesn’t match Avrio’s requirement.




3. The “Order Screen” appears.
[image: ]
4. Touch a group to see the items within it.  Select an item to order it.  Transferred.  
5. After adding items to the tab, they must be sent to the kitchen/bar.  Press Send.
· Unsent items have a “+” sign next to them.
6. You can recall the tab simply by touching it on the main screen.  Then you can order more items, print the tab, etc.
7. When the guest is ready to pay, press Print to print the tab.
8. Press Close to go to the “Close Order” screen and accept payment.




[bookmark: _Toc214181037][bookmark: _Toc214256464][bookmark: _Toc215543143][bookmark: _Toc503790391]Order Screen Options
[image: OrderOptions1]

[image: VerticalOrderOptions]



[bookmark: _Toc214181038][bookmark: _Toc214256465][bookmark: _Toc215543144][bookmark: _Toc503790392]Discounting Items
You can apply a discount to specific items or to everything that has been ordered so far.  You may need a manager to approve the discount if you do not have authority to do so yourself.
[bookmark: _Toc214181039][bookmark: _Toc214256466][bookmark: _Toc215543145][bookmark: _Toc503790393]How to Apply/Remove Discounts from the Order Screen
1. If applying/removing a discount only to certain items, make sure you select them first.
2. Press the Discount button.
[image: ]




3. Select a discount to apply/remove.
[image: ]
4. Select an option for applying/removing the discount.  You can apply it to the item(s) you selected, or you can apply it to the entire order.
5. If you select an open dollar or percentage, enter the amount or percentage to discount on the keypad.




6. Send the order.  A manager must now approve of the discount.  Pressing Approve/Deny Remaining will approve/deny all the discounts, or the manager can pick which to approve/deny.
[image: ]
7. If you’re not authorized, a manager must enter their ID to complete the discount.




[bookmark: _Toc214181040][bookmark: _Toc214256467][bookmark: _Toc215543146][bookmark: _Toc503790394]How to Apply/Remove Discounts from the Close Order Screen
1. If you’re applying/removing a discount only to certain items, make sure you select them first.
2. Press the Discount button.
[image: ]
3. Select a discount to apply/remove.
4. Select an option for applying/removing the discount.  You can apply it to the items you selected, or you can apply it to the entire order.
5. If you select an open dollar or percentage, enter the amount the amount or percentage to discount.
6. After entering payment(s), press Close Check.
7. A manager must now approve of the discount(s).  Pressing Approve/Deny Remaining will approve all the discounts, or the manager can pick which to approve/deny.
8. If you’re not authorized, a manager must enter their ID to complete the discount.
9. Now the tab can be closed.

[bookmark: _Toc214181041][bookmark: _Toc214256468][bookmark: _Toc215543147][bookmark: _Toc503790395]Voiding Items
You can remove items from a tab by voiding them.  If the item has already been sent for preparation, you will need to enter a reason, and you may need a manager’s approval as well.
1. On the “Order” screen, select the item(s) you want to void.  If you’re voiding the entire order, you don’t have to select anything.
2. Press Void.  Unsent items will simply disappear.  Sent items require more information.
3. Select a reason.
[image: ]
4. Press Selected Items to void the item(s) you selected, or Entire Order to void everything.
5. Press Send.



6. If you’re not authorized, a manager must approve of the voids.  They can select which voids to approve/decline.  Press Done, then enter a manager password.
[image: ]



[bookmark: _Toc197506697][bookmark: _Toc212882980][bookmark: _Toc215370415][bookmark: _Toc215394976][bookmark: _Toc503788640][bookmark: _Toc503790396][bookmark: _Toc214181049][bookmark: _Toc214256476][bookmark: _Toc215543157]Other Options
The “Other Options” button lets you perform a variety of functions.
[image: ]
[bookmark: _Toc197506698][bookmark: _Toc212882981][bookmark: _Toc215370416][bookmark: _Toc215394977][bookmark: _Toc503788641][bookmark: _Toc503790397]Adding/Removing Guests to an Order
You can add/remove guests to an order in progress.
1. On the “Order” screen, press Other Options.
2. Press Change Guests.
3. The “Assign Guests” screen appears.  Add/remove guests as you would when starting an order.
· Guests that have items assigned to them cannot be removed.  Either void their items or assign them to another seat.  To do this, select the items, then drag them to an occupied seat in the “Seat Selection” area on the “Order Screen.”
· Once you’ve sent items, you cannot change between graphical seating and quantity seating.
· When adding guests numerically, enter the total amount of people at the table, not the number of people being added.

[bookmark: _Assigning_Clients][bookmark: _Toc197506702][bookmark: _Toc212882985][bookmark: _Toc215370420][bookmark: _Toc215394981][bookmark: _Toc503788642][bookmark: _Toc503790398][bookmark: _Toc197506699][bookmark: _Toc212882982][bookmark: _Toc215370417][bookmark: _Toc215394978]
Changing Price Levels
Management can setup different price levels for items. These levels can be automatically controlled by schedules, but you may need to manually apply a different price level.  When you change the price level, the new level is applied to all items you order until you send the order.  You will have to change the level again if you need to recall the order.  You cannot select an item and then change the level using this option.  You must change the level before ordering items.
1. On the “Order” screen, select the item(s) to change.
2. Press Other Options.
3. Press Change Price Level.
[image: ]
4. Select a price level from the list on the left, then choose one of the options on the right to apply a price level.
· Selected Price Level applies the price level you’ve selected.
· Default Price Level changes the items to its regular price.
· Automatic changes the item to the price it is scheduled for.  Management can setup a schedule that determines what price level should be in use during certain hours.
5. You may need a manager to enter a password and complete the change.


[bookmark: _Toc503788643][bookmark: _Toc503790399]Item Lookup
This feature lets you search the menu for an item and then add it to the order.
[image: ]
1. Type a description/item name and press Search.
2. If the item you’re looking for appears, select it and press Order.  Otherwise, press Cancel or search again.


[bookmark: _Toc503788644][bookmark: _Toc503790400]Assigning Clients to an Order
If you’re serving a VIP/client, you will need to assign them to a seat.  This ensures that any price levels or discounts they receive are applied to their orders, that they receive points (if you’re using a frequent diner program) and that you’ll be able to close the order on-account.
[bookmark: _Toc197506700][bookmark: _Toc212882983][bookmark: _Toc215370418][bookmark: _Toc215394979][bookmark: _Toc503788645][bookmark: _Toc503790401]From the Order Screen
1. If the client has a loyalty card, swipe the card on the order screen.  If no card is available, press Other Options, then Assign Client to see a list of possible clients.
[image: ]
2. Touch a guest (or multiple guests), then a client name.  Press Assign to assign their purchases to the client account.
· If you haven’t swiped the client’s card yet, you can swipe it now.  The client will be selected from the list on the right.  Now, touch the guests you want to assign to the client’s account and press Assign.
· If you have a long list of clients, swiping a client’s card will be much easier that finding them on the list.
[bookmark: _From_the_Close][bookmark: _Toc197506701][bookmark: _Toc212882984][bookmark: _Toc503788646][bookmark: _Toc503790402][bookmark: _Toc215370419][bookmark: _Toc215394980]From the Close Order Screen
Note that if you assign the client from the “Close Order” screen, any discounts the client should receive will not be applied.  It is recommended that all client assignment be performed on the “Order” screen.
1. Swipe the client’s card or press Gift Card.
2. The “Gift Card” window appears.  You can swipe a card now if necessary.
3. Process the gift card transaction as you would normally.  See these instructions.



[bookmark: _Transferring_Orders][bookmark: _Toc212882990][bookmark: _Toc215370421][bookmark: _Toc215394982][bookmark: _Toc503788647][bookmark: _Toc503790403]Loading Gift Cards/Loyalty Accounts
Within the “Other Options” menu on the “Order” screen, touch Load Gift/Loyalty Acct to load a gift card or make a payment to a loyalty account.
1. This window appears:
[image: ]
2. Swipe a card or enter press Manually Entry to enter the card information:
[image: ]
3. Now, choose Load to load the card normally, or Force Load to load the card if no connection to the loyalty service is possible.  If you force the load, you will have to enter an approval code.  Press Card Information to see information about the card’s current balance and any associations with a client.
4. Enter an amount to load.
5. The “Order” screen appears.  You can now continue or close the order as per usual.


[bookmark: _Tax_Exemption][bookmark: _Toc503788648][bookmark: _Toc503790404][bookmark: _Toc215370422][bookmark: _Toc215394983]Checking Gift Card/Loyalty Account Balances
Within the “Other Options” menu on the “Order” screen, touch Check Gift/Loyalty Acct to check a gift card’s or loyalty account’s balance.
1. Swipe the card, or press Manual to enter the card number and PIN manually.
2. The card’s information will appear on screen.  Press Print if you want to print it.
[image: ]


[bookmark: _Applying_Gratuities][bookmark: _Toc503788649][bookmark: _Toc503790405]Applying Gratuities
The Apply Gratuity option allows you to add a gratuity to the order, such as a large party gratuity, bottle service, etc.
1. Within the “Other Options” menu on the “Order” or the “Close Order” screens, touch Apply Gratuity.
2. Select a gratuity to apply to the bill, then press OK, or press None or Cancel to exit this screen.
[image: ]

3. The gratuity will be charged upon all applicable items and added to the bill.  Any items that are added after the grat has been applied will increase the amount of the grat.

[image: ]



[bookmark: _Toc503788650][bookmark: _Toc503790406]Tax Exemption
Within the “Other Options” menu on the “Order” or the “Close Order” screens:
1. Touch Tax Exempt to remove taxes from an order.
2. On the right-hand side of the “Tax Exempt” screen, you can choose which taxes you’d like to exempt, and which checks will receive the exemptions.
· Check the boxes at the top to exempt the tax.
· Check the boxes at the bottom to select which checks will be exempted.
· You can the Show button to show just the items on a specific check, or use the Show All buttons to see all items on all checks.
· You can use the Select All/Select None buttons to select all or none of the checks so they will/won’t receive the tax exemptions.
[image: ]
3. After applying all exemptions, press OK to continue.

4. You may need to enter a reason for the exemption (such as a Tax Exemption card number) and the exemption may need a manager’s authorization as well.
[image: ]


[bookmark: _Toc503788651][bookmark: _Toc503790407]No Sales
If you need to open the cash drawer without performing a sale:
1. Within the “Other Options” menu on the “Order” or the “Close Order” screens:
2. Touch No Sale.  A manager may be required, and the drawer will open if you have access to it.


[bookmark: _Toc503788652][bookmark: _Toc503790408]Working with Coupons
From the “Other Options” menu, you can issue or redeem coupons.
[bookmark: _Toc503788653][bookmark: _Toc503790409]Issuing Coupons
To issue a coupon:
1. While ordering, press Other Options.
2. Press Redeem Points (Issue Coupon)
[image: ]


3. Search for and the client you want to issue the coupon to and press Select

[image: ]
4. Select the coupon you want to issue and press OK.
[image: ]
5. The coupon will print out of a check printer.  There will be a number printed on the coupon that represents the coupon’s number.  This number will be needed when redeeming the coupon.
[bookmark: _Toc274738374][bookmark: _Toc503788654][bookmark: _Toc503790410]
Redeeming Coupons
To redeem a coupon:
1. While ordering, select the item(s) you want to apply the coupon to.
2. Press Other Options.
3. Press Redeem Coupon
[image: ]
4. Enter valid coupon #.
5. The coupon will be applied to the selected item(s).
6. A manager may need to approve the coupon when you send/print/pay the order.


[bookmark: _Toc503788655][bookmark: _Toc503790411]Order Details
This option lets you view the details of your current order, including the time when you sent/fired items.

[image: ]


[bookmark: _Toc503788656][bookmark: _Toc503790412]Print Invoice
If the station you’re using has access to a desktop printer, you can issue an invoice as opposed to simple guest check for your current order.
You must first assign a client to the order.
[bookmark: _Toc503788657][bookmark: _Toc503790413]Assign User
This functionality can be used to track your sales of specific menu items, perhaps in an environment that gives a sales commissions.
1. Select the menu item(s) that are eligible for commissions
2. Press “Other Options”
3. Select “Assign User”
4. Select your name/the appropriate server name from the list.
5. Press Assign.  Your screen should look like this at the end
[image: ]


[bookmark: _Toc503790414]Transferring Orders
Transferring orders lets you give your orders to another server and/or table.  Entire orders must be transferred; you cannot transfer specific items.
[bookmark: _Toc197506704][bookmark: _Toc212882987][bookmark: _Toc214678476][bookmark: _Toc215370424][bookmark: _Toc215394985][bookmark: _Toc231709681][bookmark: _Toc503790415]To Transfer an Order to Another Server
1. [bookmark: _Ref184624038]On the “Order” screen, press Transfer.
[image: ]

[image: ]
2. Press Another Server.
3. To transfer to a server that is signed-in, press Yes.  That server has to enter their ID.  To transfer to a server that is not signed-in, press No.  A manager will need to enter their ID, then they will select a server to receive the order.
4. The server’s name displayed on the on-screen check will change.
5. The “Order” screen remains open.
[image: ]



[bookmark: _Toc197506705][bookmark: _Toc212882988][bookmark: _Toc214678477][bookmark: _Toc215370425][bookmark: _Toc215394986][bookmark: _Toc231709682][bookmark: _Toc503790416]To Transfer an Order to Another Table
1. Press Transfer.
· If you only want to transfer certain items, select them before pressing Transfer.
2. Press Another Table.
3. Now you can transfer the whole order (or the selected) items to a new/empty table, or to an old/occupied table.  Select an option, then touch a table on the floor plan.  

[image: ]
[bookmark: _Toc197506706][bookmark: _Toc212882989][bookmark: _Toc214678478][bookmark: _Toc215370426][bookmark: _Toc215394987][bookmark: _Toc231709683][bookmark: _Toc503790417]To Transfer an Order to Another Server and Table
1. Press Transfer.
· If you only want to transfer certain items, select them before pressing Transfer.
2. Press Both.
3. To transfer to a server that is signed-in, press Yes.  That server has to enter their ID.  To transfer to a server that is not signed-in, press No.  A manager will need to enter their ID, then they will select the server.
4. Now you can transfer the whole order or just certain items to a new/empty table, or to an old/occupied table.  Select an option, then touch a table on the floor plan.


[bookmark: _Toc503788662][bookmark: _Toc503790418][bookmark: _Toc212882991][bookmark: _Toc215370427][bookmark: _Toc215394988]Viewing Open/Closed Orders
You can view a list of your open or closed orders for your current shift, or the entire day.  You can also recall, print, or pay orders.  This screen is a great way to find any open cash and carry (C/C) orders that you cannot see on the floorplan.
To view the orders:
1. On the main screen, press Order, and then enter your password.
2. Press All Orders.
3. A window appears, allowing you to choose which orders you’d like to view.
[image: ]
· Owner – The staff member in charge of the order
· Check – The check #.
· Table – The table #.
· Guests – The number of guests.
· Subtotal – The check’s subtotal.
· Total – The check’s total.
· Payments – Any payments already affiliated with the check
· Description – Any client/bar tab descriptions added to the order/check


[bookmark: _Toc503788663][bookmark: _Toc503790419]Printing Orders
When you’re ready to present the check to a table, you’ll need to print it first.  There are a few ways to do this.
[bookmark: _Toc197506708][bookmark: _Toc212882992][bookmark: _Toc215370428][bookmark: _Toc215394989][bookmark: _Toc503788664][bookmark: _Toc503790420]From the Main Menu
1. Press Print Order.
2. Press Cash & Carry for cash and carry orders or All Orders to see all your open orders.
3. Select a table/order from the list and press OK.

[image: ]



4. If you split the bill, select which check(s) to print by checking the bubble next to the bill number.
[image: ]




[bookmark: _Toc197506709][bookmark: _Toc212882993][bookmark: _Toc215370429][bookmark: _Toc215394990][bookmark: _Toc503788665][bookmark: _Toc503790421]From the Order Screen
1. Simply press Print.
2. If the bill was split, you’ll see this screen:
[image: ]
· Make sure the bubble is checked for the receipt(s) you want to print.
· You can press the Show button to see only the items on that check.
3. Press Print.



[bookmark: _Closing_Orders][bookmark: _Toc197506710][bookmark: _Toc200169134][bookmark: _Toc214181052][bookmark: _Toc214256479][bookmark: _Toc215543160][bookmark: _Toc503790422]Closing Orders
Press Pay Order (main screen) and select a table or cash and carry order, or Pay (order screen) to access the “Close Order” screen.  When manually entering the amount a guest has paid, it’s best to enter the total (including) tip; this way the guest’s change or your tips are reported correctly.
[bookmark: _Toc197506711][bookmark: _Toc200169135][bookmark: _Toc214181053][bookmark: _Toc214256480][bookmark: _Toc215543161][bookmark: _Toc503790423]To Cash
If the customer pays with cash, use either the quick-cash buttons or press Cash to enter the amount the customer left, then press Close Check.
[image: ]
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[bookmark: _Toc197506712][bookmark: _Toc200169136][bookmark: _Toc214181054][bookmark: _Toc214256481][bookmark: _Toc215543162][bookmark: _Toc503790424]To Credit Card
Your manager should provide instructions on using your processor.  These instructions show how to ring in the payment as the proper type.
1. On the “Close Order” screen, press Credit Card. 
2. Select the guest’s card type.
[image: ]
3. Enter the amount the guest is paying.  Depending on how your manager has setup the different payment types, enter the total amount (including tip) that the guest is paying, and do not enter the tip separately.
[image: ]
4. Enter any other payments
5. Press Close Check.

[bookmark: _To_Credit_Card][bookmark: _Toc197246874][bookmark: _Toc197506713][bookmark: _Toc212882997][bookmark: _Toc215370433][bookmark: _Toc215394994][bookmark: _Toc219705861][bookmark: _Toc503790425]To Credit Card (With Integrated Processing) 
Follow these instructions to close a credit card order when your location is using Avrio’s integrated processing.
1. On the “Close Order” screen, press Credit Card or swipe a card and skip to instruction four.
2. The “Credit Card Authorization” window appears.
[image: ]
3. Swipe the customer’s card, or press Manual Entry to enter the card number and expiry date.




4. Verify that the card information and amount that appear match the card and bill you are working with.  Press Authorize to start the authorization process.  Wait while the authorization takes place.
[image: CreditCardWindow]
5. When the card is authorized, the “Close Order” screen displays the card type and the last four digits of the card.
[image: ]

6. Select the credit card payment and press Change Tip to enter any tip the customer has added to the total.
7. Press Close Check.
[bookmark: _Toc197506716][bookmark: _Toc212882998][bookmark: _Toc214181056][bookmark: _Toc214256483][bookmark: _Toc215543164][bookmark: _Toc503790426]Splitting a Bill that Involves Credit Cards

If you want to accept two or more credit cards or one credit card and other payment methods for a bill:
1. On the “Close Order” screen, press Credit Card. 
2. The “Credit Card Authorization” window appears.
3. Swipe a card, or use manual entry.
4. Press Change Amount to manually enter the amount this card will be paying.  If you want to split the amount evenly, press Split Amount and enter the number of payments that will be used to pay the bill.
[image: ]
5. Press Authorize to begin processing the card.  When the card is authorized, the “Close Order” screen displays the card type and the last four digits of the card.
6. Add any tip to the credit card payment.
7. There is still a balance remaining for the other customer(s) to pay.  Enter payments using whichever method the customer wants to use until the balance due is $0.00.
8. When done, press Close Check.



[bookmark: _Toc212882999][bookmark: _Toc214181057][bookmark: _Toc214256484][bookmark: _Toc215543165][bookmark: _Toc503790427]Forcing a Payment

If Avrio cannot connect to your processor, you have the option of forcing a transaction.
You will need an approval number, which you can obtain by calling your processor.  NOTE:  If you enter an incorrect approval number, the payment might not properly process a manager tries to close the batch, or your location may have to pay more to process the transaction.
1. On the “Close Order” screen, press Credit Card or swipe a card and skip to instruction four. 
2. The “Credit Card Authorization” window appears.
[image: ]
3. Swipe the customer’s card, or press Manual Entry to enter the card information yourself.  You will to enter the card number and expiry date if you enter it manually.
4. Press Force.
5. The on-screen keyboard appears.  Enter the approval code provided by your processor.
8. When the card is forced, the “Close Order” screen displays the card type and the last four digits of the card as a payment.
9. Select the payment and press Change Tip to enter any tip the customer has added to the total.
10. Press Close Check.



[bookmark: _Toc212883000][bookmark: _Toc214181058][bookmark: _Toc214256485][bookmark: _Toc215543166][bookmark: _Toc503790428]Voiding a Credit Card Payment
If you have already authorized a credit card payment, but need to remove it from a bill before it is finalized and closed:
1. Open the order.
2. Select the payment.
3. Press Remove Payment.
4. Avrio will communicate with your processor and void the payment.


[bookmark: _Toc197506717][bookmark: _Toc200169140][bookmark: _Toc214181060][bookmark: _Toc214256487][bookmark: _Toc215543168][bookmark: _Toc503790429]To Debit Card
Your manager should provide instructions on using your processor.  These instructions show how to ring in the payment as the proper type.
1. Press Debit Card on the “Close Order” screen.
2. Enter the amount the guest is paying.  Depending on how your manager has setup the different payment types, enter the total amount (including tip) that the guest is paying, and do not enter the tip separately.
[image: ]
3. Enter any other payments
4. Press Close Check.



	Comment by Doc-To-Help: 
D2HML|C1H Conditional|target=Manual
[bookmark: _Toc503790430][bookmark: _Toc197506718][bookmark: _Toc200169141][bookmark: _Toc214181061][bookmark: _Toc214256488][bookmark: _Toc215543169]To Foreign Currency
1. Press Foreign Cash on the “Close Order” screen.
2. Select the currency the guest is paying with.
[image: ]
3. Avrio will prompt you, asking how much currency the guest is leaving.  The amount is already calculated (including an exchange surcharge, if your location has one), but you can change the amount necessary.
[image: ]
4. If necessary, enter any other payments or tips. 
5. Press Close Check.


[bookmark: _Toc216156191][bookmark: _Toc503790431][bookmark: _Toc197506719][bookmark: _Toc200169142][bookmark: _Toc214181062][bookmark: _Toc214256489][bookmark: _Toc215543170]To a Loyalty Card
Loyalty cards can be either gift cards or cards linked to a client account.
To close an order to a loyalty account:
1. Swipe the card on the “Close Order” screen or touch Gift Card.
2. The “Loyalty Authorization” window appears.
[image: ]
3. Verify that the card information and amount that appear match the card and bill you are working with.  Press Authorize to start the authorization process.  Wait while the authorization takes place.
· In the event the card doesn’t have enough funds to pay the entire bill, the balance available will be authorized and the remaining amount must be paid via another payment method (cash, credit, debit, etc).
[image: ]




4. When the card is authorized, the “Close Order” screen displays the card type and the last four digits of the card.
[image: ]
5. After the transaction has been authorized and any additional payments have been entered, press Close Check.




[bookmark: _Toc219705868][bookmark: _Toc503790432]Splitting a Bill that Involves Loyalty Cards
If you want to accept two or more loyalty cards or one card and other payment methods for a bill:
1. On the “Close Order” screen, swipe the loyalty card
2. The “Loyalty Card Authorization” window appears.
3. Press Change Amount to manually enter the amount this card will be paying.  If you want to split the amount evenly, press Split Amount and enter the number of payments that will be used to pay the bill.
[image: ]
4. Press Authorize to begin processing the card.  When the card is authorized, the “Close Order” screen displays the card type and the last four digits of the card.
5. There is still a balance remaining for the other customer(s) to pay.  Enter payments using whichever methods the customers want to use until the balance due is $0.00.
6. When done, press Close Check.
7. 


[bookmark: _Toc219705869][bookmark: _Toc503790433]Forcing a Payment
If Avrio cannot connect to the loyalty service, you have the option of forcing a transaction.
You will need an approval code.
1. On the “Close Order” screen, swipe a loyalty card. 
2. The “Loyalty Card Authorization” window appears.
3. Press Force.
4. The on-screen keyboard appears.  Enter an approval code.
11. When the card is forced, the “Close Order” screen displays the card type and the last four digits of the card as a payment.
12. Select the payment and press Change Tip to enter any tip the customer has added to the total.
13. Press Close Check.
[bookmark: _Toc219705870][bookmark: _Toc503790434]Voiding a Loyalty Card Payment
If you have already authorized a loyalty card payment, but need to remove it from a bill before it is finalized and closed:
1. Open the order and go to the “Close Order” screen.
2. Select the payment.
3. Press Remove Payment.
4. Avrio will communicate with the loyalty service and void the payment.




[bookmark: _Toc503790435]To a Client’s Account
1. Press On-Acct.  If you haven’t already assigned a client to the order, you’ll receive an error.  For more information about assigning clients, see this section.
[image: ]
2. Enter the amount being paid on account.
3. If a tip is paid on account, make sure the on-account payment is selected and press Change Tip.
4. Press the payment type the tip is paid with.  The tip amount appears automatically.
5. Press Close Check.
[bookmark: _Toc197506720][bookmark: _Toc200169143][bookmark: _Toc214181063][bookmark: _Toc214256490][bookmark: _Toc215543171][bookmark: _Toc503790436]To Other
1. Press Other.
2. Select a tender from the list, then press OK.
3. Enter the amount being paid.
4. Enter any required information (a gift certificate number or coupon code, for example).
5. Enter any other payments.
6. Press Close Check.



[bookmark: _Toc503790437]Index
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What do you want to void?

Customer Didn't Like
Mistake
Spillage
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Manager Approval

“The following items must be approved by a manager before contining:

Calamari
Calamari
Calamari
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Miscellaneous Tasks
Change Guests Change Price Level Item Lookup
Assign Client Load Gift/Loyalty Acct | | Check Gift/Loyalty Balance
Apply Gratuity Tax Exempt No Sale
Redeem Coupon FECE 5l Order Details
Coupon)
Print Invoice Split
Enable Customer Ordering Transfer

Assign User

View Order Emails

Close
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Choose a Price level
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Sttion: 41
Opened: 1110472011

@[

SllverHare PO§

‘Tap any button below
oratable on the right
1o begi

For support, cal:

SilverWare POS Inc. Zoom: 100%
8885105102
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Gueot Chech Main Menu

Ortolan

Server: Sitvexiare

[ay ]

e |t -

Lookup Menu Item(s)

Search:

Name Minor Major Ttem Price  Mod Price
Home Made Soup HotEntrees  Food $495 $0.00 =
Soup Of The Day Non-Priced... Food 5000 $0.00
Soup Non Priced...  Food 5000 $0.00
Soup (Pumkin Puree) Starters Food 5000 $0.00
Soup of the Day Starters Food $0.00 $0.00
Tomato/Gin Soup Food

Ortolan

Version: 1015515401 10
Date: 20/04/2011 155 PM
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Assign Client to Guest(s)

On the left hand pane, choose one or more guests to assign to a client. To assign the client you can swipe a
client card or choose a client from the list.

Seat Selections Client

Johnathan Silverware
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Gift/Loyalty Cards - Load Tender

Swipe a card or tap the Manual Entry’ button if the card cannot be read. Use the ‘Find' button if the card is not present.

Card Type:

Card Number:

Card Entry:

p
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Gift/Loyalty Cards - Load Tender

Tap 'Load" to add tender to the card. If there is no intemet connectivity, use ‘Force Load" to force the transaction. For balance
information tap ‘Card Information’.

Card Type: Loyalty/Gift Card
Card Number: 5LCF200000000000

Card Entry: Swiped

p
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Entrees

Select the gratuty to apply. You can only
apply one gratuity at a time.

Service
New Gratuity
—

Bottle Service: wn.
Taxes:  $0.00

Total: $35.39

Subtotal
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Guest Chech

Table: 1 Server: Cuner
[ ] Description Price

Seat: 1
+ 1 Stiploin Steak $25.99
+ testitem $200
+ rare $0.00
+ testitem $200
+ rare $0.00

Sublotal:  $59.98

Bottle Service:  $10.80
Taxes:  $0.00

Total: $70.78
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Gueot Chech

Table: 23 Server: Jane

Check: @tt

Description

1 Shrimp Cocktail
1 calamari
Seat: 2
1 Mushroom Caps
1 Escargot
Add Cheese

Subtotal: $34.25
Taxes:  $4.45
Total: $38.70

B0

Taxes: (Select the taxes to exempt)

MFood
Miiquor

Checks: (Select the checks to exempt)
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Enter the tax exempt reason for 'PST':
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Gueot Chech

Table: 1
[ty | Description

Main Menu Page: 111

AEEE®
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Change Guests ] Change Price Level
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Select a client or swipe/scan a client card:

On-Screen Keyboard: ||
Last Name:

First Name:

Company Name:

Phone Number:

E-Mail:

Address:

[T
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Guest Chech Main Menu Page: 111
Table: 1 Server: Fiyte

[y | Description [

Pick an Item

Choose a qualifying coupon:
Free Meal!

Test.
Test.
Test.
Free Meal!

Transfer

Subtotal: “eu.uu
PEEE T
Total: $0.00

i)
< l”' l.l Groups Modifiers - spiit
[ |

jl[llllll
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Order Details

Table: 1
Seat:1

1 ltem1
Seat:2

1 ltem5

N Y [

Guest Chech:
Check:
Server: Server
12:09 PM (13 mins  Server Server $1.25
12:09 PM (13 mins  Server Server $6.50

Subtotal: $7.75
Taxes: $0.00
Total: $7.75

Close
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© Assign Users Window

Gueot Check Please pick a user and a reason from the list below and then click assign/
. unassign button to assign/unassign the users to/from the selected items on
Table: 1 Server: SilverWare the left,
Seat:1
ftem 1
$125  Current Reason: ‘ Commission ‘ -

Commission - Silverware

(7)Show Signed-In Users. (7)Show All Users

Subtotal: $1.25

AEEE wi e e
A Total: $1.25





image49.png




image50.png
Transfer To?
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Transfer to Table

Entire Order to New Table

Entire Order to Old Table
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Pick an order:

(7)My Open Orders (")My Paid Orders (This Shift)

Cost Center:

Al

Tap on a heading below to change the sort order.

Owner Check Table Guests. Total  Payments  Description

I [ | [ o
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Pick an order:

()M Open Orders (")My Paid Orders (This Shift)
(7)All Open Orders (")My Paid Orders (Entire Day)
(") Al Paid Orders (Entire Day)
Cost Center:
Al

Tap on a heading below to change the sort order.

Owner Check Table Guests. Total  Payments  Description

Recall I I Pay ' [ Print \ ‘ Details. ‘ l Cancel
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' Print Check(s)
Place a checkmark next to the checks you want to print.
Guest Check: Click the 'Print’ button when you are done.
Check: @t
[v] Description [ eie fmoen o)
il 22671
1 20 0z Steam Whistie: 95 | |oem
1 Chicken Wings $13.99
422673
1 Honey Gariic $0.00
Seat: 2
1 20 0z Steam Whistie: $4.95
1 Chicken Wings $13.99
1 Mid $0.00
Seat: 3
1 200z Keiths Red $4.95
1 Chicken Wings $13.99
1 Hot $0.00
Seat: 4
1 200z Keiths Red $4.95
1 Chicken Wings $13.99
_ Subtotal: $7576 3
EEE EE
Total: $86.04
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Guest: 1

1 ltem1

$1.25

Remove Payment

Change Total

Discount Print
scour Oplmns Check
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Select a
payment and
press Change

Select a
payment and
press Change

Tip to
entanjenange | | To121 t0 change
the tip.

amount amount.

Rermove a After entering
payment all payments,
press Close
Chedk to finish
the

transaction.
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il

Apply
If you split the bill, use| | distount
these buttons to switch,
between different
checks

Print a copy
of the Save/cancel
check changes and

exit the "Close
Order" screen,




image59.png
MasterCard
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Credit Card Authorization

‘Swipe a credit card or tap the ‘Manual Entry’ button to begin.
Server Name: Linda Card Type:
Table Number: 63 Card Number:
Check Number: 9572 Card Expiry:
Check Total: $5.65 Card Holder:
Check Balance: $5.65 Entry Method:

Charge Amour
$0.00
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Credit Card Authorization

You can change the amount by tapping ‘Change Amount” or ‘Split Amount’. When ready, tap ‘Authorize’ or 'Force’.

Server Name: Kyle Server Card Type: VISA
Table Number: 63 Card Number: 4003000123456781
Check Number: 9577 Card Expiry: 12/15

Check Total: $34.99 Card Holder: kyle Silverware
Check Balance: $0.00 Entry Method: Swiped

Charge Amount:
‘_ $34.99
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1 Shrimp Cocktail $8.49

1 20 oz. Steam Whistle $4.95 § c d'l D bil F ~

1 ceecSl R R On-Acct TOTOEN ey
1 Sundae $3.95 Card Card Cash

VISA (6781)
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Enter amount for Debit:

$18.23
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Process Authorization

You can change the amount by tapping ‘Change Amount’ or *Split Amount. When ready, tap ‘Authorize or ‘Force'.

Server Name: Ashley Card Type: GIFTCARD

Table Number: 60

Card Number:
Check Number: 25623 Card Expiry:
Check Total: $9.59 Card Holder:

Check Balance: $0.00 Entry Method: Swiped

( Charge Amount:
{ $9.59 J
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SilverWare Avrio POS

The account did not have the requested funds. The remai

ing balance of $40.97 was processed.





image70.png
$13 815 $20 $30

1 20 0z Steam Whistle $525

1 20 oz Keiths Red $5.25 B e 7
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Gift Card (0040)
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SilverWare POS Codenamed 'Avrio®

You have not associated any client accounts with a guest at this table.





