KHAMU

@ SV A\ e

InvovaTing Point of
Service Solutions

Sapphire
Management
Manual

8/28/2012 Rev 6.0



KHAMU SOLUTIONS LLC SOFTWARE LICENSE AGREEMENT

|. Overview
How to use this manual 9
Conventions Used 9
I1. Basic Concepts 10
Terminology 10
Sapphire Release Versioning 10
Sapphire Layout 10
The Front Page 10
Magnetic Stripe Cards 11
The Terminals 11
Discounts and Specials 12
Surcharges 12
Time Clock 12
Security 12
Order Locks 13
The Close Process 13
The “Fiscal” Day 13
Reports 13
Time Periods 14
Shifts vs AM/PM 15
Printing 15
Navigation 15
Deleting Information 15
Modifiers and Trimmings 16
Custom Pricing 16
Inventory Management 16
Order/Iltem Holds 17
Declared Tips 17
Receipt Logos 17
Intuit QuickBooks Support 17
Multiple Tills 17
Daily Log 18
Sapphire Terminal Assignment 18
I11. MANAGEMENT FUNCTIONS 19
First Time Setup 19
Mid-Day Close 19
Day-End Close 20
POS Module 21
Managerial Reports 21
Daily Sales 21
Sales By Server 21
Sales By Category 22
Sales By Fulfillment Area 22
Sales By Modifier Report 22
Cancelled Orders 22
Discount Report 23
Promos Report 23
Specials Report 23
Surcharge Report 23
Table Turn Time 23
No Sale Report 23
Guest Count Report 24
Hourly Sales Report 24

8/28/2012

Rev 6.0



Pizza Sales 24
Sales By Type 24
Age Check Report 24
Accounting Reports 24
Server Report 24
Payment Methods 25
Server Deposits 26
Basic Accounting Report 26
G/L Report 26
Cash Drawer Report 27
Paid In/Out Report 27
Server Tips Paid 27
Sales Tax By Month 27
Real-Time X Report 27
Declared Tips 28
Order Payments 28
Usage Report 28
Deposits By Terminal Report 28
Export Data 28
Management 28
Manage Orders 28
Cash Drawer Checkout 30
Manage Locks 31
Change Payment Method 32
Cash Drawer Owners 32
Holds 32
Shifts 32
Paid In/Out 32
Setup 33
Edit Categories 33
Edit Menu 36
Edit Modifiers 39
Edit Trimmings 40
Custom Actions 41
Define Pizzas 41
Menu Views 42
On-hand Specials 43
Define Discounts 43
Define Promos 44
Define Specials 44
Define Surcharges 46
G/L Accounts 46
Choose Payment Methods a7
Edit Tipout Rates 47
Age Checking 48
Retail Module 49
Reports 49
Sales By Category 49
Sales By Price 49
Sales By Clerk 49
Profit Margin 49
Retail Inventory Txns 49
Usage 49
Inventory Alerts 50
Inventory Value 50
Vendor Purchase Report 50

8/28/2012

Rev 6.0



Setup 50
Setup 50
Retail Categories 50
Retail Item Edit 51
Retail Vendors 51
Retail Inventory List 51
Add Retail Inventory Item 52

Business Reports 53

Business Summary Recap 53

Sales Usage 53

Labor Report 53

Record Bank Deposit 53

Employee Module 54

Employee Rights And Privileges 54

Reports 54
Timeclock Report 55
Employee Report 55
Payroll Report 55
Advanced Payroll Report 55
Labor Report 56
Daily Wage Report 56
Labor By Department Report 57
Overtime Report 57

Management 57
Employee Info 57
Wage Rate Names 59
Department Names 59
Labor Scheduler 59
Setup 60
Manage Passwords 61
Manage Security Rights 61

Customer Module 62

Manage Customers 62

Delivery 62
Reports 63
Management 64

Pre-paid Cards 65
Reports 66
Import/Export 67
Management 67

Customer Charge Accounts 68
Reports 68
Management 68

Loyalty 69
Reports 70
Management 70

Gift Card Module 72
Promo Gift Cards 72

Sapphire (Gift Account) Reports 72
Open Accounts 72
ExpiratiOn Report 73
Manage Accounts 73

Reports 73
Gift Card Report 73
Daily Activity 73

8/28/2012

Rev 6.0



Management 74

VOID 74
Refund 74
Subtract Value 74
Deactivate 74
Card Test 74
Test Communication 74
Add Account 75
Setup 75
Credit Card Module 77
Reports 77
Credit Report 77
Daily Activity 77
Mini Reports 78
Untipped Trans Report 78
Batch History 78
Management 78
Adjust Payments 78
Apply Credit 79
Offline Sale 79
Voice Authorize 79
Settle and Close Batch 79
Void Credit Txn (Heartland, Mercury, Nova) 80
Get Voice Center (Shift4 only) 80
Test Communication (Heartland, Mercury, Cynergyy&)o 80
Reset Encryption Password 80
Setup 80
Closing the Batch 82
Notes on Shift4 Setup 82
Notes on Heartland Setup 83
Heartland (Internet) Reports 83
Activity 83
Batch History 84
Open Authorizations 84
Notes on Mercury Setup 84
Notes on Cynergy Setup 84
Notes on First Data Setup 84
Notes on Elavon (Nova) Setup 85
Tax Module 86
Sales Tax Report 86
Manage Tax Rates 86
Editing Taxes — Tax Groups 87
Editing Taxes — Tax Rates 87
Online Ordering Module 88
Reports 88
Online Sales 89
Cancelled Sales 89
Customer Sales Info 89
Management 89
View Request History 89
Export Menu Categories 89
Show System ID Mappings 89
Setup 90
Historical Archive 91
Reports 91

8/28/2012 4 Rev 6.0



Yearly Comparison

91

Yearly Statistics 91
Management 91
Archive Data 91
Clean Unused Data Items 91
Clean Unused Menu Items 92
Messaging Module 93
Docs Module 94
Training Mode 94
Ticket Audit 95
Audit Report 95
Audit Warnings 95
Activity Logging 97
Configure 97
View 97
Download 97
Clean Log 98
Setup Module 98
Backups 98
Config Options 99
Define Seating 99
Licensing 100
Set Up Printers and Terminals 100
Reset Terminal 104
Software Update 104
Set Clock 105
Restart (Support Feature) 105
Set Color Scheme 105
Set Customer Logo 105
E-Mail Reports 106
Error Logs 106
V. Fulfillment Routing 106
V. Inventory Management 107
Basic Concepts 107
Relating Units (Conversion) 108
What is tracked? 109
Custom Actions 109
Getting started 109
I nventory Management 110
Set Up Units 110
Inventory categories 110
Show Inventory 110
Set up Ingredient List 112
Prepared Items 113
Adjust Inventory 114
Transfer Inventory 115
Recall Inventory Item 115
Vendor Management 115
Vendor Info 115

8/28/2012

Rev 6.0



Vendor Contact Report 116
Ordering Info 116
Receiving 117
Fix Receiving 118
Purchase History 118
Reports 118
Current Levels 118
Item Cost 118
Reverse Listing 119
Ingredient List 119
Work List 119
Usage 119
Profit By Category 119
Activity (Not Implemented Yet) 119
Transactions 120
Analysis 120
Alerts 120
Projections 121
Inventory Value 121
Price History (Not implemented yet) 121
What If? (Not implemented yet) 122

VI. System Configuration

VII. Troubleshooting

VIII. Linux Commands

8/28/2012

Rev 6.0

123
127
129



KHAMU SOLUTIONS LLC SOFTWARE LICENSE AGREEMENT

This Khamu Solutions LLLC License Agreement is a legal agreement between the Licensee and Khamu Solutions, LL.C (KHAMU).
Licensee must retain this License Agreement as evidence of the license rights granted by KHAMU. By exercising the rights granted to
Licensee n this License Agreement, Licensee agrees to be bound by its terms and conditions. For the purposes of this License
Agreement, the term (“Software”) shall mean any one of the Sapphire product family created by KHAMU (Sapphire Stadia, Sapphire
Spectra, Sapphire Solo, or Sapphire CashService terminal), and the term (“User License”) shall mean the right for the user to access
information through the Software. Licensee must obtain a User License for each site. Licensee must ensure that all users of the
Software are informed by the terms and conditions of this License Agreement. The Software is protected by copyright laws and other
mntellectual property laws. The Software 1s licensed, not sold.

1 GRANT OF LICENSE

1.1 Subject to the terms and conditions of this AgresimeHAMU grants to Licensee a non-exclusive, non-
transferable, User License for the Software sehfoelow.
Product: Sapphire and derivatives
For Use: At one site for internal purposes. hime may install copies of the Software on anyllor a
computers owned by Licensee at the designated site.

1.2 Licensee shall not in any form export, re-expasell, divert, or ship the Software in violationlfS. Export
Administration regulations or other applicable ragjons.

13 Licensee agrees to reproduce and apply all copynigtices and proprietary notices of KHAMU to adipies of
the Software made hereunder, in a manner reasonab$ydered sufficient to protect KHAMU's copyright
ownership rights.

14 All rights not expressly granted are served by KHAM

15 Licensee is not permitted to:

15.1  make modifications to any portion of the Software,
15.2  merge the Software or any portion thereof into heoprogram or product,
15.3 decompile, reverse engineer, disassemble or oteemgtuce the Software to a human-perceivable
form,
15.4  use the Software in any operating system other tthetrfor which it was designed, or
15.5 sell, rent, lease or transfer the Software to dhgroparty.
2 OWNERSHIP

Except as otherwise provided by this Agreement, IKHAdoes not grant to Licensee ownership of thev@af or any
copies thereof. KHAMU shall retain all copyrigtrade secret and proprietary rights in the Software

3 LIMITED WARRANTY

31

3.2
3.3

34

35

KHAMU warrants that the Software will perform in awdance with the KHAMU specifications for the
Software which are in effect on the delivery date.

The warranty covering the Software is made forys{80) days from the delivery date.

KHAMU will, at its sole option, either correct oeplace without charge any Software that has deteadses not
perform substantially in accordance with the atlle standards in effect on the delivery dateKHAMU is
unable to provide corrected Software within a reabte time, KHAMU will, at its sole and exclusivetmn,
either replace the Software with functionally eqlént Software without charge or refund the feeisl far
licensing the Software. These are Licensee’sauteexclusive remedies for any breach of warranty.

KHAMU does not warrant that the Software will mdatensee’s requirements or that the operation ef th
Software will be uninterrupted or error-free in @icumstances. The warranty does not cover afiy8ce that
has been damaged or abused, or Software that leasattered or changed in any way by anyone othen th
KHAMU. KHAMU is not responsible for i) problems esed by changes in the operating characteristics of
hardware or operating systems that are made dfterelease of the Software, or ii) problems causedhe
improper operation of non-KHAMU software (e.g. sadte overwrites Software memory, or hogs critigatem
resources), or iii) problems caused by the oparationon-KHAMU software in a manner that is not qaiant
with applicable specifications.

This warranty solely covers the Software. Any othaftware or hardware products are covered urigr bwn
warranty through their own manufacturer. KHAMU does warranty any product not created by KHAMU, reve
if it is bundled with solutions from other manufars or is considered public domain software @mnogource
software.

THE FOREGOING LIMITED WARRANTY IS IN LIEU OF ALL OHER WARRANTIES AND KHAMU DISCLAIMS ALL
OTHER WARRANTIES OF THE SOFTWARE, EXPRESSED OR IMED, INCLUDING, BUT NOT LIMITED TO, ANY
IMPLIED WARRANTY OF MERCHANTABILITY, FITNESS OR ADERQUACY FOR ANY PARTICULAR PURPOSE OR USE,
QUALITY OR PRODUCTIVENESS, OR CAPACITY, OR THAT THBPERATION OF THE SOFTWARE WILL BE ERROR-
FREE. EXCEPT FOR THE WARRANTIES PROVIDED IN THIESTION, THE SOFTWARE IS PROVIDED “AS IS".
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4 LIMITATION OF REMEDIES AND LIABILITY

4.1 Licensee acknowledges that KHAMU’s pricing refledtse limitations of risk provided by this License
Agreement, and acknowledges that the pricing wbelflar higher without the limitations of risk.

4.2 THE AGGREGATE LIABILITY OF KHAMU TO LICENSEE AND ANY PARTY CLAIMING THROUGH
LICENSEE FOR ANY DAMAGES RELATED TO THE SOFTWARE ORTHERWISE ARISING OUT OF
THIS LICENSE AGREEMENT, INCLUDING, BUT NOT LIMITEDTO, ANY CAUSE OF ACTION
SOUNDING IN CONTRACT, TORT, WARRANTY, OR STRICT LIBILITY, SHALL NOT EXCEED THE
TOTAL AMOUNT OF ALL FEES PAID TO KHAMU BY LICENSEE UNDER THIS LICENSE
AGREEMENT. KHAMU SHALL NOT BE LIABLE FOR CLAIMS CAJUSED BY MODIFICATIONS OF
THE SOFTWARE BY ANYONE OTHER THAN KHAMU.

4.3 KHAMU shall not be liable for special, indirect,cidental, or consequential damages, including posfits or
lost information, to the full extent such may bedimed by law, even if KHAMU has been advisedthsf
possibility of such damages.

5 INDEMNIFICATION

5.1 KHAMU warrants that KHAMU has the right to licenske Software. KHAMU will defend Licensee, at
KHAMU'’s expense, against any action to the extétt it is based on a claim that the Software ctrtes
infringement of copyrights, patents, trade seci@tsrademarks filed in the United States on ookethe date of
this License Agreement, and KHAMU will pay all dages and costs finally awarded or that KHAMU and the
claimant agree to in settlement of such claim. quelify for such defense and payment, Licensee fiugive
KHAMU prompt written notice of such claim; and (igllow KHAMU to control, and fully cooperate with
KHAMU in, the defense, settlement and all relategjatiations. KHAMU will reimburse Licensee for et
costs and out-of-pocket expenses which KHAMU retputigat Licensee incur. In no event shall damages
costs exceed the total amount of all fees paidH&KU by Licensee under this License Agreement.

5.2 KHAMU will not be obligated to defend or be liabler costs and damages if the infringement arisem fa
combination with or an addition to software not eleped and supplied by KHAMU, or modification ofeth
Software after delivery.

53 In the event the Software is in KHAMU’s opinion dilly to or does, become the subject of a claim of
infringement of a copyright or a patent, KHAMU may its option and expense, procure for Licenseeitiht to
continue using the Software or modify the Softwaremake them non-infringing or replace them witmno
infringing Software, which may, at KHAMU’s optiorcome under this same License Agreement. If in
KHAMU'’s opinion none of the foregoing alternativissreasonably available to KHAMU, then KHAMU may
refund the purchase price for the Software and iteta this License Agreement with no further lidhito
Licensee.

THE FOREGOING STATES THE ENTIRE LIABILITY OF KHAMUWITH RESPECT TO INFRINGEMENT OF ANY
COPYRIGHTS, PATENTS, OR OTHER INTELLECTUAL PROPERTRIGHTS BY THE SOFTWARE OR ANY PARTS
THEREOF AND IS IN LIEU OF ALL WARRANTIES OR CONDITONS, EXPRESSED OR IMPLIED.

6 PROTECTION OF INTELLECTUAL PROPERTY

Licensee specifically acknowledges that the Soféwiar in part, licensed with source code, and that receiving the
source code to the Software and that an unautltbdizelosure could irreparably harm KHAMU. As sptltensee agrees to use its
best efforts to protect the confidentiality anceligctual property of the Software and to prevemduthorized disclosure. This duty
of confidentiality shall be perpetual.

7 ATTORNEY FEES, VENUE AND CHOICE OF LAWS

In the event litigation results from Licensee’sdmie of the terms of this Agreement, and KHAMU is firevailing party,
KHAMU shall be entitled to recover its reasonabbsts and attorney fees. Idaho law shall goverm ltbénse with venue for any
proceeding in Ada County, Idaho.

8 AGREEMENT
By using the Software the Licensee agrees to tigisnise Agreement.

8/28/2012 8 Rev 6.0



. OVERVIEW

Congratulations on purchasing the most innovategel fservice software available today! You will
find sapphire from Khamu Systems is efficient for all staff mesndy extremely user-friendly, and
will increase productivity for all areas.

This manual will described every featurespphire, with step-by-step instructions for each
function, along with tutorials. Navigating througlappiire is extremely self-explanatory as it is
developed for use through a Web browser, which mesple are already familiar with, or can learn
quickly. sapphirehas been developed with ease-of-use as a primatyaywd most functions are
straight-forward and easy to understand.

HOW TO USE THIS MANUAL
This manual is broken into sections. While it viadl helpful for all users to know how the system
works, this manual is geared towards three diffiegeoups of users.

Managers will want to start with tligasic Conceptgo get an overall understanding of how
Sapphire works. ThBlanagement Functionssection will explain to the manager how to use the
reports and how to manage the system.

There is a separa&erver Guidewhich discusses how to use Sapphire to enter amhge orders,
as well as the different areas of the system #vatess will use.

The Configuration Systemshould be understood by the person setting uptapfor the
operational environment. Once set up, Sapphisdyraeeds to be re-configured, unless minor
changes are needed.

CONVENTIONS USED
Buttons are shown adgatton. When using the system this would be a clickabilgon if it is
enabled.

Security privileges or rights are showntalics.

Notes and examples are shown in a box for easyifdation when browsing through the manual.

Different areas or screens in Sapphire are shovimolaed, such aSapphire Management
Central.

Reports and Management functions are shown in Hatdkcs, such a®ay-End Close.
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Il. BASIC CONCEPTS

TERMINOLOGY
Various terms are used in this manual and thosestare explained here.

Device means the handheld, wireless device that the seses as a portable Point Of Sale
POS) interface. This interface has been remov&apphire 6.0 as those devices are
obsolete.

Terminal means the Point Of Sale computer screen or aegisarsed for the management
of Sapphire.

Fulfillment area means the kitchen or concession area that is odedfitl an order or any
items on the order. There may be a fulfillmenirtieal and/or a fulfillment printer in use in
the fulfillment area.

Runner means any employee who delivers food from thellfuként area to the customer.
Server means any employee designated as one who takes drdm customers and
manages those orders.

Spectra means the restaurant version of Sapphire.

Stadia means the stadium version of Sapphire. Many fonstare the same for the
restaurant version or the stadium version, buedkfices exist. The differences will be
described where they exist.

SAPPHIRE RELEASE VERSIONING
Sapphire uses version numbers in an X.Y.Z.Fixanébr The X.Y is the version number
for a major release (e.g. 5.1). The Z numberrevesion or update to a version. It might be
accumulated fixes or minor additional functionalitfhe Fixes number is the number of a
fix file release that is specific a given X.Y.Z&abe.

SAPPHIRE LAYOUT
Sapphire is set up to be used in several diffesays by different users. The front page is
the initial screen seen when starting Sapphire vémete shared POS terminals should
return to, for security reasons. There are buttmesl to select a fulfillment terminal view
or a seating terminal view. The final section apghire is the Management System where
managers can set up menus, manage orders, geregrates, etc.

THE FRONT PAGE
The front page is the primary screen that displafggmation to the viewer, based on
configuration items. The active employee countfdl@yees clocked in) is shown, and any
active employees witBerverrights are shown as buttons by default (Sapplairebe
configured to use a keypad sign-in). The servaratiak on their button to enter their
personal order entry area. The TimeClock functityé used by using tH€lock In| or
buttons. An employee can go on break by usin@tbak Start button and
break time is accrued until tfBeeak Stop| button is used to stop the break. Any clocked-in
employee can go to ti@heckout] section to view wage history, declare tips, oddcend-
of-shift activities. A configurable message cardisplayed to users as a communication
mechanism. Fulfillment, delivery, or the seatiagtinals can be entered via
button, and the management functions can be amtésgsclicking on thiManage|

8/28/2012 10 Rev 6.0



button. A company picture or image can be coméiduo be displayed on the front
page.

Clicking onManage System| will launch a new window for management accessisér
cannot access the management system from multphuters or multiple windows at the
same time. Also, leave the original window on‘thlanage System Launcher” page so
cookie values that are used by the managemennsystenot accidentally cleared out.

While Training Mode must be enabled via the managgraystem, an individual terminal

can enter training mode by clicking on {ibxéter Training Mode| button. Likewise, pre-paid
accounts must be enabled, but once there are adoeeints, account balances can be easily
viewed through th@rePaid Acct Balances| button.

Send Remote Assist

Click on[Send Remote Assist| to make your system known to thvevw.khamu.conweb site

by manually registering its location on the Inténmethe Khamu customer database. This
feature only works if you have Internet accesslaamee a remote assistance account enabled.
It is useful for both Khamu support personnel thiaiproblem solving, as well as remote
access of your system. Linux-based Sapphire sgstalinbe set up to automatically send

the remote assist communication. Contact a Khapresentative for more information on
Remote Assistance.

MAGNETIC STRIPE CARDS
Sapphire can be configured to allow a magnetipstrard be used by servers to access the
system. Go to the Employee module and set up aetagstripe card. Then from the front
page if the card is swiped for the server theieosgage will be shown.

THE TERMINALS
There are several different types of terminalstmieals entered by clicking on the
Terminal Sign-in| button. Any terminal that has been set up wiltlisplayed as a button
and when clicked, that terminal is entered.

A fulfillment terminal will start displaying open orders thaedeo be fulfilled. They are
displayed in the sequence tickets are enterefdrin button is available to print the order
without clearing it. ThéElear] button will print and clear the order.

A seatingterminal is available by clicking on tiseating| button. This terminal will show
which tables are available (in green) and whichetev open order (in red) or need to be
cleared (a button). A table needing to be clea@me where the order has been closed, but
the table is not yet available for another custont@bles with open orders will show the
time that table has been busy and which serverisrgy that table. Numbers are used to
match multiple orders to their respective servne seating terminal is intended for
restaurant-style seating, but can be used in théigversion.

A delivery terminal is available (if configured) for enteriagd tracking delivery orders but

is accessible through any server’s Orders pagere Mdormation is available in the
Delivery Terminal section.
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Note: The fulfilment, seating, and delivery ter@is will refresh themselves after a
configurable period. If the user desires, theestiean be refreshed manually by clicking pn
theRefresh| button.

If configured (see section on Setup Terminals &ters) a Cash Service terminal is
available. This terminal is reached through theesés Orders page after the server has
signed in to Sapphire. See the separate Sappaste Service terminal documentation for
information on using the terminal.

DISCOUNTS AND SPECIALS
Specials are essentially automatic discounts. ddists and specials are shown separate
from sales. This way the total sales can be tidckparately from discounts and specials.

| Note: Specials are not allowed on To Go ordersssnbenfigured. |

SURCHARGES
With Sapphire, surcharges can be set up to tracktas that involve money but are not
desired to be reflected in total sales. Exampleslavinclude room charges, aprons, etc.
The ability to add surcharges increases accouittafaul cash management.

TIME CLOCK
Sapphire can be used as a TimeClock mechanisnmiplogees. The employee simply
clicks on the Clock In button. A required passwisrdonfigurable, as is any adjustment to
bring the time to a consistent interval (for exaealdjust to the next 15 minute interval).
To clock out, simply click on the Clock Out buttoA. server with open orders cannot clock
out — either transfer the orders to another acterger or close them. The Admin password
can be used to override the employee’s passwardse the employee forgot to clock out
(or, a manager can change the employee’s passwdrdse the new password to clock out,
and then the employee can change their passwem. lat

To fix any TimeClock entries, a user wiBayroll rights can edit the times — this is
discussed under the Employee Hours report.

Note: Only existing TimeClock entries can be editéda time period is completely
missing, the employee can clock in and clock oairggand then that time period can be
edited into correctness.

When clocking out, a mini-timeclock report is pretgel to the user. It can be printed out on
a receipt printer if desired.

SECURITY
There are two types of security in Sapphire. Tlaeee' rights” or privilege levels that can
be set up for each employee, if desired. Cert@inagement functions are only available to
employees with certain rights. Additionally, a siéright of Serveris used to signify
which employees are servers and can be listedeofrght page.

8/28/2012 12 Rev 6.0



The other type of security is password-level ségutach employee can have their own
PIN (personal identification number). The PIN ¢enof any length and use any keyboard
character except the single quote. However, semary want to only use numbers for their
password as a keypad is set up for PIN entry ardkwites it is easier to use the keypad.

A manager PIN can override a server PIN for angldlay in or out or taking breaks.

Managers will need to set up a password in ordgetanto the management side of
Sapphire. This password must be at least eighth@acters long and at least one of those
characters will need to be a number. The passmuoist be changed every 90 days and the
same password cannot be used for the last founpads.

ORDER LOCKS
Sapphire can be configured to set a lock whenweses adding menu items. This is to
prevent another user at a different terminal frd®o adding items and then placing the
items prior to the first server being ready. Morf®rmation is under POS Module, Manage
Locks.

THE CLOSE PROCESS
There are two close processes available. The dif8lid-Day close is optional. The second,
the Day-End close, is required.

The Mid-Day close can be used to segment the daywo periods, making shift
reconciliation easier. Simply choose any closeti to put into the first period.

At the end of every business day, the Day-End Qboseess should be run to make sure all
orders are closed and employees clocked out foddlge This is used to ensure reporting
accuracy. The close process is described undd@diieEnd Close management system
process.

THE “FISCAL” DAY
Sapphire has a configurable “Fiscal” day conceat ifvused to put orders in to the correct
business day. This is not an issue for a busitheé©pens and closes business all in the
same calendar day, but is useful for businessesrtight stay open after midnight. This
day boundary is also used in creating order ide. “Hiscal” day is discussed further under
“Order Day Boundary” in the System Configuratioetsan.

REPORTS
A variety of reports are available with Sapphifiéhe reports use a “Basic” and “Advanced”
view for looking at data differently. The Basiew will only let the user select a calendar
day, and uses the date component of the orderabttn records.

Note: Some reports do not contain order informatsanthe calendar day is used in the
Basic view. Timeclock reports will use the payroll time bounday.

The Advanced view lets the user select either a period or date range that crosses more
than a single day, and is not limited to the dag-eoundaries.
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Note: 24-hour time is used for accuracy. A spetiiaé of 11:59 pm is available to get close
to midnight. The alternative is to use 00:00 hairthe next dayBy default the order
day boundary time will be chosen. Make sure the crect dates are selected in
Advanced View.

Use the Set Report Date Range feature on the mareggdain Menu to set a range that
can be used by multiple reports. This will alloauyto move in and out of various reports
and not have to set a date or range multiple times.

TIME PERIODS
All reports have a consistent mechanism for selgdtie time period the report is to cover.
For most reports there is a “Basic View” whererggkd calendar date can be entered or
selected by clicking on the calendar icC2l)( The date selected will define the data range
for the report; if there is order information, ahen the date portion of the order id is used
to obtain the data. This helps view data basetherifiscal” or order day. When the data
does not contain order information, then the cademidy boundary is used.
button needs to be clicked to re-generate therreypth the new data.

There is also an “Advanced” view for selecting datere either a pre-defined time period
(such as Month To Date) can be selected, or afsgpdate/time range can be entered or
selected using the calendar icon. There is amcéffe date” field that gives a reference to
the pre-defined period (i.e. the “To Date” date).

The Advanced view uses 24-hour time to ensure stergiy and accuracy. By default the
time period will be based on the Order Day Boundarmyrder to match the Basic view.

Note: Take care when switching to Advanced Viewhasdefault end time (“data to”) will
be the order day boundary fimmorrow. Older versions of Sapphire used midnitgday
as the upper boundary so be careful the upper loyiglwhat is expected.

Since Midnight is also the same as 12:00am thetangpper boundary is through 23:59
(12:59 pm) which should work for most cases. Hosveif there are sales or other activity
(such as TimeClock clock-out times) that go pastmght, then a date/time value that
correctly covers the desired time period shouldided (such as 3am the next morning).

Example: If you want to check the*ithrough the 18, you would click the first
calendar and choose th& 1Then you would click on the second calendar
and choose the f5then you would clic The numbers will then
recalculate to include data from th&at 12am (00:00 hours) until the"1 5t
11:59pm (23:59 hours). To be more accurate, yoldcgelect 12am (00:00
hours) on the 1% Also, you must alwayRefresh] after each chosen data
range for the numbers to recalculate.
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Note: When using the calendar icon to select dtitats always select the time first as th
selection of the date causes the pop-up calendar &avay and the selected date/time value
to be entered in the text box.

SHIFTS VS AM/PM
Sapphire is configured by default to automaticatigate a new “shift” for a server who
clocks out and back in again in the same day. sBies information is then shown in the
Server Report, Server Deposit Report, and Cash @&r@keckout by shift. The
configuration can be changed to show that inforomatiased on the AM/PM separation that
the Mid-Day Close process provides. This settiig ithe Manage System / POS Module /
Shifts.

Note: The AM/PM concept is an accounting-like featwhere the sales information can be
broken into two parts using the Mid-Day Close pssceThe Order Shifts concept is per-
server and only servers who clock out and baclgairawill get a second shift (if
configured appropriately). The two can be equivaitduring the Mid-Day Close the
appropriate orders are picked to go into the AMs&b match the first shift.

PRINTING
If a report has button, it will attempt to print the viewed report a configured
report printer. This is assumed to be a print@ilar to one used for printing fulfillment
tickets or receipts. If the printer is wide enoutyten the report will print.

Reports can also be displayed in a “printer frighdéianner where the report can be printed
from the browser window. This style report mayteam more information than the
narrower report printer. Click thRrinter Friendly Report| button to see the printer friendly
report.

Subsets of reports can also be printed by simpbyiog (Ctrl-C) and pasting (Ctrl-V) into
your favorite editor. Report data can be transfto a spreadsheet application in this
manner, as well.

NAVIGATION
On all the management screens, there is one or ofithese buttons:
Backl: This will return you to the previous data screémmight be the same as the
Home button in some cases.
Home:.  This will always return you to the Sapphire Maaagnt Central screen.
Refresh: This will re-display the current data screen woe on, showing any updates that
may have occurred.

DELETING INFORMATION
Due to the importance of retaining historical dataeports make sense, some data or values
are never deleted. Instead, Sapphire uses a darfdeiding “Deleted” records and
displaying “Active” records. An example would Beimenu item is used for a while and
then discontinued. If the menu item was physicadieted from the database, then
historical reports over the time period in whicle ttem was in use would contain bad
information.
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Note: It is highly recommended to never changentkaningful information on a menu
category or item once orders have been placed tisstgategory or item. Instead, create a
new category or item and mark the old one as dkleff®r example, don’t change the menu
item from “Mike’s Lemonade” to “Tomato Juice” whgou discontinue selling lemonade
and start selling tomato juice, otherwise histdrszdes of lemonade could show up in
reports of tomato juice sales.

Some areas are not affected by the deleting ofrimdition and therefore a physical delete is
used. Information that is physically deleted carberetrieved, and will need to be re-
entered.

MODIFIERS AND TRIMMINGS
Sapphire has the concept of Modifiers and Trimmihgs are closely related. Modifiers are
used to provide instructions and modifications enmitems. Trimmings also modify menu
items, but are for building customizations with métems. Examples of a Modifier would
be cooking temperatures for meat (e.g. Rare, Mediett) or a salad or soup included with
a menu item. Examples of Trimmings would be togpion a pizza or “building” a
sandwich by selecting meats, cheeses, condiméatsTemmings have “custom actions”
that can be used, such as “Add”, “No”, “Extra”, .etsometimes trimmings are referred to as
custom items.

Modifiers can have prices associated with themes€éhare called “Priced Modifiers” and
will show up on the order ticket. The price carsbéwhen the modifier is defined.

A modifier can be defined to have a “second-leveddifier where additional information
can be included about a modifier. A second-levetlffirer cannot have a price or be a
prepared item that goes to a different printere-itfiormation is only used with the original
modifier. An example of a second-level modifieultbbe a salad dressing choice for a
salad modifier to a menu item.

CUSTOM PRICING
Sapphire has the ability to handle custom pricinp@ time the menu item is ordered.
When setting up a menu item enter a negative geice -1.00) in the price field. This is a
signal to the POS system to ask for the priceatithe the price category for the menu item
is selected. You may want to set up a speciaémategory just for custom prices as an aid
to clarity for servers using the POS menus.

INVENTORY MANAGEMENT
Sapphire has a robust food inventory managemetgraythat uses a “perpetual” inventory
concept and ingredient lists to relate inventoeynis to menu items. It is discussed further
in the Inventory Management section. The RetaitlMe also uses a perpetual inventory
concept but is much simpler with each retail itesauemed to be an “each,” single ingredient
listitem. The retail inventory is managed throulyd Retail Module.

Note: Inventory is depleted when the ticket is eths
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ORDER/ITEM HOLDS
If desired, an order or item(s) on an order cambeked as “Held” to show up at a later time
at any fulfillment terminal(s). The Confirm featumust be enabled (see sectiorSystem
Configuratior). When the order confirmation screen is showrstirger can choose to give
a predefined hold time to any order item(s) orkcbia thgOrder Hold| button to hold the
whole order. When the hold is released it willk@s if the order/item was just entered by
the server. Tickets cannot be closed when a hosdise If there is more than one item held
at a time all the items print at the same timethédire is more than one order hold on a ticket
all the order items are printed at the same tiime {{ine the first hold is released).

DECLARED TIPS
Any employee can be flagged as needed to decfatior to clocking out. This is done in
the Employee Info screen and checking the “Tip€aibox. Any employee can declare
tips; only employees with the “Tips” checkbox chedlarerequiredto declare tips. Tips
are declared by entering the “Checkout” sectionanumitting a declared tip value. A
suggested tip value is displayed, based on theo$uhe credit card tips (if using the
Sapphire integrated credit card support), the pgpsnent method, and a calculated amount
of sales (for orders not having information in tdtker two categories). The calculation will
rely on a configuration entry that gives the sugggsip percentage. Itis assumed that the
total tips received are being declared (includireglit card tips).

RECEIPT LOGOS
Certain receipt printers can be configured to pifdgo on the receipt prior to the receipt
information. Since each printer manufacturer hdgfarent utility or process to load the
receipt logo on the printer, please contact Khawluti®ns for instructions on loading the
logo. The better printing logos will be wider andhout too many colors as only black is
used by the printer.

INTUIT QUICKBOOKS SUPPORT
Sapphire can now export data for use in QuickBooks®

Timeclock data can be exported if the QuickBook®jgany number is known. Note that
this is not payroll data but just timeclock datayrs worked). To allow export of timeclock
data see the Employee Module Setup page to coefau use the Advanced Payroll
Report to gather the data to export. The expasadks with QuickBooks Pro 2006 and
may work with other versions. Contact Khamu Supfmrmore information on

configuring this feature.

The G/L Report can also export sales data for itptw QuickBooks. See the section on
the G/L Report for more information.

MULTIPLE TILLS
Sapphire can support up to two cash drawers peiptgarinter. A special cable is needed
between the printer and the cables normally commgetie printer to the cash drawer. In the
Setup Printers And Termina¢ection specify the number of tills to be “2”.

If the Cash Drawer Ownership feature is used tts¢ fierson signing onto a terminal that
has a till, and can own a till will be asked whidhany, cash drawer they would like to own.
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DAILY LOG
A daily log can be used to record short notes aboutgiven day. The log is accessed
through theDaily Sales report (in the POS Module). The information istjtecorded in raw
format and can be read back at any time.

SAPPHIRE TERMINAL ASSIGNMENT
Terminals can be assigned when they are first hge®hpphire. You will need a manager
name and password to “authenticate” a new termiliglou are setting up a new terminal
(as opposed to using an existing definition) you eater the terminal’s name, information
about any attached printers, cash drawers, orgisfgays. You can also identify the
characteristics of the terminal, such as if it aah service or bar terminal, the number of
tills, and a default fulfillment terminal.

If the terminal’s IP address changes Sapphireamiibmatically update the settings for the
terminal and any attached printers. If the terinmasing printers that are not attached to
itself it is important that the printers are asaten with a static IP address (either an
Ethernet printer or attached to a terminal withadis IP address).

See the section ddetup Terminals And Printers for more information on Sapphire
terminals and printers.
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IIl. MANAGEMENT FUNC TIONS

The management functions are separated into diffenedules. Some modules will have a Reports
and System Management section. Reports allow Hreager to obtain information from the
Sapphire system. System Management is used torgap the Sapphire system as well as other
operational actions such as managing orders.aksamed for most of the management functions
that a workstation with a keyboard is used.

ThePOS moduleis the area where the POS system is set up andgedn The menu and ordering
related management is here.

Go to theEmployee modulefor employee-related management.

The Customer moduleis used to manage customer information from thievBxy, Pre-paid,
Customer Charge Accounts, and Loyalty Card areas.

TheCredit Card module is used to set up and manage credit card progessin

The Setup moduleis where various configuration activities are parfed.

Inventory managementis all handled in its own module. Is just foodated inventory. The “On
Hand Specials” are handled in the POS Module atiddisable a menu item if the quantity on-hand

reaches zero.

TheEvent Planning module(not implemented yet) is used to create distimehés to account for
activities related to that event.

Management functions can be accessed from the fiege by clickingManage System|. After you
enter your password, you will be 8apphire Management Centralwhere you can choose which
module to enter. The ability to perform functiosslependant on your security privilege level.

FIRST TIME SETUP
When setting up Sapphire for the first time, Bdit Categories (Price and Menu) and
Set up Printers and Terminals should be completed before Edit Menu.

MID-DAY CLOSE
The Mid-Day Close is an optional step that can be run at any tinfierbeéhe Day-End Close.
Any orders that are closed will be displayed aredubker can select the orders to put into the
“AM” period. Any orders not chosen for the “AM” ped will be moved to the “PM” period
when the Day-End Close process is run. The Mid-Olmge will help separate shifts so per-
shift reconciliation is easier to perform. Theensimoved into the “AM” period will show up
under a “Closed AM” heading in various reports.

If any orders are accidentally moved into the “Ap€riod, they can be re-opened and closed

through theManage Orders process, discussed below. This can only be dooetp the
Day-End Close being run.
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Employees can remain clocked in and orders candeegsed while the Mid-Day Close is
being performed.

DAY-END CLOSE
Day-End Close needs to be run at the end of each day, aftenglloyees have clocked out
and orders are closed. This is a data integréatufe to help make sure information is correct at
the end of each day, credit cards are processed Tée process will check what tickets are still
open and if any servers are clocked in (non-sergeich as dishwashers may still be clocked
in). If there are, those issues need to be reddiedore the close process can complete.

Note: TheDay-End Close can be set up to run automatically. If no issaresencountered
then the close will complete. If there are isdines the close will not complete and a user wil
need to address the issues and then run the clseatiy.

If there are open orders, they can be closed bgitifdoyee or anyone with ti8uperServer
privilege level (see the section on Employee Rigimid Privileges). The manager can clock out
employees if the employee’s password or admin paiskis known. Alternatively, the manager
can change the employee’s password and use theassword to clock them out.

When the day-end close process runs successfailgsaage is displayed stating that success.

If Day-End Close is not run at the end of the day, a message halvsup on the front page
stating that the day-end close process needs toThhe manager can then run the process, and
the prior-day orders are processed first. The ganaay want to verify employee hours for
the prior day as it may be unknown when an emplay#eally clocked out. A warning will be
displayed for any employee that is currently clatkewith more than eight (8) hours currently
accrued in the work period, in case the warning b&for an employee who forgot to clock
out.

If processing the prior day-end close, the managerreturn to the management central screen

before processing the current day close. At tbattghe message will disappear from the front
pay, and the normal message, if any, is displayed.
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POSMODULE

MANAGERIAL REPORTS

DAILY SALES
Daily Sales displays a calendar for the current month. Fehekay the total orders are
presented in the day of the month. On the rigi sif the screen a more detailed look at that
day is presented, as well as some short-cut buthatsvill call up a specific report to show
even more detail. Clicking on the dollar total &y day will cause that day’s detail to be
shown on the right side of the screen.

The current monthly total is shown in the lowehtipand corner of the calendar. That total
only includes days of the current month. Along figat-hand column the weekly total is
shown. That weekly total includes all days in pineceding week, even if a day lands in a
different month. Along the bottom row is the tdia that day of the week. Again, that day of
the week total will include totals for days tha¢ érom different months. Finally, the daily
average for the month is shown. It is simply tbeent month total divided by the number of
days in the month.

U

Note: The totals shown on this report are foretbsales. Any open sales will not be reflected
until the order is closed.

Check the “after discounting” checkbox to showeffect of discounting on the report.

Daily log entries are shown via this calendarthé “Log” link is red then no entry has been
made. If the link is green then there is an en€@lick on the link to enter, read, or change the
log entry.

Click on thebone| button to get back to the main management scréink on the navigation
buttons to move to different months.

Click on theView Log Entries For Month| button to see the daily log entries for that month

SALES BY SERVER
Sales by Server will give the open and closed total for all sesseirat have data for the
selected time period. These numbers are brokem tigveategories fabine In, To Go,and
Delivery (if the delivery module is enabled). Further gatges showing th8ubtotal, Total,
andTaxesare displayed, as well &scounts SpecialsandSurcharges Additionally, for
each server, th®pen, Closed Closed AM, Closed PM andCancelledtotals are shown if
there are any amounts in the row. Finally the stiab{sum of the above rows) is shown for
each server. When a server is finished for the theye should be nothing in t®en
categories. The “Totals” section has the totalsawh server’s data, and the “Net Sales” has the
total open and closed amounts.

The Subtotal for each server will be shown witreecpntage of the total sales for all servers.
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SALES BY CATEGORY
Sales by Category will give you sales numbers for each categoryerhs sold. For the
given data range, all sales of any category areishdo get more detail, click on tiem|
button. In this detailed view, the data can beagted by which ever category the user
desires. From the detailed view, click on button to see which orders contained that
particular item and price category.

Example: If you wanted to see how many hotdogs were saldhi® entire month of June,
you would seledAdvanced View| and then use the calendar icons to choose June
1%'and then June 30 seleciRefresh|, and it will recalculate. Then select
button for the food category and find the entnytotdogs.

Note: No tax treatment is given to these numtsersf taxes are included in menu items, then
they are also included in this report. The opgosdlds true where taxes are added in after the
total.

SALES BY FULFILLMENT AREA
Sales by Fulfillment Area will give you sales numbers for each fulfillmeméea or
terminal. For the given data range, all salesngf@ategory are shown. To get more detail,
click on theltem Details| button to see the actual items sold at that teamim the detailed
view, the data can be re-sorted by which ever cayetpe user desires.

Note: This report may display a warning, *** Carledl orders exist in this report ***. This is
only a warning to let the user know that during $pecified time period there were cancelled
orders. The totals in this report only use norgnelbsed orders and do not include cancelled
orders. To see the cancelled items, please refertbeCancelled Orders report.

SALES BY MODIFIER REPORT
Sales By Modifier Report will let you see what modifiers where chosen witnu items.
This might be helpful in menu planning or knowinbat to stock in the kitchen. The menu
categories with menu items that have modifiersshvn for the given time period. If there are
no menu items with modifiers sold in the time pdrithe menu category will not be shown.
Clicking on the menu categoDetail button will show the menu items with modifier cbes in
that category that were sold in the given timequeri

Note: Only menu items that have modifier choicessirown in this report. However, if a menu
item was selected with no modifiers chosen, itilsshown.

CANCELLED ORDERS
Cancelled Orders will report on the orders and/or items in ordéwat thave been cancelled.
There are several ways an order can be canceleg.order that is merged into another order
will be given a cancelled status. Also, if an aoridestarted and never placed (i.e. the menu page
times out and returns to the front page beforépthee] button is clicked) it will receive a
cancelled status. These orders have a referezldeofi “Incomplete” and are only shown if the
Show zero dollar orders set toYes Finally, through théManage Orders function, orders
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can explicitly be cancelled (this method will cajt@ cancel reason, which is displayed in the
Referencecolumn).

DISCOUNT REPORT
Discount Report shows information about any discounts given intiitme period of the
report. For each discount the report prints asimewing the order number, server, the time the
order was opened, an optional description (refexgrand the total order discount. Grouped
under that line is some detail information thatwfidf the discount was on an individual item or
the total order, and the discount rate, as wethagliscounted amount. If it is on an individual
item, that item is shown. Finally, for each diseuhe total effective discount is shown, which
is the amount discounted, divided by the total o(gee-discount) amount.

TheApplied By column will show who applied the discount.

The report can be filtered by the reason for tisealint and/or the server who owned the order.

PROMOS REPORT
Promos Report shows information about any promotions appliethatime period of the
report. The report can be filtered to show cerpaomotions or promotions given by a certain

Server.

SPECIALS REPORT
Specials Report shows information about any specials given intittne period of the report.
For each special the report prints a line showiregarder number, type of special, the item the
special was for, and the value of the special.

SURCHARGE REPORT
Surcharge Report shows information about any surcharges givenaertithe period of the
report. For each surcharge a line is printed wighorder id, server name, time, reason, and the
amount of the surcharge.

TABLE TURN TIME
Table Turn Time will show how long it took between the time a gtkvas opened and
closed. It will show an average for the serverthwrders in the given time period, or you can
click on the server’s information for more detail.

Note: This information is dependant on the seretsing the tickets in an accurate manner. | If

the ticket is re-opened for any reason (e.g. cinga@ mistake) the information may not be
accurate.

NO SALE REPORT
No Sale Report will show when the cash drawer was opened. Tiukides printer test
commands, during the close of an order, etc. Sirisgossible that a manager used “Super
Server” rights to open the drawer, tBeper Servercolumn will show who, if any, opened the
drawer that way. Th&ype column shows the different types of opens.
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GUEST COUNT REPORT
Guest Count Report will show the Per Person Average of sales. Tlhiilsonly be valid if
theCount Guestéeature is enabled and it is only as accurateexglata is entered. If a count
needs to be “fixed” check the “Show Detail” checktamd then click on thEix| button for the
appropriate entry. The report can also be filtdozdnly Dine-In tickets.

HOURLY SALES REPORT
Hourly Sales Report will display the sales data broken into time pésithroughout the
day. The user can select the length of eachghand whether or not to show periods with
$0.00 in sales. The intent of the report is tosshctivity so the manager can have the
information to aid in determining correct staffin§ubtotals for each fulfilment terminal are
shown to get a better idea where the activity muatng.

\ Note: This report uses the time the order was apene \

Note: TheOrder day boundary configuration value is used to pick a startinggtita display
orders.

PIZZA SALES
Pizza Sales will show specific sales information for menu iteset up in the pizza module
(seeDefine Pizzap Sales information will also be shown in othgyaes but this report will
show just the pizza sales data as it relates &r gizza. Clicking on th¥iew Modifier Report|
button will show the counts of various choices fst, sauce, cheese, and toppings were
chosen, by the sizes available.

SALES BY TYPE
Sales By Type will show sales information based on the typeaKet (e.g. dine-in, to go,
delivery, pick-up).

AGE CHECK REPORT
Age Check Report will show age check information for any ticketatlmave been age-
checked.

ACCOUNTING REPORTS

SERVER REPORT
Server Reportis an informational report that displays data diserelated to the server's
activity. If configured to show order shifts, ttata will show either the latest shift or let the
server choose which shift. Otherwise, the dataosiped by the different close groups —
Closed-AM, Closed-PM, and closed orders that hatdaen put into an AM or PM group.

There are several areas of information shown:

Server Deposit —This shows the totals of any payment methods lamaét cash based on the
“cash” payment method minus any “change” or “tipayment methods. Any credit card
tips processed through Sapphire will also be sate#da Paid In/Out totals are shown as
well.

8/28/2012 24 Rev 6.0



Sales by ticket— This shows the sales under each order, incluti@gustomer’s seat location
and time the ticket was open. The total and awesades are shown. It could be useful for
reconciling the server’s “bank”, or for determiniiighe server’s average sales are
increasing.

Sales by category- This shows, for the server, the breakdown iasshly category. It could be
useful for “contests” (e.g. increase merchandigessa a month) or other activities where
category sales are desired.

G/L Report — This shows the G/L Report only for sales atteluto the server. It uses the
same settings the “regular” G/L Report uses.

Gift Card Activity — If gift cards enabled, any gift card activitysisown.

Prepaid Activity — If prepaid cards enabled, any prepaid card agtivishown.

Customer Charge Activity — If customer charge accounts enabled, any actszghown.

Discounts Given— This breaks out, by ticket, any discounts givethe report’s time period.

Promos Applied— Any promos on a ticket are shown.

Surcharges— Any surcharges on a ticket are shown.

Paid In/Out — If there are any paid in/out records this tabiléstow them.

Order payment methods— All payment methods are shown first listed bkeic and then
grouped into totals for each method. This can bedpserver reconcile against individual
orders as well as credit card reports and casamifunts.

Credit card transactions— This is a listing of all the credit card transawcs for the orders in
the report’s time period.

Sales and tip-out amounts- This shows closed sales and uses the informatitared in the
tip-out table (see section on Edit Tip-out Ratesfiore information) to display the amount
the server needs to tip out to certain co-worké&fste that open sales are blindly picked up,
so if viewing on a different day, some open salay fve shown. This report is really
intended to be for the end of a shift for a server.

Work periods — This shows the hours worked for the server aamém helping make sure the
TimeClock has recorded their work time correctlfythe server is currently working, the
time shows unadjusted data.

The server report can be accessed three differayd.wA server can access the report and see
just their data by going to the Open Orders sceehclicking théManage| button and then the

button, or by entering the Checkout screen aruiioly theServer Report

button.

Note: A server can only look at their own serveromt for the current day. Once the Server
Report has been printed or Cash/Bank Checkout s tecorded the server cannot sign int
the POS terminal again until after a clock-out @scu

A manager can look at the server report for anyesdor any day by going through the
Management Central reports. The manager can alf@are Server Report to only display
and print the sections of the report that are ingrdrto management. To view the data for a
server, select the server from the list and clekRefresh button.

PAYMENT METHODS

Payment Methods shows information in two groups — the closed shiesategory, broken
into the Closed, Closed-AM, and Closed-PM groups, tae combined payment methods
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captured at the time the order was closed. Thestdes should reconcile with each other. A
third group of information is a repeat of the sumyn$erver Deposit Report information

(see the Server Deposit Report if more informaisomeeded). This total should also match the
other two totals, but the payment information whiow the total credit card receipts and net out
any cash payments with tip on cashless payment.

If more drill-down information is needed, the usan reference th§erver Report or Sales
By Server, or Sales By Category report for the time period in question.

Note: priced modifiers are shown grouped by theiffesccategory. This is because modifiers
may be used for menu items in different menu categso they cannot be related directly to
menu categories.

SERVER DEPOSITS
Server Deposits Report will show the total amount of any credit card lipt® checks, and
any other payment methods. It will also net oet¢hsh owed by the server by taking the total
cash (based on payment methods) and subtractiranpffchange” or “tips” payment methods.
Any credit card tips processed through Sapphirese subtracted. Any paid in or out activity
is shown in separate columns. The totals for eankes as well as the totals for all servers are
shown. Check the “Show zero-dollar entries” checkin see deposits that have zero dollars.

BASIC ACCOUNTING REPORT
Basic Accounting Report will let you map menu categories to a “rolled-waitegory.
This “rolled-up” category can be an accounting @aekG/L account number, or just a
consolidation of menu categories (for examplethadlfood categories can roll up to a “Food”
category by typing the name “Food” into each foategory mapping). You can choose to have
item discounting be included with the item’s memtegory or be totaled separately, and
whether to show the payment method summary andjopl8re credit card summary. Once the
mapping and configurations has been set and saitedh&Update| button, click onGo To)
to view the actual report.

For QuickBooks support simply put a sales categarye into th&€uickBooks Acct Name
entry. That will cause a button to appear on taei®@Accounting Report page. Clicking on
this button will create an IIF file that can be ddeaded and imported into QuickBooks. See
the documentation in QuickBooks on how to impdftfiles.

NOTE: Due to the nature of importing IIF files infuickBooks it is possible to crash
QuickBooks. Make sure you create a backup of gaitm before importing. Khamu is not
liable for any lost or incorrect data.

G/L REPORT
G/L Report will combine the sales data as determined by ttheABcount feature. Each G/L
account sales is reported with the percent “contign” to the total. There is configuration
information that can be set and saved withupdate button.

QuickBooks Users
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Click on the button “QuickBooks Configuration”. €tk the checkbox “Create QuickBooks
Download File” and click “Update”. This will causebutton on the G/L Report to show up that
allows the download of an IIF file that reflecte ttiata in the report. The other fields on the
configuration page are accounts that may alreadg haen set up in QuickBooks. Enter the
name and account number (the account number isioplyrtant if using account numbers in
QuickBooks). If account numbers are being usedasadeft blank on the configuration page,
then the account numbers will be lost when theidilenported.

See the documentation in QuickBooks on how to impBrfiles.

If the account does not exist when importing intad®Books then it will be created. It is
important to make sure the names match exactheifitcount already exists otherwise a new
account will be created. The data is imported sal@ and the sales data shows up in the P&L
reports. If data was imported and later determiodak incorrect, the invoice created by the
import can be found and deleted.

Warning: QuickBooks will not care if the samealst imported multiple times. Therefore it jis
important to have processes in place to make sateeisl not accidentally re-
imported by overlapping report dates (or missednigsing report dates).

NOTE: Due to the nature of importing IIF filesanQuickBooks it is possible to crash
QuickBooks. Make sure you create a backup of gaita before importing. Khamu
Solutions is not liable for any lost or incorreettal

CASH DRAWER REPORT
Cash Drawer Report will simply display the balance from each cashndmaentry. It will
also total up the day (across servers) and wll fiorr the server (across days). Click on the
button to go to the cash drawer checkout pagthoday in question. See the section on
Cash Drawer Report for more information about the cash drawer chetkou

PAID IN/OUT REPORT
Paid In/Out Report will simply show what paid in/out activity tookgude on a certain day
or range of dates.

SERVER TIPS PAID
Server Tips Paid will look at the order payment method to deterntimeamount of tips
paid to a server. TheC Tipscolumn will show information based on credit capdscessed
through Sapphire. Thdethod Tipscolumn will reflect theTips payment method button usage
when the orders were closed.

SALES TAX BY MONTH
Sales Tax By Month has been replaced with the Sales Tax Report ifidikenodule..

REAL-TIME X REPORT
Real-Time X Reportis similar to a cash register X-Report and willyleu print the current
sales summary to a receipt printer. The infornmafionted is the category sales, payment
methods, and server deposit information. Thislmaa useful way to get a “snapshot” of the
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current sales situation throughout the day (fomgxa, between each meal). If a printer is
associated with the terminal being used you caik dih theOutput To Receipt Printer: xx
button, where xx is the name of the terminal ttzet the printer attached.

DECLARED TIPS
Declared Tips Report will show the declared tips for any employee wis declared any
tips in the given time period. The tips for eaely dre shown if desired, and the total is shown
as well as sales information for that server fat time period. The percentage of the tips to
sales is shown purely as an informational meastihe tips, sales, and percentages are broken
down by credit cards processed through Sapphitkefd(which is all non-credit card sales or
tips), and the total. It is assumed that the tealared tips are entered when declaring tips.

ORDER PAYMENTS
Order Payments is a report that will show how each order was pagidetermined by the
server at the time the order was closed. Thisccbala useful report to help track down
incorrect information.

USAGE REPORT
Usage Report will show the usage of any menu items during tivergtime period. The
report can show menu item usage, modifier usagksacond-level modifier usage depending
on which checkboxes are checked. The report wilyadhe “Exclude Mod Report” setting in
the modifier category configuration page (see #watien onEdit Categories / Modifieds

DEPOSITS BY TERMINAL REPORT
Deposits By Terminal Report will show payment tenders based on at which teairtime
payment was made. This might be useful to helpnoala till. This report can be printed to a
receipt printer.

Note: This information is determined based on wizetieket is closed. If a ticket is re-opened
and closed at another terminal, or if the paymarggaken at one terminal and the ticket is
closed at another then this report will not be aatsu

EXPORT DATA
Export Data will create a report using thexternal #field that can be set up for each menu
item / price size or modifier. The report will sheéhe external number, item name, quantity
sold, and raw sales information (i.e. not includthgcounting, etc.). The intent is to provide a
way to get sales information into an external sysseich as an accounting system. Clicking on
the[Download| button will allow a comma delimited text file te llownloaded with the same
information (except for the item name).

MANAGEMENT

MANAGE ORDERS
Manage Orders will give you access to all orders from the saddaday, includingdpen,
Closed andCancelledorders. Each order is broken down@uder number, Table, Server,
Reference, Open Time, Closed TimeandTotal. This is helpful if you need to “fix” an order
for a server; you have several options of howrtd the order in question. Care should be taken
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when working with closed orders as the order maselaready been paid for and you may get a
reconciliation issue when balancing your bank statet.

Note: Only users witiMlanagerandOwner/Location Managerights can look at data in the
past.

Any receipt can be reprinted in the Details vievitwf order. Simply click on thRetails|

button and then thHRe-Print Receipt] button. Click orBack| to return to the main manage orders
screen. If &] button appears next to an order item, it is aaragtriced item. Clicking on thg
will allow the custom price to be changed.

Orders can not be closed throumnage Orders. They must be closed through the POS
system in order to capture the correct payment otesimd taxes for the order.

If desired the orders displayed can be shown iiff@rent order by clicking on the appropriate
button in the column header.

OPEN ORDERS: In theOpen Orders section there are three buttons next to each
order:/Cancell, [Close|, andDetails|.

Cancell: By choosindCancel|, you will completely cancel the order from thetsys and it
will drop down to theCancel category.

Details|: will bring up the order, listing out all the itemslext to each item there
is an X—click on the X to delete this one item.pffaire will prompt you and
ask if you are sure you want to delete this itdfrom there you can select
if you DO NOT want to delete this item, @k if you do want to delete
the item. From there you seléBck| to return you to th&lanage Orders
screen.

Transfer Tol: This option only shows up if there are open csderd multiple servers. Use
if you need to transfer an order from the cursamwver to a different
one. Simply select the new server from the drogdbist and the order will be
transferred to that server.

CLOSED ORDERS: In theClosed Orderssection there are three buttons next to each
order:/Cancel|, Re-Open|, andDetails|.
Cancel: By choosingCancel|, you will completely cancel the order from thetsys and it

will drop down to theCancel category.

Re-Open: By choosingRe-Open), you will re-open the order and it will go backth@ Open
Order category.

Details; Details| will bring up the order, listing out all the item&rom there you select

Back] to return you to thtanage Ordersscreen.

MID-DAY ORDERS: These ar€losed Ordersthat have been moved into the AM
close, and are waiting to be archived. SeellosedOrders
section for options. To move an order out of thid-May close,
the order will have to be opened and re-closed.
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CANCELLED ORDERS: In the Cancelled Orders section, there are thutterts next to

Archive}

Re-Open;
Details|

each orderjArchive], Re-Open| andDetails|.

By choosindArchive| you will manually move the cancelled order to echived
status. This is done automatically to closed orbgrheDay-End Close
process.

By choosingRe-Open), you will re-open the order and it will go backth@Open
Order category.

Details| will bring up the order, listing out all the item&rom there you select
BacK to return you to thélanage Ordersscreen.

ARCHIVED ORDERS: In theArchive Closed OrdersandArchive Cancelled Orders

sections there are three buttons next to each.otdewever, only

the[Details| button is enabled.

lUn-Archive:

lUn-Archive| will let an owner or location manager change thagus of an order

from Archived to Closed This is in case a ticket was closed incorreatlg then
archived with the Day-End Close process.

will bring up the order, listing out all the item$he only option with
archived orders it so re-print a receipt. SdBaeil( to return you to thélanage
Orders screen.

CASH DRAWER CHECKOUT

Cash Drawer Checkout is essentially a calculator that aids managerslH{ift supervisors)

in closing cash tills. Initially, the manager cgither choose to startNew Checkout| or look at
theDetail of an existing checkout entry. The status (batdnshort, or over) is displayed for

each entry.

Note: If the]Delete] button is pressed, the entry is actually physjaddlleted and cannot be
retrieved. Be very certain you really want to delen entry; otherwise the data will need to k&
re-entered. Onl{ ocationrights can delete entries.

When either a new checkout is started or a det&iyés viewed, the main cash drawer
checkout page is displayed. On this page, thersiarareas of information:

Sales:

Payment
Method:

Status:

Till/Bank:

The initial sales number is obtained from the dasalfor that day, but
can be changed for whatever reason. Once thedcasier information
is saved, the saved number is displayed. The nearcag enter sales
information, broken down by type that are the sasiéhe allowed
payment methods.

The payment methods used to offset the sales. eTdresthe values
captured when an order was closed. Note@hma@ngeandTipsare
expected to be negative values because they refl@oey (usually cash
leaving the till/bank.

The till section represents the cash in the caatvelr. There is generall
a starting amount (initially equal to the last cdséwer entry), and the
totals of each type of coin and bill. Thal Owedis simply the
difference between thBotal Till andTill Start.

The status is whether the cash drawdrailancedover, orshort The
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amount off is also shown.

Bank Deposit:  The bank deposit is simply the cash and checksed to be taken to
the bank. Thdill Startamount is not reflected here since it is assumed
that amount remains in the till for the next sbiftousiness day.

Paid In: The total of paid in items for this person or tipexiod. Only cash

(receipts) entries will cause the status to change; checkesnivrill be reflected in
the bank deposit section.

Paid Out: The total of paid out activity for this person on¢ period. Only cash

(payments) entries will cause the status to change; checkesnivrill be reflected in

the bank deposit section.

TheNet Salewvalue should always be zero since it is the déffiee between Sales and Payments
and they should be equal and offsetting.

When the cash drawer information is all compleitiee theSave) or [Final button can be
selected. The difference is that the Final buttdhnot allow future changes to the data. Only
re-entering new information and deleting the ineotinformation can be done to correct the

entries. TheRecald button will recalculate the data but not recorgithimg. ThePre-populaté]
button will read in the payment method informatasrecorded when orders were

closed, and pre-populate the payment method fields.

The till/lbank values can either be entered as dal@ounts or as a count. Use
or[Use Amounts| button to switch between these two features.

Click onlPrinter Friendly Report| to print to a regular printer. If a receipt pents associated
with the current terminal click dReceipt Printer Report| to print the data to a receipt printer.

Note: There is also a way to get to this pageterderver. From the front page, click on
and the chose the server. At the checkout pdigk,an thelCash/Bank Checkout|
button. Entering in this manner will have just #ades and payments associated with the server
pre-populated. Once the Server Report has beetegran Cash/Bank Checkout has been
recorded through Checkout the server cannot sigrtie POS terminal again until after a
clock-out occurs.

Good cash management will have a different emplogeigying the cash in the till/bank and
paid in/out activity as being correct as entered, then any out-of-balance entries can be
verified with system information. If an employestiying to steal by altering the sales and
payments information, those values can be vertfiipdomparing the sales / payment method
information given in this report by ti&erver Reportor Server Depositreport.

MANAGE LOCKS
Manage Locks will allow a manager to configure order lockingdanemove any outstanding
order locks, if necessary. The different levebater locking areOff — orders are not locked
when adding menu itemStrict — only a single server is allowed to add menu stata time;
andAllow Same— where the same server at the same termindbisead to add items to the
order. Any order lock is released when the seadeling menu items leaves the menu item
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screen, under normal circumstances. If somethimigward happens, then the lock can be
released on this page, by a manager.

CHANGE PAYMENT METHOD
Change Payment Method will allow a manager to correct the payment mettetérmined
at the time the order was closed. This interfaagseful because after orders are archived at the
Day-End Close process, orders cannot be re-openadiér to choose new payment methods at
the close time. It is also useful if the wrongditeard type was chosen and the payment
method needs to be changed without re-authoriniegtedit transaction. Simply choose the
day of the order in question, and then find theeardrhe number of payment methods cannot
be changed, but the payment method type and amoamniss long as the total payment amount
remains the same. This change will only affecorgpg.

CASH DRAWER OWNERS
Cash Drawer Owners will allow a manager to assign or take away casfivdr ownership.
Only servers who have cash drawer rights and greediin can be assigned cash drawers. See
the section olemployee Infdor information about cash drawer rights. Seesenaion orSetup
Terminals And Printerfor information about identifying a POS terminaltaaving a cash
drawer. See the section 8gstem Configuratiofor information about configuring Sapphire to
have cash drawer owners.

HOLDS
The Holds feature will allow a manager to release a holéoy held item or order. The ticket
number and release time of any current holds aresh If the order/item needs to be released
early simply click on thi®elease| button and the order/item will show up at theifinfent
terminal(s) as if it was just entered.

SHIFTS
The Shifts feature will allow a manager to move orders betwsgfts. The intent of this
feature is to correct issues that come about fr@e@reer not getting the ticket into the correct
shift to begin with (e.g. forgetting to clock outchback in again to start the second shift). To
change a ticket to a different shift, simply fifgktticket and change the shift using the list.

This page can also be used to configure the “cshlift” feature.

Disable Auto-Shift Check this checkbox if you want to disable thematic moving of earlier
orders into prior-shifts at clock-in.

Reports/Deposits Use AM/PMCheck this checkbox for the Server Report, SdDeposit
Report, and Cash Drawer Checkout to use AM/PM safesmation for the reports instead of
the order shift information.

Keep Shift Infe- Select the amount of time to keep the orderars¢gpd by shift. After this
amount of time the shift information is removedt oy AM/PM will remain.

PAID IN/OUT
The Paid In/Out feature will allow a manager to enter “paid in"paid out” records to
reflect money going into or out of a server’s banlcash drawer. The information from the
paid in/out entries will show up in the Server RepServer Deposit Report, and Cash Drawer
Checkout.
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By default theServer Paids| button is selected meaning that a Paid Out enilhbaadded for
the “From” choice and a Paid In entry will be addedthe “To” choice. If thévendor Paids)|
button is selected then only a Paid Out entry belladded for the “From” choice. TBerver
Paidsassumes money is moving between two people isytsiem whilé/endor Paidsassumes
money is leaving the system.

TheHouse Accountperson” is a fictitious entry to be used likeetty cash account.

If a server clocks out and back in again, any paout entries for the current day will be placed
into an earlier shift. If th®rder Shiftfeature is being used then the shift number ig wdeen
displaying the Server Report, Server Deposit Repoid Cash Drawer Checkout.

Use the “Pick new date” field to look at paid infeecords for different dates. If the day-end
close process hasn't yet run an entry can be debstelicking on thex| button. Any new
entries will only be for the current day.

Note: A manager with Owner/Location Manager careat delete paid in/out entries for
earlier days.

Field Meanings:

Employee— Pick the name of the employee the paid in/otriyas for.
Type — Pick “Out” (money going out of the bank or tidlj “In”.

Pay Type— Pick the type of tender.

Reason- (Required) Use the keypad to type in a reasotafer reference.
Amount — (Required) Use the keypad to type in the amount.

Note: This feature is for tracking money going moat of the server’s bank or a till. If you uge
a separate cash drawer for paying out or recepaygnents and thdouse Accountoncept
will not work for you, you should use a separaaeking mechanism for that separate drawer.

SETUP

EDIT CATEGORIES
There are four different categories that can beeddPrice categories are the names given to
different prices for a menu itenMenu categories are the groupings for menu items.
Trimming categories are the groupings for the custom trigsiModifier categories are the
groupings for menu item modifier instructions.

Price will allow you to set up the various price categsrfor the menu items. Each menu item
with multiple prices based on, for example, sizelldoeed to have a price category set up for
each price. Every menu item should have at leastcategory for consistency of display and
reporting. For example, even though there is only size of a sandwich, you might set up a
price category of “Regular”.

Field Meanings:
Short Name— The name of the category — this should be Kemt $or display purposes.
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Long Name— A longer name that is used on some buttons wiearee length is not an issue.
Display Order — The order in which the category is displayedomens and in reports.
Status— Whether the category is Hidden or not.

Note: The Short Name is displayed on the fulfillmtmminals and receipts, so a two (2)
character name is recommended, if possible. Timg Mame will help in the description of th
category as well as being used for buttons on @8 #rminals.

[¢)

To add a new price category:

» Enter theShort NameandLong Name

» Enter theDisplay Order (this is in numerical order — for best orderingk®a sure all menu
category display order numbers are unique.)

> Click on|Add New] to save the information.

> When done entering price categories, seack|; you will then be back in thapphire
POS Modulescreen.

Menu is where you would go if you needed to add a eatire menu category or change some
attribute of an existing category. Any active gateées will be displayed on the order entry
screen for a server to enter menu items on an .offleey are also displayed in setting up menu
views and in various reports. In order to keepadnisal data correct, unused menu categories
are not deleted, but instead are hidden.

Subcategories are available if they are desiremls€el up sub category structure, a menu
category needs to be set up and have no items Ihadtso needs thEop Level checkbox
checked. Then, any categories can be definedv® &#op level category asParent. When
displaying the categories on the POS terminaltdfalevel category is chosen, the
subcategories are shown.

There is a “time filter” available if you would kka certain category to only be displayed during
certain times of the day. Simply choose the stadt end times to display that category. You
can choose “All” for having the category displayaal time. On the POS terminal, even
though the category is filtered out, there willadghow All button so the filtered category can

be displayed.

Field Meanings:

Top Level — Checked if this category should be used as eefiyato subcategories.
Category Name— The name of the category. This is also thelalyspame, so concise is better.
Parent — lists the top level menus for declaring thissgaty as a subcategory.

Display Order — The order in which the category is displayedomens and in reports.
Primary Time — The time at which this category will be theiadicategory displayed when
starting a new order. This is handy if at a cartame of the day customers generally order
from a certain category (such as Lunch or Bees},fgo start a new order with that category.
Show Days- The category will only be displayed on the P@8eam for the checked days.
Show Start— The start time of when this category is disptage the POS system.

Show End- The end time of when this category is displayedhe POS system.

Status— Whether the category is Hidden or not.
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Note: When multiple categories have the s@nmary Time, the one with the lowe&lisplay
Order will be selected at the initial category for a nender. If multiple categories have the
samePrimary Time and the samBisplay Order, then the initial category will possibly be
random.

To add a new menu category:

> Enter the name of théategory Nameand flag if it is a top level or has a parent gats.

> Enter theDisplay Order (this is in numerical order — for best orderingka sure all menu
category display order numbers are unique.)

» Select the desiredrimary Time or leave at the default if you don’t care to Uss feature.

> If desired set the show start and end times.

» Leave theStatus as Active since you shouldn’t be adding deletadgaies.

>

SelecfAdd Newl, and theriBack| when done adding categories.

To update an existing category:

> If wanting to update a currently hidden (i.e. detBtcategory, clici§how Hidden|.

» Update the information for any menu category.
> Click onupdate to make the changes.

To view extended configuration settings for mentegaries click on thiew Extended|
Configuration Settings| button. This is where menu category buttons @odbored and
attributes can be given to various categories tméevhich should be printed on an Expedite
printer or are bar categories, etc.

To Expo - Check each category to print on the Expedite prinftene is defined.

Can Round- Select the menu categories to be checked wheetRibund” button is clicked on
the ordering page. The last menu items orderdaeise menu categories will automatically
be selected.

Bar - If any menu categories are selected with thisregtind an order is placed from a
designated bar terminal, the selected menu catgaill not be sent to any fulfillment
terminal. Itis expected that only bar menu catiegoare selected. This setting could be
useful if the bartender has already made the itetthere are food items also being sent
with the order. In this case only the food itentand be sent.

Req. Dine-In - Only enforced on Dine-In orders. If any menu categs are selected an item
from one of these categories will be required fwheguest (only one if not counting guests)
before the order can be placed. This could beuugdghe manager wants each guest to
have, for example, an item from the Beverage mategory (it would be recommended to
have a “No Beverage”, zero dollar menu item forgbests that decline a beverage).

Req. To Go -Only enforced on To Go orders. If any menu categare selected an item from
one of these categories will be required beforeotider can be placed.

Cash Order Start - This is the starting menu for entering cash ordérss useful in a setting
such as a bar where walk-up ordering is for béethis case, choose “Beer” as the
configuration option. Another site, where mostkmap orders are for food, could choose
“Food”, assuming that is a configured menu categanye.
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Trimming categories will allow you to group trimmings sottbaly a specific subset will be
displayed with a menu item to allow for customiaati The trimming category is selected when
a trimming item is set up, and then the categosglsected for the menu item as a signal to
display the trimmings selections after the menmnite chosen.

Field Meanings:

Category — The name of the category.

Description — An optional place to put a more descriptive para

Receipt— Check this checkbox if you want this trimmingptant on the customer receipt.
Status— Whether the category is Hidden or not.

Adding or updating trimming category names is samib the other categories.

If the “Print custom text on receipt?” checkboxisecked then the custom text for any given
order item will be printed on the receipt.

Modifier categories will allow you to group modifiers. Byesifying a minimum or maximum
required number of modifiers you can “force” thghti number to be chosen. For example, if
you wanted to require single modifier item to bkested in a category, you would set the
minimum and maximum required number to one (1).td&Jfwur (4) modifiers can be set up for
any menu item.

Field Meanings:

Category Name— The name of the category.

Description — An optional place to put a more descriptive para

Minimum Required — Setting to a non-zero number will mean at |dast many modifiers
need to be selected.

Maximum Required — Setting to a non-zero number will mean that noentban that many
modifiers can be selected.

Deferred — If all defined modifier categories are deferredd given menu item then the
modifier screen will be displayed only if the usestomizes the order item.

Prepared— Selecting this checkbox will allow the modifiertie sent to a fulfillment terminal
other than the one to which the menu item is sent.

Mod Report — Select this if you want this modifier categorystow up on th&ales By
Modifier report (not all modifier categories may want toopethe report).

Receipt— Check this checkbox if you want this trimmingpiant on the customer receipt.
Status— Whether the category is Hidden or not.

Adding or updating modifier categories is similathe other categories.

EDIT MENU
Edit Menu is the area you will use if you need to add, d@eglet edit items on the menu, as
well as the price of those menu items. Upon ettttheSapphire Menu Edit screen you will
also see all the menu categories listed out. Theséhe categories that were set updlit
Categories (Menu) and have an active status. To show hidden meegaaes, click on
Show Hidden|. To print the current menu structure, click on[Biat Menu Layout| button.
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Simply choose which category you need to edit (BEeod, etc.) by clicking on the name of the
category. From there are you in teeit Menu Items for (category) screen. Again, only

active items are shown, so if you want to re-até\a make changes to a deleted item, click on
Show Hidden|. If you want to change all the prices for the méems in the category at once,
click on theEdit Current Prices| button.

Field Meanings:

Color: By default menu buttons are colored an off-whsteaw color. Click on
the color button to choose from a list of pre-dedircolors. Note that the
color should be chosen after the menu item has édded or any updates
saved.

Display Order: This is referring to the order in which the itenil appear in the screen
menu. This menu has a drop down box with numlyexs,would
coordinate item placement by the number of otlenst of where you
want the item to be. Items with equal display ssge numbers are then
sorted alphabetically. The intent is to put yowrenpopular items first,
so they are easier to click on when the displagespalimited, as on a
handheld device.

Type: Choose the typdReg (Regularhas a separate button for duplicating or
deleting order item$Fam (Family-stylehas a single button to set a large
guantity or delete the item; &cl (Scalevhere a screen will come up to
allow the weight to be entered.

Display Name How the item appears on the menu. This shoulakbeeviated to
conserve space, yet meaningful.

Iltem Name The name of the item (required since it is usesldme places).

Modifier #x: This is a modifier category that has been sqirepiously. If any

modifier categories are selected, they will be ldigpd after the menu
item is chosen and after the custom item screshdan (if set up).

Custom Item: This is referring to the item and if it can bestamized. By choosing a
trimming category in the drop down box, you areisgyvhenever this
item is ordered you will automatically be in tBestomize Screer(see
Modify an Order in Operational Areasin the Server Guide for more
information). By choosing “Any” th€ustomize Screemwill be skipped
for the menu item chosen but if the order itenlisked it will be shown
with all the trimmings categories. By choosing “Nihve Customize
Screenwill be skipped for the menu item chosen but & drder item is
clicked only custom text can be added.

Terminals: This lists the fulfillment terminals that caniséf this menu item. Either
choose “Any” if any fulfillment area can handle tmenu item, “None” if
the item is not to be sent to a fulfillment termjra select the specific
terminals. The terminals are set ugSet Up Terminals and Printers
This information is used in the dynamic order reioh when processing
an order.

Taxed: Menu items can be identified Asld, No, or Incl, meaning tax will be
added to the menu item, the item is non-taxedaxed are included in the
price of the menu item. A special type of taxat®Rlex which means
that taxes will be included if only tax includedrits are on the ticket, but
will be added if there are any added tax itemsherticket. An example
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of a non-taxed item would be a Gift Certificaten é&xample of included
taxes might be a site where food is tax addedbauitems are tax
included to aid in reducing handling small coifsaxes are calculated
when the order receipt is displayed.

Tax Rate (Only present wheilax Rate 2lefined in Config Options). Pick the tax
rate for this menu item.
No Dis No Discounting. Check this box if you do not w#me menu item to be

discounted with a®rder discount. The item can still be discounted with
an item discount. A use for this would be to allemwployee discounts on
an order, but certain items are not discountallensss specialty vendor
items that are not available to a discount to tngress).

Status Statusis saying whether a menu itemHgglden or not.

Note: If your site is operating where taxes are addetie prices and you choose to have

certain categories where taxes are already includ#ue price, you can use thimt Taxed field
to avoid having taxes added onto those menu ittongxample, bar items). If you take this
approach, the tax information that Sapphire tracisnot reflect the tax included taxes and you
will have to determine the tax payable to yourestak agency a different way.

To add a new menu item:

» First, make sure the fulfillment terminals that ¢emdle this menu item are set up, as well
as any modifier or trimming categories.

» Enter the name of tHeem Name.

» Enter an abbreviated yet meaningful namBisplay Description

» Enter theDisplay Order (this is in numerical order — for best orderingkanaure all menu
item display order numbers are unique.) Sometitrissasier to set up menu items with
the same display order, and then re-order themt alhce as an update.

» Select an\Modifier categories o€ustom Item category if desired.

> Select the appropriate terminal(s) that can fulfils menu item on an order.

> SelecfAdd New|.

To update an existing menu item:

» If wanting to update a currently inactive (i.e.eteld) menu item, clicRhow Hidden.
» Update the information for any menu item.

> Click on[updatel for to update all menu items.

Next to each existing Menu item there isEalit Pricing| button (new menu items go
automatically into the Edit Pricing page). Thisiged to set up the menu price for each
category of menu item. These “price categoriegdn® be set up prior to clicking this button.
SeeEdit Categories (Price) for more information on setting up price categerie

Choosingdedit Pricing will take you to another screen where you can neilkages to the price
and/or item size choices of individual menu items.

Field Meanings:
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Category.

Price:

External #:

Status:

This refers to the size of the item. To changesthe of an item, simply select the
correct size from the drop down box. These aresides set up ikdit
Categories (Price).

This is where you would change the price of a mtem if needed. Use a dollars
and cents decimal format, otherwise errors willuwccEntering a negative number
for the price will allow the server to enter a amstprice if that price category is
chosen for the menu item. There can be a diffggaoé entered for Dine-In, To
Go, and Delivery tickets. If the same price asddlimis desired, leave a 0.00 in
the appropriate price field.

Enter a value that is used to reference thisiBp&em-price/size in an external
system such as an accounting system or other system

You can also change the status of the item todmdfithe size is no longer needed.

Pricing is set up or changed in the same mannéntaau items are set up. Enter the

information

and sele@tdd New| for a new item. Change the information and ctiofupdate]

to modify information for an existing item.

There is also ghange Category| button. This is used to move a menu item fromaeategory

to another.

EDIT MODIFIE

This is an aid that might be usedyearsetting up the menu structure.

RS

Edit Modifiers is where you would go to edit any modifiers forraétems. Modifiers show
up when modifying a menu item on an order beforg laced, or automatically when a menu
item is given aModifier (on theEdit Menu screen).

Field Meani
Color:

ngs:
By default the modifier buttons are grey on tlentinal screen. Click on
the color button to choose from a list of pre-dedircolors. Note that the
color should be chosen after the modifier itemtbeen added or any
updates saved.

Modifier Category: Choose the pre-defined modifier category.
Display Order: This is referring to where the item will appeathe screen menu. This

Item Name;
Description:

Price:

2" Level:

menu has a drop down box with numbers; set upridher dor the
trimmings to be displayed. Items with the sameldisorder will be
further sorted alphabetically.

This is the full name of the trimming.

How the item appears on the trimming displaykaep it short yet
meaningful.

Enter a price to have a “Priced Modifier”, leadank for no pricing.
Priced modifiers will show up on the sales receipt.

Choose any existing modifier category aslé@vel modifier for this
item. Note that while the Min and Max range of the catgge enforced,
any price or prepared attribute is ignored.

Send To Terminat If the modifier category was set up aBrapared item, then a terminal
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as Itemif the modifier should go to the same terminatrasitem, or any
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terminal listed. It the modifier category was set up as &repared
item then the modifier will always follow the item.

Taxed: Flag for the taxation status (added, includedhendf it is a priced
modifier.

Tax Rate (Only present wheilax Rate 2lefined in Config Options). Pick the tax
rate for this modifier.

External #: If a value is placed here the modifier sales infib be added to the
External Data report. A non-priced modifier willst have quantity
information.

Status You can also change the status of the iteHitlolen if needed.

Note: Priced modifiers can have a negative value example of where this would be useful Is
if an entree menu item is allowed to be “a la ¢dadea reduced price. Instead of needed a
separate menu item a negative priced modifier eansied.

Adding or updating a modifier is similar to addugrdating a trimming.

EDIT TRIMMINGS
Edit Trimmings is where you would go to edit anything in tBestomize Screen
Trimmings show up when modifying a menu item oroeder before it is placed, or
automatically when a menu item is designat€listom Item (on theEdit Menu screen).

Field Meanings:

Color: By default the trimmings buttons are grey onttreninal screen. Click on
the color button to choose from a list of pre-deéircolors. Note that the
color should be chosen after the trimming itemlbeen added or any updates
saved.

Trim Category: Choose the pre-defined trimming category. Thisdlely used to group the
trimmings on the screen when displaying them.

Display Order: This is referring to where the item will appeaitihe screen menu. This menu
has a drop down box with numbers; set up the dodehe trimmings to be
displayed. Items with the same display order béllfurther sorted
alphabetically.

Item Name This is the full name of the trimming.

Description: How the item appears on the trimming displaykaep it short yet
meaningful.

Status You can also change the status of the iteHitlolen if needed.

To add a new trimming:

» Select thelrimming Category.

> Enter theDisplay Order (this is in numerical order — for best orderingkaaure all
trimmings display order numbers are unique foirarting category).

> Enter the fullltem Name andDescription.

>

Selec{add New,

To update an existing trimming:
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> If wanting to update a currently inactive (i.e.ated) trimming, clickShow Hidden|.
» Update the information for any trimming item.

> Click on[updatel to update all trimming items.

CUSTOM ACTIONS
Custom Actions is used to enter the different options availabfemcustomizing an order.
Some examples include Add, Extra, and/or No. Thasgons” show up on the fulfillment
terminal or printer as instructions to the employeeking on the order.

Field Meanings:

Name The name of the action for the custom options #lso the display name,
so keep it meaningful and short.
Display Order: This is referring to where the item will appeathe screen menu. This

menu has a drop down box with numbers; set upriher dor the custom
options to be displayed.

Inventory Action:  This field is for the inventory system. If theventory system is not being
used, this field does not have to be set. Chdeseppropriate action for
the inventory item (trimming) based on the custatioa. The choices
are:Deplete— remove the correct amount from inventdy; Action—
take no action on inventoriReturn— add back the correct amount to
inventory;Warn— take no action, but generate a warning that reaigex
can choose to resolve later.

Inventory Percent If depleting amounts from or returning amounté&tentory, use this
percentage of the standard amount defined forriimening in the
inventory system. This would be useful for a *litg “extra” action
where less than a full, standard amount is to lked.u€hoose the desired
percentage.

Status You can also change the status of the item frativa to Deleted if
needed.

To add a new custom action, enter in the infornmaiticthe appropriate boxes and cliséd|
New. To update current information already in thetesys simply make changes and then click
Update| to record changes. If wanting to re-activatereciive (i.e. deleted) option, click on

Show Deleted|, change the status, and cljgjsdate|.

DEFINE PIZZAS

Define Pizzas is where a specific type of menu item can be pet Rizzas.Define Pizzas
uses all the same concepts as regular menu itehis dyptimized for pizzas. The pizza items that
are defined have a “Pizza Wizard” used on the R&@@8ibals to aid in ringing in pizza.

There are some important notes regarding splittigpizzas. First, the more expensive pizza will
be used to determine the price and the numberppirngs allowed. Second, only one crust type
will be allowed, and only one sauce type will biewakd. Finally, the split pizza uses the toppings
from one pizza recipe on one side and the otheapiecipe on the other side. The user is stid fre
to move the toppings around and add or subtragirgp.

8/28/2012 41 Rev 6.0



Pizzas are priced based on the named pizza pricarantoppings in addition to the toppings
defined in a recipe.

Section meanings:

Configure: Define some settings that are used through tr@enbefine Pizza
module. Choose the pizza wizard, default menwecagefor pizza items,
an optional “prep” category, the G/L account, tleéadlt fulfilment, and
how taxation is handled. Use the 2010 Wizard hastmore features and
a better user interface.

Sizes Choose the price sizes that the pizzas will Udeese are defined in the
Edit Categories / Prices section.

Crusts: Enter any crust names if there are different tygfgszza crusts allowed.

Sauces Enter any sauce names if there are differentstygbgizza sauces
allowed.

Toppings: Enter the different toppings names for alloweggpiogs. These are used

in pizza recipes as well as items customers caasgholf want to track
the toppings in Inventory then check the “EnableX.b

Additional : If additional toppings (i.e. more than the orainecipe allows) are used
then the additional charges are grouped into thiiyye Whatever you
name this entry, it acts like a priced modifier.

Pizzas Set up the named pizzas here. Click orRiéxgpe| button to set up a
recipe for the pizza. The recipe is used for thfaulechoices with the
Pizza Wizard in addition to calculating the codtsubstituting toppings
on a pizza. Pizzas can be put into different caieg if desired.

Price Grid: Use the price grid to set the prices for the @itoppings and the named
pizzas. If half sizes are allowed then only eveltad amounts for prices
can be set up because the toppings could be usedtdrelf a pizza.

If the configuration setting for printing pizza arfnation is “Print Recipe Differences” then
only the differences from the recipe will be prihtef the setting is “Print Selected Toppings”
then whatever ends up being selected by the udidsevprinted, regardless if it is the same as
the recipe. “Print Detailed” will show the detaflitems on the pizza, whether they were
originally on the recipe or added or removed.

Pizza can be put into any menu category by clickimghdPizzas| button and selecting the
appropriate category in the “Category” column.

MENU VIEWS
Menu Views is a useful tool that will display a subset of thik menu. They can be used to
set up things like a restaurant lunch menu orstlagium has certain areas that have a partial
menu offering. Once set up, the menu views caselerted by the server while at theders
screen.

When entering thdlenu Views, the first screen shown will display the namearof
currently defined menu views, and allow a new anked defined. The names shown here are
also the ones that are displayed on@hders screen. To set up a new menu view, type in the

name and clicladd New|. To update an existing menu view, click thadate| button by the
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menu view’s name. ClickinDelete will actually delete the menu view and it will leato be
re-defined if you want it back.

The second page of Menu Views will show a page walitthe active menu categories and all
the active menu items. Simply check the boxeshfermenu items you wish to have in the
view. Any unchecked boxes will cause the menu itemot display in that view.

You can also change the view name by editing tlhentext box.

TheSelect Alll button will cause all the check boxes to be setich useful action if only a few
menu items are not offered in the menu view. Atsigking thelClear All| button will cause all
the check boxes to be cleared; useful if only ari@enu items are offered in the view.

Click on thdupdate| button when done editing the menu view.

ON-HAND SPECIALS
On-hand Specials help manage inventory, but can be used withoutimrgntory item or
ingredient lists set up. Instead, they managemmdtion that is associated with menu items. In
this sense, the feature is not appropriate to tomckand quantities at individual inventory
stores.

The user can view just an individual menu categorgll the categories at once. Enter any
whole number amount in the field for the on-handant to be managed, or leave blank to
ignore. When an order item is selected, the ordl@@nounts that are greater than zero are
decremented. If the amount reaches zero, the itemubutton for the appropriate size is
disabled and no more of the item can be orderketheImenu item is deleted off the order
before it is placed, the on-hand amount will beentented.

Note: If the order i®lacedbut then the customer decides they do not wariteéhg the level
will need to be manually adjusted.

Click on thdupdate| button to update any on-hand amounts.

This is also a handy feature to temporarily diséibéeability to order an item without removing
it from the menu. However, care should be takemhahny on-hand numbers are not being
updated by a manager at the same time a serviaciag an order for one of those items.
Unexpected on-hand levels may be the result.

DEFINE DISCOUNTS
Define Discounts is used for defining the discounts that are aldw&hese discounts can
be applied by a server through the server managefieemre. There are two different parts that
can be set up.

Discount Levels

Set up the percentage discount levels. Any peagerdmount can be set up. Set up the amount
as a percentage number (i.e. 12.5 would be 12.8%arresponding display (e.g. 12.5%).
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Discount Reason Codes

Reason codes can be set up to describe why a disisagiven. These can be any reason that
makes sense. If the discount given for a padrcidason should not be displayed on the
receipt, make sure tt&how On Tickesetting is unchecked (this will cause just thecpetage

to be shown with a generic discount descriptiote After Taxcheckbox is to signify if the
discount is taken before taxes (e.g. sales taajter taxes (e.g. use tax). If you are unsure of
what the setting should be, check with your accanint TheDisplayfield is shown on the page
where discounts are set up, andRezeiptfield is what is shown on the ticketShow On
Ticketis checked.

DEFINE PROMOS
Define Promos is used to define different promotions. Dependinghe promotion it can
be for the whole order or a specific order itenliciCon Add New Promo| to add a new Promo

or[Update| to update an existing onfeactivate] will deactivate the Promo so it will not be

available to servers.

Promos are essentially discounts that are tiedéason. On the Promo Setup page you can
give the name of the Promo and define the type@i®. There can be a maximum value of
the discount. The rights of who can apply a Praamalso be specified. Once the Promo is
defined, check theock Definition checkbox to help ensure the Promo will not acdiaénbe
changed.

Promo Types

% Ticket: A fixed percentage will be taken off the totalagfplicable items on
the ticket.

Flat Discount A fixed flat discount will be taken off the orderot to exceed the
value of the order.

Flat Item Discount A fixed flat discount will be taken off an ordeeih, not to exceed the

value of the item.

When specifying items that are allowed for the Rydhe logic is as follows: If no categories
are selected then all categories apply. If anggmies are selected then only those categories
will be allowed. If no menu items in a categorg aelected then all menu items will apply. If
any menu items in a category are selected thentbose items will be allowed. If no menu
price sizes for a menu item are selected then gog pize will be allowed. If any price sizes
are selected then only those sizes will be allowed.

A list of menu items that have been selected valsbown. Click on thRemove| button to
remove a Promo choice.

DEFINE SPECIALS
Define Specials is used for setting up specials that are appliednamenu items are chosen
while a customer is ordering. The specials arg taken on the menu items that are defined for
that special. There are six different, pre-defigpdcials that look at a single item at a time.
Advanced specials can be set up to look at muliiphas to see if the special is met.
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Single Item Specials
2 For 1 This special will ring up a", equal item when a menu item is selected.
% Discount: A fixed percentage discount will be taken on &an that is selected.
Flat Discount A fixed flat discount will be taken on any itefrat is selected.
Fixed Amount. Item gets set to the given amount.
2" Discount When a 2 menu, identical item is chosen a fixed percenthgeount will be
applied.
Flat Increase  Increase a menu item by a flat amount.

Note: Due to the complexity of th8*Discount, multiple quantity orders are set bacérte.

Advanced Specials can use logic to group categaridfor items in categories as part of the
condition for the special.

Advanced Specials

% Discount: Can only use one group. Discount the item bygikien percentage up to a
maximum value.

Flat Discount ~ Can only multiple groups. Decrease the pricénefitems by the special
amount, pro-rating across groups if necessary.

2" 9% Discount: Can only use one group. When a 2nd item in tbegis ordered reduce the
price by the given percentage, up to a maximumevalu

2" Flat Discount Can only use one group. When a 2nd item in tbeqgis ordered reduce the
price by the given amount, up to the value of tami

Fixed Amount: Can use multiple groups. When the special istheettem is set to the fixed
price, pro-rating across the items if multiple greu

ltem: Can use multiple groups. When an item in eaclhigis ordered, one of those
items can be discounted by a percentage up to anmaaxvalue.

Flat Increase  Can use only one group. Same as non-advancethEtatse but with easier
selection logic.

On the first page, a new special can be set umteyiag a name and clicking on
button. Any currently defined specials are liséed can be edited with tiupdate| button.

After starting a new special definition, or editiag existing one, a page is displayed where the
definition is built. If you want the special tolgrbe applied at a single or several terminals,
check the appropriate terminal name(s). The speaiabe defined for certain days of the week
as well as over a specified time period. If eitte% Discount or 2" Discountspecial type is
chosen, th®iscountfield needs to be filled with a percentage numbéthe Flat Discount
special type is chosen, tbescountfield needs to have a flat dollar amount. Thscountfield

is ignored for th& For 1 special type. Thaximum Valudield can be used to limit the
amount of a discount.

TheFlat Increaseis useful if needing to temporarily increase mpriages in case of a special
event, such as a band. THlat Increasespecial will show the resulting price on the retei
and will not be reflected on the Specials Repblte the Sales By Category report to see the
prices of ordered items.
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Set any checkbox for the menu item/price catedoeyspecial will be applied to, and click on
lUpdate Special to save the settings.

Example: To set up a % Discount special for Thuysdeom 4pm to 6pm that gives 12.5% o
up to 6 dollars total, select % Discount for Thge enter 12.5 in thBiscountfield,
enter 6.00 in thélaximum Valudield, check the box for Thursday, and set theeti
range from 4:00 pm to 6:00 pm. Check any menustenwhich this special

applies.

Specials can be configured to be only on Dine-ttews or to also include To Go orders.

The([Test Overlap| button can be used to see if a given menu iteémrsultiple specials at
overlapping times.

To allow specials on ToGo orders check the “Allgesals on ToGo orders” checkbox to
allow specials to be applied to ToGo orders. Téfadt is that an order must be a non-ToGo
order to have a special applied.

DEFINE SURCHARGES
Define Surcharges is used for defining the surcharge types. Thaseharges can be
applied by a server through the server managersatire. Surcharges are items that are added
to an order total, but are not reflected in sal®srcharge prices are always determined at the
time the surcharge is applied and any taxation sieeetle considered at that time. Examples of
surcharges could include room charges, aprons, etc.

G/L ACCOUNTS
G/L Accounts is used for defining the G/L accounts for the eyst Set the account
information up in this section. Then any Menu @aty, Menu Item, and/or Price levels can be
assigned to a G/L account. TGZL Report will use this information for presenting sales
information. Generally a G/L account is assignethe category level and then only a few
menu items in that category will be “overridden’thva different G/L account.

Use theshow Usage| button to view where G/L accounts are used. Ehiseful to verify that
G/L accounts are set up as expected.

QuickBooks users

To export data for QuickBooks, the best thing tasitm set up the G/L Accounts and map

Menu Categories, Menu Items, and Price Sizes @tlitng under Edit Menu) as necessary to
get the G/L Report to reflect the way the salea dateds to be presented. Just the Menu
Category is needed as a minimum but if there amuntems you want in separate G/L accounts
then you can specify the account at the Menu ltePrice Size level.

Example: If a brew pub has beer sales to custoasepsnts or glasses but can also sell
growlers “to go”. They can have the beer catedperya G/L account called “Beer”
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but specify the price size of Growler to be “BeerGo” so they can see the amount
of growlers sold.

CHOOSE PAYMENT METHODS
Choose Payment Methods is used for setting up which payment methods el
displayed during the Order Close operation. Ohé/gayment methods that are not hidden will
be shown.

TheChangeandTips payment methods are presented as special capagroents.Change
can be used to show how much change is given aheafash drawer.

Example: A customer has an order that totals $1é&ntbpays with $20 cash. The payment can
be recorded with th€ashbutton, and the payment method calculator wilhtekow
that -$3.25 is the difference. Tldangebutton can be pressed to record that 3.25
went out of the cash drawer in change, and thes$P8how up as cash coming int
the cash drawer. The net of the two ($16.75) c&fléhe sales.

[®)

Tips can be used to show how much is owed to a santéeicase of tips on a credit card
charge. This is handy if the servers keep a “bamid don’t work out of the cash drawer.

Example: A customer has an order that totals $3drsbuses a credit card. The customer
enters a total of $40 for the payment and tip.c8itme credit card charges go to the
“House”, the House owes the server $5.50 for the Ifi $40.00 is entered in the
payment method calculator abiscoveris pressed, then -$5.50 will be shown as|the
difference. Thd&ips button can be pressed to record that 5.50 is ¢avdte server.

Payment methods can also be specified if they tpeeoash drawer. After selecting Bpen
checkbox for any methods that need to open the draster, clickupdate| to save the settings.

There is a list of payment methods that are sétyugefault. If other payment methods need to
be set up use thdd Custom Payment Methodsection to add the method name, display
order, whether the cash drawer should be opened aadative amounts are allowed (e.g. for a
credit return). The custom payment methods are/stadter the default payment methods but
before the Change or Tips payment methods.

methods will show up on various reports but wilt be calculated as part of the Net

Note: It is assumed that the custom payment methoglnot cash. The custom payment
Cash calculation on reports that show the Net @asments.

EDIT TIPOUT RATES
Edit Tipout Rates is used to edit the amount of money designateibping out peer
employees. Its purpose is to simplify the workdaerver to calculate the portion of her tips to
other workers or work areas such as the bar dnéditc Its use only in a report (tServer
Report) where it takes the rates set up in the tip-doietand multiplies them by the server’'s
sales.
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Field Meanings:

Role: The label placed on this calculation for iderititywho the tip-out is for.
Percent Amount A percentage number used in the calculation. eikample, if you want
the tip-out rate to be 1.5%, you would enter 1.5.

Source Categories Select the categories on which this tip-out dalibon is based.

To add a new tip-out category, enter in the infdiamain the appropriate boxes and clisid|
Newl. To update current information already in thetesys simply make changes and then click
Updatée to record changes. Timelete| button will actually delete thRole information and it
would need to be re-entered to be set up aganecéssary.

Example: Suppose the service philosophy is to ta&itchen tip-out be 1% of prepared food
and the bar tip-out is 1.25% of beer and wine, thednenu categories are Food,
Beer, Wine, Soft Drinks, Desert, and Misc. You cbsit up &ole of Kitchen enter
1.0 in thePercent, select the Food category, and clrkd Newl. Next you can set
up anotheRole of Bar, enter 1.25 iRercent select the Beer and Wine categories,
and clickAdd Newl. When viewing theServer Report, the report will calculate
what 1.0% of the closed Food sales are, and 1.25%e@losed Beer and Wine
sales, and the server will know what to tip outht® kitchen and bar.

AGE CHECKING
Age Checking is used to set up which menu items, when ordeviidneed the customer to
be age checked. Click @furn On Sapphire Age Checking| to enable the feature. Set the age
at which servers are allowed to serve alcohol.s Téature is used with the employee’s age set
up in the Employee Module. Check the Use Scanmeckbox if a bar code scanner will be
used to scan drivers’ licenses. Note that a specéner must be used.

To set up which items need age checking click @®te Check Items| button. This will show

a list of menu categories that can be selectegioufwant to check individual items in a menu
category then select those items from the categarlyst of selected items or categories will be
shown.

\ Note: Be sure to keep this list updated when sgetimnew menu items that need age checking.

The age checking will be done when the menu iteandered and that item will not be added to
the ticket until the age check is successful.
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RETAIL MODULE

The retail module is used to track retail saleheWsetting up retail items a SKU is required for a
items. The SKU is assumed to be numeric. If ddsiinventory information can be set up for any
retail item and then the various inventory-relategorts become meaningful. Inventory
transactions are tracked for depletions (items)splarchases (where cost information is captured),
as well as removals and additions (manual adjusshe@ll quantities are assumed to be in whole
amounts so use the most basic unit for any reéani (i.e. each).

REPORTS

SALES BY CATEGORY
Sales By Category will show the retail sales information by top-léeategory, sub-
category, or items in a category, or for all itemgsoss categories. This is a managerial report
that can help a business owner make decisions laskedw different items are selling.

SALES BY PRICE
Sales By Price will show the retail sales information broken is@es price ranges. These
ranges are configurable in the Retail Module / Bgtaige. This is a managerial report that can
help a business owner make decisions based on fffenedt items are selling at different price
points.

SALES BY CLERK
Sales By Clerk will show the retail sales data just for retadréls. The item count and sales
are shown as well as the percent of sales eadhditcompared to the total. If any retail items
were transferred to a restaurant ticket the sedesterred data (which will not show up in the
retail sales any more because they are on a rastdiogket instead of a retail ticket) is shown.

PROFIT MARGIN
Profit Margin will show the profit on retail sales. This repisrbnly meaningful for items
that have correct cost information. TRefit field is simply the difference between the sales
and cost while th&largin field is the profit divided by the sales and cameé to a percentage.

This report can be used to show information forle@| categories, retail categories (non-top-
level categories), and all retail items during sfped time period.

RETAIL INVENTORY TXNS
Retail Inventory Txns is mainly a debugging tool to show specific retahsactions (e.qg.
depletions, purchases, etc) for the specified peréod. The transactions are shown from the
most recent to least recent. Only a certain amotittansaction history is kept (three months).

USAGE
Usage will show the retail inventory changes for itemsspecific categories or for all items.
Based on the given start date the prior quantitalsulated and the current quantity is shown.
A simplistic projection is given based on the omdhguantity and the amount depleted in the
activity period.
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INVENTORY ALERTS
Inventory Alerts will show any inventory items that are over theyét quantity (in yellow)
or equal to or under the reorder quantity (in rede this report to aid in reordering retail
items.

INVENTORY VALUE
Inventory Value will show current value of the items in inventdrgsed on the costs
captured while recording purchases. The valuebearalculated for any or all categories but
only items with purchase information are used. Aterage Costsetting, when checked, will
calculate the cost using the complete purchaserkististead of just the most recent purchase.

VENDOR PURCHASE REPORT
Vendor Purchase Report will show the vendor purchases of retail iteméisTreport can
be used to determine how much is being spent omarticular vendor. If the vendor has been
set up (i.e. not “ignored”) then a button will beadable to look at the purchase detail from that
vendor.

SETUP

SETUP
Setup allows you to configure the Sapphire Retail modulée following table helps describe
the settings.

Auto-print Sales Receipt Check this setting if yeant a receipt to
automatically print when a sale is closed.

Sales By Price Range Specify the price range bmakdor theSales
By Pricereport.

Retail Fulfillment Printer Select a defined fulfiient printer to have

fulfillment tickets print out when retail items are
ordered through the Sapphire POS module.

Link From Orders Check this setting to have a butioow up on
the Menu Item page in the Sapphire POS
module.

Terminal Auto Sign-off Time If you want the retééirminal to automatically

sign off when there is no activity, select a time.

RETAIL CATEGORIES
Retail Categories is where the different category information isgetin the Sapphire Retail
module. The category information is solely foragmg since the sales side does not display
any retail item information grouped into categaries

Field Meanings:

Top Level: This category will be listed as a parent. Pacat¢gories can only contain
sub-categories (i.e. no items).

Category Name The name of the category.

Parent: If “None” then the category is not a sub-category.
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Status The category’s status. Check the checkbox te thié category.

RETAIL ITEM EDIT
Retail Item Edit is where the different retail items are set upe Tirst task is to choose
which retail category the items to be entered metide (again, this is just for reporting reasons).
If the retail category is a sub-category, the pacategory name will be in parentheses below
the category name.

Field Meanings:
Item Name:  The name of the retail item that will be usedha system. It is also shown on
the receipt and used when searching for a rega.it

SKU: Thisfieldisrequired. This is a unique identifier in the system that ba used
to find the item in case there is no barcode.

Barcode Scan the barcode into this field so the item calobked up by barcode later.

Price: The current price of the item.

GL Acct: Select the appropriate GL Account if the itemesadre broken out in the GL
Report.

Taxed: Whether the item is tax added, included, or aréed.

Type: Set toRegular Weighed, Bulk, or Browsedf it is weighed, the quantity is

calculated based on math, and the price fieldosc/unit value. The barcode
of the item will contain the SKU and price, usuatiythe form:
2SSSSSNPPPPN where SSSSS is the SKU and PPPRigthef the item.
If it is browsable then the item can be found bgkihg buttons instead of
scanning a bar code. Regular items can be foursg¢dayning the barcode,
entering the SKU, or searching. Bulk items canehiée quantity entered and
the price is calculated based on the unit pricetferitem.
External #: An optional field that references an externateyss number to this item.
Status A flag used to hide the item when it is no longeeded.

If the [Change Cat] button is clicked the item can be moved to a diifé retail category. Simply
pick the retail category into which the item shob&moved.

RETAIL VENDORS
Retail Vendors is where new vendors are added. This optionalifeavill help make the
Vendor Purchase Report useful. If no vendors areis purchases will be attributed to the
“Ignored” vendor. If vendors exist the vendor ¢enspecified during the purchase.

RETAIL INVENTORY LIST
Retail Inventory List is where the inventory information is set up foe tetail items. This
optional feature helps track the current inventmyg purchase cost information. For any
specified category there are three actions thabegrerformedSet Par Level|dPurchase and
Adjust Quantity Changing the action will change what informatgam be entered.

ThePar Levelinformation (target level, re-order point, and tptional G/L account) needs to
be set up before any of the other actions can derpged.
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ThePurchasescreen will show the current level and allow tle@dor to be specified (use
“Ignore” if there is no vendor set up, or if yourdiocare to track purchases by vendor), as well
as the quantity purchased and the total cost gbtinehase (the system will do the per-item
math).

TheQuantityscreen will let the user add, remove, or justexirthe current quantity. Select the
action and then input the amount of the adjustment.

ADD RETAIL INVENTORY ITEM
Add Retail Inventory Item can be used to add a single inventory item t@#igting
inventory information. The item must already exisinventory. The item can be found by
scanning the barcode (if the barcode has alreaely &gsociated with the item), entering the
SKU number, or via an alphanumeric search. One&¢m has been found some existing
information about it will be displayed. Enter thgpropriate information to set par levels,
record a purchase, or adjust inventory. Then ditkhe associated button.

Note: Only one operation can be performed at a thmaugh this interface.
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BUSINESS REPORTS

The Business Reports are used to learn businessnation on a daily basis. The time periods are
on business day boundaries. The reports and lmaksat data with respect to daily business
activities.

BUSINESS SUMMARY RECAP

The Business Summary Recap is a group of reporsendifferent reports can be selected for any
given time period.

Total Sales This report will show sales information and extraat non-
cash/check/credit payments to arrive at a calcdildéposit (of cash,
checks, credit cards). The calculated depositlveiltompared against
the actual deposit enteredRecord Bank Deposit

Order Types This report will show a break-down of Dine-In, T@Gnd Delivery
sales as well as a break-down of AM vs PM sald® t€ndered
payments will be shown, too.

G/L Groups The menu sales (before taxes) will be shown basgtle@G/L groups.
Menu Groups Same a$/L Groupsbut the data is shown based on menu categories.
Paid Outs The Paid In/Out information is shown for the givaay(s).

Guest Count This report is similar to the POS Module Guest Qdreport and will

show the Per Person Average of sales. This will ba valid if the
Count Guestgeature is enabled and it is only as accuratbasata is
entered.

SALES USAGE

This report will show the sales and number of itewisl for items in the different menu categories.
It is very similar to thedUsage Reportin the POS Module. This is also a report that loae-
mailed.

LABOR REPORT

This report will show the hourly labor and labornsuary information. 1t is very similar to the
Labor Reportin the Employee Module. This is also a report tiaan be e-mailed.

RECORD BANK DEPOSIT

Use this tool to record the actual deposits. Thisavill be used in the Total Sales report in the
Business Summary Recap section. The payments/ératrecorded when tickets were closed are
shown and the user can enter the actual cash/dnedit/payments as well as the till starting and
ending values.

Note: The Till Start and Till End values are foe thntire site, not broken down by individual till.
To balance a till use the Cash Drawer CheckoterfOS Module.
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EMPLOYEE MODULE

EMPLOYEE RIGHTS AND PRIVILEGES

There are a number of rights and privileges thathmaset up for an employee. When assigning
rights to another employee, the user can not giyerights higher than the user currently posses.
Additionally, only theOwner/Location Managecan give someorieayroll rights.

Rights Meaning

Employee All employees should have employee rights.

Driver Anyone withdriver rights will show up as a driver in tiielivery terminal.
Server Employees wittserverrights will show up on the front page and can sign

to the POS order entry area.

Super Server This powerful feature will let anyone wiuperServerights sign in to any
server’s order entry area and assume their infoomafThe Super Server can
perform any operation the server can. A good @iski®feature is if the
restaurant has a single cocktail waitress andathigess can open up new
orders for a server.

No Discount Non-manager employee cannot apply a discount. uUsdfen don’t want to
restrict discounts to managers and have some exjped server who know
how to apply discounts. Can be used with Supere®eights.

Cash Drawer The employee has the right to open a cash dravepe(dis on the Cash
Drawer Rights configuration setting).

Blind Drop The server cannot see their Server Report or Cazivéd Checkout and
certain sales totals are hidden. Useful when wantanager to determine if
the drop is accurate instead of an employee.

See Payroll Data] Can see payroll data (e.g. timeclock, employee wdgbor reports).

Payroll Admin | Can alter timeclock entries.

Shift Supervisor | A Shift Supervisors a manager with limited rights. This personrazn
access all the management features and, on sommes;ggannot look at
historical data. Shift supervisors need to bel&dadn to have manager rights
on the POS terminals.

Manager This is a general purpos#anagerright.

Owner/Location | This is the owner or location manager. Only themager can give payroll
Manager rights to anyone.

Administrator This is a limited right to help initially set up [gzhire.

Any one with some kind of manager rightsRayroll rights will show up when th®anage|

button is clicked on the front page. Shift Supervisowill need to be clocked in to access
the Management system. Security rights can beps&ir each wage rate (see the section on
Manage Security Rights).

REPORTS
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All the timeclock-related reports will allow thearso choose the beginning and end dates of the
time period. The time component is set to the Biyg# Setup payroll time. Note that the end date
is the last date in the period, inclusive. Thisffectively the payroll time boundary of the next
morning.

TIMECLOCK REPORT
Timeclock Report will show the time worked for any employee in tiieen time period.
The top-level report will show each employee’s twarked and wages for any wage rates
worked in the report time period.

Further detail for a single employee can be obthmeclicking on théDetails| button. If the
user viewing the report h&ayroll rights, therUpdate| button is enabled and the data can be
changed for the employee. After editing an empéts/data click th@ack] button to go back to
the detailed view. To re-display all the emplogeier the time period, click tHRefresh]

button.

If the Detailedcheckbox is checked, the report will show evenyyeaof the timeclock for the
given time period. This will allow the ability &ee all the entries without consolidation and to
easily update the entries if necessary.

EMPLOYEE REPORT
Employee Report simply reports on employee indicative data. Sadecwhich indicative
data you want displayed, which employees (emplotggdhinated, or all) and how you want the

data sorted and click on t{Refresh| button.

PAYROLL REPORT
Payroll Report is similar to the Timeclock Info report in thatwtll show the payroll
information for employees based on the timeclod&rmation. The difference is that it reports
the wage rate values, the external id (set upmiployee Infly and the declared tips for the time
period. This report might be useful for externaymll systems that need inputted data values.

The payroll report can be sorted by the employeeenar the id. Click on the “Employee” or
“Id” link to sort.

It is recommended that if tHeayroll Reportis to be used, first use ti@neclock Infaeport to
make sure all the timeclock values are correcte Vdues can be updated by a user with
Payroll rights, if necessary.

ADVANCED PAYROLL REPORT
Advanced Payroll Report is similar to the Payroll report except it alsmbkes calculating
overtime information. Overtime is determined basedheStandard Weekly Houend
Overtime Ratesetting (see the Setup section). For any givpartgeriod, as soon as the
Standard Weekly Houl®.g. 40) is reached in a 7-day period based @sttrt of the report,
any additional hours in the payroll week are assutoéde overtime. ThRayroll Week Start
day and time is also a configurable setting. Oneriis calculated based on the payroll week so
make sure that setting is what your business pagystem uses.
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TheCheck Timeclock Warningheckbox will cause the report to also check for igpe of
potential issue, such as timeclock periods crossidgy boundary or not having a clockout
value.

This report also handles multiple wage rates (kangple an employee clocks in as a Server and
a Bartender in the same week). The times usedlaulating if overtime has been reached are
based on the timeclock information.

LABOR REPORT
Labor Report will show both the labor costs for each wage iat given time period, as
well as the hourly breakdown of labor costs. kaldbor summary section, the number of
timeclock entries for each wage rate are showheasginployee count, as well as the hours and
wage totals. Th@ercent Wagesolumn shows the relative cost of the wage ratelevthe
Percent Salesolumn shows the relative cost of the wage ratk méspect to sales.

The hourly section will show the hourly periods whan employee is clocked in, and the cost
of those employees with respect to sales in that (itbe time the order was opened is used for
consistency in reporting sales information). Hecent Laboicolumn is simply the wages
divided by sales. If the sales are less than wage 100% is shown as the percent of labor.

Salaried wage rates are now considered irLthkor Report. Use the Setup screen to define
how many hours a week a salaried employee is asstori®e working. The salary rate is
entered in the employee’s wage history and is asdumbe anonthly number. The report
simply does the math to convert the monthly salargn hourly rate for the time the employee
is employed.

Note: The hourly equivalent of the hourly laboc@culated as follows: The employee’s salary
is assumed to be a monthly salary and is enterdteinwage rages. The salaried employee’
weekly hours are entered in tBeployee Setugection (it is the same for every salaried
employee).

Daily Hours = Weekly Hours / 7

Hourly Rate = (Monthly Salary * 12) / (Weekly Hour$2)

Daily Salary Rate = Daily Hours * Hourly Rate

[72)

[72)

The Daily Salary Rate is used no matter how mamysthe salaried employee actually work;
on any given day.

DAILY WAGE REPORT
Daily Wage Report will show the wage costs for a given day (note tha advanced view
that spans multiple days is not available). Th&tsare broken down by the wage rates used in
that day. Théercent Wagesolumn shows the relative cost of the wage ratepaoed to the
total wages, while thBercent Salesolumn shows the relative cost of the wage rath wi
respect to the total sales for the period.

The report can be subtotaled at a given time bayntithe user would like information
segmented into periods. If this happens, therelmagome round-off error as the total
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information is for the complete day, not just thensof the two parts. Simply pick the time at
which you would like the report to be subtotaled #me report will re-display the information.

This report uses the Order Day Boundary to detegrttie daily wage information.

LABOR BY DEPARTMENT REPORT
Labor By Department Report is essentially the same as thebor Report except that
it breaks the labor information into the pre-defirdepartments that each employee is identified
with. The department is set in tkemployee Info area.

OVERTIME REPORT
Overtime Reportis an informational report that will show any bistal or current work
periods that are longer than a configurable nurobépburs. Simply select the number of hours
(between 8 and 23 v2), al@vertime Report will find any work periods in the given report
period that have a duration longer than that nurobépurs. Current work periods (i.e. where
the employee is still clocked in) are also shown.

This report will be helpful to find people who hawerked overtime as well as people who
forgot to clock out at the end of a previous day.

MANAGEMENT

EMPLOYEE INFO
Employee Info is where you can add/delete/edit employee infaonatAny employee that
will be working on thesapphire system will need to be added to the system. ufye using
Sapphire to keep track of the time worked of ALL employettgn every employee will need to

be added. When displaying employee names duroukéh/out and on the front page, only the
first name and last initial are used.

The first screen in Sapphire Manage Employeesliwstlbll the employees. They are listed
alphabetically, by last name, first name. If thisrao last name then they are only listed by first
name. A second field shows whether the employeariently active (i.e. clocked in). An
button is available if you want to make a chamgthe employee’s information. Use
the|[add New| button to add a new employee.

The default view of this first page only displays@oyees whose statusksnployed If you
would like to also see employees who are no loeggsloyed, click ofShow Terminated|.
Clicking onHide Terminated will again show only the employees who &mployed
Terminated employees are shown in red.

After clicking the Update button, a second screispldys the information for just that
employee, and allows you to change that information

Field Meanings:

First Name:  The employee’s first name.

Last Name The employee’s last name.

Status The employee’s employment status. EitBerployedor Terminated
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SSN The employee’s SSN. This is only used in reports

Phone The employee’s phone number. This is only use@ports.

Alt Phone: An alternate phone number for the employee. Ehly used in reports.

External Id:  An optional id if employee has an identifier im @xternal system, such as a
payroll system.

Dept: Select one of the pre-defined departments to rtfadeabor By Depteport
meaningful.

Req. Tips: Set this flag if the employee is required to deeltips before clocking out.

W-4 Exempts Information about the employee’s withholding g&atThis is only used in
reports.

Various: There are various checkboxes to help track inédion or policies given to
employees. These are only stored for informatipouaboses as a reference.

Rights: These are the employee’s privilege level whichised for security.

Addr: The employee’s address (withty, State, andZip). This is only used for
contact information or in reports.

DOB: Select the date of birth in order to set the @yp’s age. This is used as part

of the age checking feature to make sure the ses\ad enough to sell alcohol
without a manager override.

To add an employee:

Click on theAdd New Joutton on the first page. This will bring up ased page.

On the second page, fill out the necessary infdomatAs a minimum fill out théirst and
last nameand at leasEmployegights.

Enter any other information that you would likekeep track of.

Click the/Add Employee button.

Once the employee is added, clickReset Password| to set the password.

If desired, click ofAccess Card| to set up the ability to use a Magnetic Stripeldar
accessing Sapphire.

YVVVY VY

To update an employee:

> Click on thdupdate| button on the first page. This will bring up @sed page containing
the employee information.

» Update the employee information as necessary.

» To terminate the employee, update 8tatusto Terminated

> Click thelUpdate Employee| button to update the information.

To terminate an employee:
> Click the[Terminate| button to make the employee inactive and addnaitation record to
the employment termination.

To set up a Magnetic Stripe Card:

> Click thelaccess Card button on an employee’s information page.

» When the next screen is shown, simply swipe the taread the access code on the card.
The code should be submitted automatically.

> To clear an access card click[Orear].
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You can also set up employee Wages and Employmistarid. Prior to any wages being set up
the necessary Wage Rates need to be set up (ssectlem onWage Rates). Enter the new
wage information and click dNew Wage|. If a wage rate of the same category alreadyt®itis
will be ended. If multiple wage categories arewgefor an employee, the employee is given the
chance to select which wage rate they are curresatlging.

Employment History will be set up naturally as eaygles are added, terminated, and re-hired.
If necessary you can build an employment historgfmgring new hire and, if necessary,
termination dates.

WAGE RATE NAMES
Wage Rate Names is where you can set up the rate category na®sply enter the
category name (e.g. Bartender, Server) and thedipge. The type choices will change the
way theTimeClock Report will calculate the wagesHourly is for an hourly rate where the
wage is the time worked times the raRer Shiftis where the employee is paid a flat rate per
shift, no matter how many hours they work. The dlaount is entered in the Wages section of
the employee information. 8alaryis chosen no calculation is done.

DEPARTMENT NAMES
Department Names is where you can set up the names of wage depaitrfe theLabor
By Department report. Simply enter the department name (e.yer Some department
names are present by default to match older vesbSapphire.

LABOR SCHEDULER
Labor Scheduler is where you can specify a starting work timedoployees. This
scheduler is tied to the clock-in feature of timeeticlock, and if an employee tries to clock in at
a time other than the scheduled time a manageridegas needed. If you specify the wage rate
the employee is scheduled to work then that wagéeaselected by the employee without need
for an override, but other rates will need a managerride. The manager override is simply
the manager entering their password or accessseap@. The labor scheduler is enabled in the
Employee Module Setup.

The schedule can be set for up to eight weeks ahéémen showing the schedule, the previous
week can be shown and up to eight weeks aheadecaindwn. Click oishow Schedule| to see

a weekly view of the current schedule. Entrie$ #ra older than 30 days can be deleted — a
button will be shown if any old entries are found.

To set up a schedule for a single employee, clicRme Employee. Use the dropdown box to
select which employee, and then set the date, sthift, and wage rate for that employee.
Clicking on/add New| will add the entry into the scheduler. The cursmhedule for the
employee is listed. To remove a schedule entigk dnfTerminated. This will permanently
delete the entry so it will need to be re-enteféiwas deleted by accident.

To set up a schedule for multiple employees, dicMultiple Employees|. Picking a wage
rate will show all the employees that have thatevade. You can click on multiple employees
by using the <shift> or <cntl> key while clickingtivthe mouse. Then pick a date, start time,
and days of the week for that schedule. Clickinfdd New] will save the information. To
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show all the schedule information, check 8tew Allcheckbox; otherwise, only the current
week’s schedule information will be shown.

SETUP

Setup is where various settings for the employee modtgeset.

After setting the values click tfigpdate] button to save the values.

Field Meanings:
Payroll Week Start:

Standard Weekly Hours
Salary Weekly Hours

Overtime rate:

QuickBooks Company
Create Time:

Export Payroll Data

Timeclock PIN required
Mini Timeclock Report

Show wages on clockout

Labor Scheduler

Week Starts On Monday

The day of the week (and time of day) to stastphyroll
week. This should match your payroll system.

The number of hours in a standard work week @0g.

The number of hours a salaried employee is assuoneork
in an average week. This setting is used in thgewaports to
convert salaried employees to hourly. If the managants to
“hide” the salary information from other employeeis
suggested to add up all the salaries and place tineler one
employee (e.g. the manager).

The rate (multiplier — e.g. 1.5x) an hourly enmyde is paid for
overtime.

Enter the value from QuickBooks to enable the doaah of
timeclock data.

Check this checkbox if you want a button to shownoghe
Advanced Payroll Report to export the data.

If checked then a PIN will be required to clockoiat.

Set how you want the mini-timeclock report to sheten
clocking out: Show and Can Printdefault) will show the
report and the user can print to an attached repsdiger;
Show Onlywill only show the reportDo Not Showwill not
show the report at all.

If checked then the wage math (rate time hourd)beil
shown. Otherwise just the time will be shown.

Enable the labor scheduleRisabledmeans cannot access it.
Enabledmeans it can be used to set up labor schedules.
Activatemeans it will be used as a “gatekeeper” to keep
employees from clocking in before their scheduietet

If checked then the schedule’s week start on Monday
Unchecking the box will have the week start on Synd

To download the timeclock data for use in QuickBogiu will need to do the following:

1. Obtain the QuickBooks Company Create Time by uQngkBooks to export the timer
lists and opening up the export file and finding theate time value.

2. Enter that value into the field mentioned above.

3. Go to the Advanced Payroll Report and create yayrgll report.

4. Click on theDownload QuickBooks Timer Datautton.
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5. Use QuickBooks to import the timer data (see theeKBooks manual).
6. For each timeclock data entry QuickBooks will askthe pay rate so QuickBooks can turn
the timeclock data into payroll data.

NOTE: Due to the nature of importing IIF files infuickBooks it is possible to crash
QuickBooks. Make sure you create a backup of gaitm before importing. Khamu is not
liable for any lost or incorrect data.

MANAGE PASSWORDS
Manage Passwords is where manager passwords are managed, as vegllaternate place
to manage PINs and access cards for employees dPliNaccess cards are handled just like on
the Employee Data page. If a manager forgets gasisword or needs a new one, simply click
on theReset Password button and a randomly generate passwords willig@aled. This
temporary password is needed by that manager &sathe Management system and at that
time the manager can choose a new password tHaastifor 90 days.

MANAGE SECURITY RIGHTS
Manage Security Rights is where the security rights can be set up foh @maployee
based on their wage rate. The information on tmplByee Data page is the default if nothing
has been set up for a wage rate for the emploijes employee has multiple wage rates just
check the appropriate rights for each wage ratecticklon thdupdate All button. If the
employee does not have any wage rates set upviheitibbe colored red. A wage rate of
“Default” reflects the settings chosen before weajes were set up.

Examples: If you want a cash drawer to only operafoemployee when they are a bartendey
and they may also be a server, check the “Cash Bhetkbox for the Wage Rate relating to
the Bartender. If you want an employee to be i shpervisor sometimes and a server othefs,
check the “Shift” checkbox for the Wage Rate ralgtio the shift supervisor and not the server.
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CUSTOMER MODULE

There are three different areas of the custom neodliheDelivery area is for customers who are
set up through the delivery terminal. Tiee-paid Cardsarea is for customers using pre-paid
cards. The.oyalty area is for customers who use loyalty cards.

MANAGE CUSTOMERS

This area will display all customers and allow tlwstomer information to be edited or deleted.

DELIVERY

Thedelivery terminais a terminal that will show the current statusoy delivery orders. Itis
enabled by entering the Setup area (see the Dglmanagement section below). Once the
delivery module has been enabled, the deliveryitexhis accessed through a button on any
server’'s Orders page. When first clicked, it isused a new order is being placed. However,
clicking on thgTerminal button will show the Delivery terminal.

Orders can be initiated through this terminal bgkihg onNew Order. If you want to create a
delivery order for a future date click on button. Any clocked in servers will be
shown to allow as an “owner” of the order. Thetooser can be looked up using the appropriate
search method (id — usually the phone numberpkste, or address).

Note: Partial searches can be done by typing intlesfirst few characters and then clicking on
Search|. All matching entries are displayed.

If the customer is not found they can be addedhdy are found, they are selected by clicking on
the button that is their Id. Their information da@changed by clicking on tfEeit button. To see
their order history click on the button with thetl@rder date on it.

If the customer qualifies for a reward as defingdhHe system, the reward choices are shown,
allowing the user to select one or skip it for thider.

Once the order has been placed, it is tracked@D#tivery terminal by showing the time it has
been opened, and the current status. If fulfillimp@imters are used, the order may show as “Ready”
right away. If fulfillment terminals are used, whthe order is cleared from the terminal the status
will be shown as “Ready”.

A receipt can be printed by clicking on the buttbat shows the order total. This delivery receipt
has additional information to help find the custoaddress.

To assign a driver to an order, simply click on liogton under th®river column. This is for
tracking purposes on some of the Delivery Repartsia required to complete the delivery.
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When the order is ready to be delivered,Detiver Order| button can be clicked. When the driver

is back the same button, now read@igse Ticket], can be clicked to close the order. Using these
buttons correctly will help in obtaining useful telry statistics for possibly identifying issueghwi

the delivery process. A driver will need to beigised to move the status passed the “Ready” state.

Clicking on theView Closed| button will show orders that have been comple@ticking onfSign|
will close the terminal.

The terminal can be refreshed manually, but wil thee default configured refresh setting (see the
section on System Configuration for more informatom this setting).

o

Note: Due to the potential to add a lot of custom&armation, it is recommended that a keyboar
be available on the delivery terminal.

REPORTS

DRIVER REPORT
Driver Report will show information for any given driver on agiven day. This report can also
be reached from th@heckout page but only for a single driver for the currday.

DELIVERY REPORT

Delivery Report will show information about deliveries for the sjgd period. Information
about each delivery order will be shown. The totdler amount for deliveries for the period is also
calculated.

DELIVERY STATS
Delivery Stats will show various delivery statistics as a wayreasure performance of the
delivery process for the organization.

CUSTOMERS

Customers Report will show information about delivery customersheTinformation can be
used for a mailing list. Customers can be selesyeldow recently they have had a delivery. The
report can be sorted various ways for presentiagrtformation.

DRIVER STATISTICS

Driver Statistics will show information about drivers for deliverieStatistical information is
shown to help measure driver performance. A detailew will show the time a delivery started
and how long the driver was out. The summary welvshow the number of trips and the total
time out, as well as the average time per trip.

BIRTHDAY REPORT

Birthday Report will allow the user to show any customers who havgrthday in a given
month. The birthday information will need to betaed for the customer to show up on the
report. Choosing the month “All” will show all ciasners, including the ones that do not have a
birthday entered. The report can be sorted difftanays, for mailing lists or other informational
purposes.
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MANAGEMENT

SETUP
Setup is where the Delivery button on the server's adqege gets enabled, and various
configuration settings can be applied.

Note: Delivery Rewards have been removed as of f8egppersion 5.4.6. Use loyalty rewards
instead.

The ordering terminal can be chosen to be the SasVice terminal or the Dine-In terminal. An
existing surcharge can be used to set up a delstecharge/fee, if desired. The ability to auto-
print a delivery receipt can also be set up. Oslettings will help configure how identifiers are

used and default customer information.

Which Ordering Terminal Choose if the delivery ardg terminal should be the Cash
Service terminal (default) or Dine-In terminal.

Delivery Surcharge If delivery tickets have a sarge fee, choose which previously
set up surcharge will be used.

Server is driver default Check this setting if Hegver will be selected as the driver
when the ticket is created.

Driver Commission Enter the commission a drivet gdt for each delivery ticket.

This number will be used on the Driver Report. Wag:
changing this number might cause changes in ealieer

reports.

Driver Cash Start Enter the amount of starting @dhiver will have. This is
similar to the Till Start a server might have.

Identifier is phone number Check this box if thentifier for a delivery customer is their

phone number. This is the recommended way toifgent
delivery customers but is not the default due tckineards
compatibility reasons.

Default Area Code for If using the phone number as an identifier the dletea code

Identifier can be entered and will help minimize typing whearshing for
a customer.

Default State for Customer | Enter a default state code for customers. Thisésl to populate

Info the customer information and can be used to saredyor new
customers.

Auto-Print Delivery Ticket to | If a printer is selected delivery tickets will beteamatically

Printer printed at that printer when a ticket is completed.

“Deliver Order” Auto-Print If checked a receipt will automatically be printetien the

Receipt “Deliver Order” button is clicked in the Delivery &.0.D.
terminal.

CUSTOMER LIST
Customer List will show all the customers and allow their datdé edited.
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DELIVERIES
Deliveries lets the user edit delivery information to corrany issues with delivery information.
The server and driver can be changed in this area.

PRE-PAID CARDS

The pre-paid cards enable the location to issuecgifls or employee meal cards, or any form of
card where a monetary amount is placed in an “adtquior to being used as a payment method.
This can include paper gift certificates, if thermw places an “account number” on the certificate
so the amount can be referenced by the systematdti payment.

Note: The Sapphire pre-paid cards feature is for usmgking customer information. If you want
to share gift cards between sites use the Gift @Getire. The Gift Card feature can also be used a
just a single site, and is easer to use. Sapglitreards can only be used at a single site.

When setting up an account, the term “Account Nuthiseassumed to be a manually entered value
that is set up via the management interface, wkdreaterm “Account ID” is assumed to be a
swiped in or typed in number when the accountrg et up. Either value can be changed via the
management interface. A default account numbsuggiested based on parsing the magnetic stripe
data at the time the card is first purchased.

When the card is set up no expiration date is cagtunless configured (see Setup). However, an
expiration date can be set or changed at any tihhe. system will not allow any activity with the
account upon expiration, but the manager can ogilpfexpire and remove” the remaining amount
in the account. A report exists to show the amdhait was expired and removed in any given time
period.

Note: Different states have different rules abaaw o handle expiring pre-paid accounts and
removing the money from the account. Please cogtar state’s tax commission to determine the
rules you need to follow. Possible areas to expéwe “usery laws” and “unclaimed gifts.”

An adjustment can be made at any time to any a¢@sua mechanism to correct mistakes or
manage any aspect of an account with respect wfispsate laws.

Money is added to an account through the POS systliere an “order” is recorded that reflects

the amount added to the account. The order “itera”$0 entry and a “Surcharge” will be recorded
that is the amount being added. (A surchargeed ts keep the prepaid account sales from
inflating “normal” sales.) New cards can also beup this way. Cards can also be set up through
the management system by first creating a new mestentry and then setting up a prepaid account
for that customer.

Note: If associating a magnetic pre-paid card artraccount, an MSR (magnetic stripe reader) will
be needed on the management terminal. Alterngtitte management can be done at a POS
terminal, if necessary.
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When using pre-paid cards as a payment methdakriétis a mistake, and the payment is deleted,
the related account transaction should also beetkldf the transaction was not deleted, a manual
adjustment will be needed. The transaction shbaldeleted if it was the last transaction on the
account. This restriction is due to how the rugralance is calculated. A server with manager
rights can delete the transaction from the accdurihg the Order Close process.

~—+

Note: The same account number cannot be used florai®repaid account and a Loyalty Account.
This is to avoid confusion if the Cash Back progiaraver used.

ACCOUNT MANAGEMENT

Prepaid accounts can be managed by first findiagtistomer’'s account. There are several ways to
find the account: Find the customer, find the aotdoy customer (see section below), find the
account by account number (see section below)y acbount activity.

Once the account is found, make sure the pre-gaioluat information is shown, possibly by
clicking on thgPrepaid Acct button when the customer information is shownis Thwhere
account numbers can be set/changed, a new magaadiassociated with the account, and
adjustment transactions applied. The accountryistan also be shown.

If the card has been depleted (i.e. the accouanbalis zero) the card can be marked for reuse so
the new owner cannot see the old activity on angriz@ checks. Simply click on tiMark For
button and an entry will be added that will preivaimowing activity prior to that entry.

Note: If a pre-paid customer account is deleteel ctistomer entry in the database is what is
deleted. Therefore, make sure the customer dddsane any other accounts (charge, delivery, etc)
before deleting.

REPORTS

SUMMARY REPORT

Summary Report will show high level, summary information aboutigity in the pre-paid
accounts. More detailed information can also laiobd regarding area of the report. The
following information is summarized for any givemé period: new accounts and initial deposits,
expired accounts and amounts, deposits and amasas,and amounts, adjustments and amounts,
and expired/removes and amounts. There is sonuadadcy with detailed reports in this area and
other reports.

ACTIVITY REPORT
Activity Report will show the activity on all accounts for the givtime period.

EXPIRATION REPORT

Expiration Report will show two different sets of information. Itilhshow which accounts
have expired in the given time period and allowrdraaining balance to be removed. It will also
show the amount of any account that has had imbalremoved due to expiration. This removal
is based on the time the money is removed, ndirtieethe account expired.
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OPEN ACCOUNT REPORT

Open Account Report will show information about any account that i®op The dent field is
part of the optional customer information that banset up to find the customer in the customer
database. Click on any underlined field to chathgesort order.

IMPORT/EXPORT

Important Note: Sharing cards between sites is not supported\asrsion 4.2. In order to share
cards between sites you must select a third-paftydard processor.

MANAGEMENT

NEW ACCOUNT
New Account is a quick way to set up a new pre-paid acco@mply swipe the card and a new
pre-paid account will be created. Then any infdaromacan be added or changed if necessary.

MANAGE BY CUSTOMER

Manage By Customer is used to manage different aspects of the PigAaiount system

where the account is found based on customer ir#mom All accounts are shown, and the list can
be sorted in different orders by clicking on théucon name. When there are more than 50
accounts, the list can be grouped by the custorast Mame. From this screen, information on any
individual account can be managed or the accoself itan be deleted. This is where cards with
magnetic stripes can be associated or re-associdgie@dn existing account.

There is a keyword search capability, and if usedkeyword is searched for in the first and last
name, identifier, notes, and account number fields.

MANAGE BY ACCOUNT

Manage By Account is used to also used to manage different aspétie &re-paid Account
system except the account is found based on tleiatoumber. This is useful when customer
information is not being captured at the time thedds issued. The management functionality is
similar toManage By Customer described above.

SETUP

Setup is where the pre-paid account systerariabled There is also a setting to allow an

external pre-paid system to be used. If an external pré-$gstem is used at time of payment, only
the payment method information is captured andatownt activity takes place in Sapphire. If
cards need to be automaticadypired, check that box. The two choices for an automatic
expiration date ar€his Datemeaning this same date next year, or the endeafulrent month next
year. If you don’t want a tip line to print on thee-paid slip, then check tide Tip Line

checkbox.

CARD TEST

In Card Test the user can swipe a card that has an MSR td #sesystem can recognize the
magnetic encoding. The ensuing account numbehbe&ifhown and if that matches the card’s
printed number then that style card can be us#ueiiBapphire Pre-paid or Loyalty system.
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CUSTOMER CHARGE ACCOUNTS

Customer charge accounts allow the business to@xedit to preferred customers. Sapphire will
track the charges and report on outstanding basanSample invoices and statements can also be
printed.

Note: The customer’s account must be set up poiting server being able to use it as a paymen
method. It is recommended to use a phone numkbeasistomer identifier. The account numier,
which is required, can be letters or numbers ardifi¢go be unique for each customer.

If desired, an upper limit can be placed on theaaer charge account to limit the amount of
outstanding balance. See tlanage Accountsection below.

When using customer charge accounts as a paymémbdne there is a mistake, and the payment

is deleted, the related account transaction shalatiibe deleted. If the transaction was not de|ete

a manual adjustment will be needed. The transastiould be deleted if it was the last transaction
on the account. This restriction is due to howrthning balance is calculated.

REPORTS

ACTIVITY
Activity will show transaction information for the givenydar date range. Customer charge slips
can be reprinted through this report.

OPEN ACCOUNTS

Open Accounts will show any customer charge account that hasnazero balance. The
customer name, account number, and current balecghown. An invoice can be generated by
clicking on theinvoice| button. A statement can be generated by clickimghelStatement| button.
The difference between a statement and an inveitigt the invoice shows only new charges while
a statement will show the beginning balance, clsrged payments. To make a payment on the
account, click on thimake Payment| button. To print all the customer statementsnaecclick on
thePrint All Statements| button.

ALL ACCOUNTS

All Accounts will show account information for all charge acotsy regardless of the balance or
if the account is deleted. If the account is dmletlick theUndelete button to re-activate the
account. The accounts can be shown just for a mange, too.

MANAGEMENT

SETUP
Setup will allow the customer charge account featurbdéanabled or disabled.
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NEW ACCOUNT

New Account will allow a new customer account to be creatEdl. in the important information.
The customer identifier is recommended to be antelmit phone number. If the customer is a
business, use tHigst namefield so the account can be found correctly usivegfiltering on theAll
Accounts report. Just setting up the customer will noatzehe charge account. To create the
charge account, once the customer information bas bubmitted, click on tighow/Edit Cust|
button and enter an account number. This acauumber needs to be unique. If
you forget to enter this account number, you caimigethe customer by going to the main page of
the Customer Module and clicking pranage Customers| and then finding the customer and

clicking theledit] button.

MANAGE ACCOUNTS

Manage Accounts will allow you to edit customer information for temers with a charge
account. You can also enter adjusting transactimgigh this screen by finding the customer,
clicking on theEdit| button, and then clicking on tiald Adjustment Transaction button. The
charge account can have a maximum charge limaufgnter a value in th@harge Limitfield.

LOYALTY

The Sapphire Loyalty feature is used to track gusts to give them an incentive for repeat visits.
The same swipe cards as for pre-paid accountseasdd for the Loyalty accounts. The difference
is that Sapphire Loyalty accounts need to be séiefipre the account is used for a customer. The
server can give a customer a Loyalty card with@virtng to enter any information at that time. The
customer-specific information can be added latea nyanager.

There are four different types of loyalty progratingt can be set upAdd Up Salesvhich will

simply track sales and add up the total until aieel reward level is reache@ne Eachwhere a

list of menu items are chosen and customers hapartthase one each of those itefdertain
Numberwhere a list of menu items are specified and cnste have to purchase a certain number
of any of those items (with multiple purchases peilowed); andCash Backvhere a percentage
rate can be specified and that amount of the tisilebe put into a Prepaid account for the same
card.

Other than for th€ash Backype, the Loyalty program will only track the sakdde; it is up to
each site to specify how the reward is given, ahiseachieved. Some examples can include a
discount off a meal or item, a plaque, a shirt, etc

Note: If a reward is being applied to a loyalty @aat it is the server’s responsibility to signifet
reward is being applied so the loyalty accounesset to start counting over.

The server will apply credit towards the loyaltpgram or show that the reward is being taken.
That feature is accessed through the Server Mgpegee Simply specify the ticket, find the loyalty
account using the magnetic swipe card and appliotradty credit.

The current “balance” on a loyalty account can bimed by clicking on thieoyalty Acct]
button on the Front Page. Swipe the card or éhéeaccount number and the account
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history will be shown. If the type of programOse Eachthe remaining items to be filled will be
shown as well. For all types of loyalty prograine humber of remaining points needed to achieve
reward level will be shown. If a printer is assded with the terminal the transaction history ban
printed out.

For theCash Baclkprogram information about each ticket being agblethe loyalty account is
recorded while a simultaneous entry into a Prepatunt (for the same customer and loyalty card)
is recorded. When looking at the current loyattgaunt balance for @ash Backprogram only the
loyalty entries are shown — the uses of the relptegaid account are not shown. This means the
account will keep growing and to get a true repneg@n of the currently prepaid liability for a
reward account, the prepaid account should be thake

~—+

Note: The same account number cannot be used florabiooyalty account and a Prepaid Account.
This is to avoid confusion if the Cash Back progiaraver used.

REPORTS

ACTIVITY
Activity will show transaction information for the givenydar date range.

OPEN ACCOUNTS
Open Accounts will show any loyalty account that has a non-Zgatance. The customer name
(if captured), account number, and current poirgsshown.

ALL ACCOUNTS

All Accounts will show account information for all loyalty aamats, regardless of the balance or
if the account is deleted. If the account is aletlick theundelete| button to re-activate the
account. The accounts can be shown just for a mange, too.

MANAGEMENT

SETUP

Setup will allow the type of loyalty program to be choseA choice ofNonewill disable the
feature; any other choice will enable the featufer theAdd Up Saleprogram simply specify the
amount of sales needed to achieve the reward C&sin Baclspecify the reward rate as a
percentage. For the other programs use the lozatios to specify the menu items (and price size
if necessary) to build up the list of items that ar the loyalty program. An item can be removed
from the program click on tHRemove button next to the loyalty choice item.

NEW ACCOUNT

New Account will allow a new loyalty account to be createdwife the magnetic loyalty card to
create an account. The account number and custdergifier are based on the account number
encoded in the card.
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Note: Since the customer information may not bevkmat the time the customer enters the loyalty
program you may want to create several “blank” aot®that have a card set up. The card can
then be given to the customer and the customemi#ton can be added later.

If the customer is a business, usefttst namefield so the account can be found correctly usivey
filtering on theAll Accounts report.

MANAGE ACCOUNTS

Manage Accounts will allow you to edit customer information for temers with a loyalty
account. You can also enter adjusting transactimasigh this screen by finding the customer,
clicking on thegdit| button, and then clicking on thld Adjustment Transaction] button.
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GIFT CARD MODULE

The qift card module has three interfaces: the mpament interface, discussed here, a terminal used
for selling gift cards, and the authorization ifdee. The latter two interfaces are discussetean t
Server Guide as they can be used by the servers.

Sapphire will store the complete gift card accawnnhber. The card account number must be less
than 20 characters

The Sapphire Gift Card gateway only works at ttwalsite. If that gateway is chosen then there
will be additional reports available to help manége gift card accounts. Any other gateway goes
through the Internet to a third-party processor.

Tip adjustments are not allowed on gift cardsoraher to process a tip a second transaction will be
needed but it will not be identified as a tip.

Note: If the Internet connection is not working andam+Sapphire gift card needs to be processed,
the card information will need to be captured sather way. A “dial-up” type terminal or some
kind of manual copying of the account number candesl to capture card information.

Alternatively, if the card information is savedlie processed later there is a risk the balanckeon t
card is less than the transaction amount.

PROMO GIFT CARDS

This is a feature specific to Sapphire Gift Cartidhen a manager signs into the Gift Card Terminal
a new button shows up that allows “promotionalt gdrds to be activated and used. Promotional
gift cards are gift cards that can be activateth wibalance but no ticket is created to pay for the
gift card. When used the balance goes towardsder discount instead of a payment method. The
discount reason code should be set up beforehahilantified in theSetuparea.

These cards can be used for promotional purposésfar example, a Comp is needed to satisfy a
customer due to a service error. Be aware that ikgotential for fraud since value is being
created on the gift card without an exchange adeeltike a regular gift card.

SAPPHIRE (GIFT ACCOUNT) REPORTS

These reports are only available if the selecteevgay is “Sapphire”. In this case the account
transactions are processed at the local sites. nibi possible to share gift account information
between multiple sites (choose a different gatepragessor in this case).

OPEN ACCOUNTS

Open Accounts will show information about gift card accountstthave an outstanding balance.
There may be accounts that are still active witlbalance, but they will not show up on this report.
If further detail is needed on the account antréssactions, click on tHBetail button next to the
account information.
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If the [Detail| button is clicked then the transactions on th@actare listed. There is also the
opportunity to change the expiration date on almact This transaction detail information can be
reached from any of the account reports.

EXPIRATION REPORT

Expiration Report will show any gift card accounts that expire in gieen time period. The
default is the current month. This report can beduto manage how gift cards are expired with
respect to the customer’s usage.

Important Note: Many states have laws (usury laws, unclaimeggny laws) that regulate how
expiring accounts are handled, including chargergise fees for inactive accounts. Please be sure
you understand your state’s laws when handlingrexgpaccounts and/or service fees.

MANAGE ACCOUNTS

Manage Accounts will show information about all gift card accouifétive or inactive). The
accounts can be look at in descending order irelésor a filter can be used to look at a parisdl |
Simply enter a portion of the account number andaamtount with matching information is shown.
If further detail is needed on the account antréssactions, click on thetail button next to the
account information.

Note: Sapphire gift cards can be re-used by eithectieding the account or adding value back|
onto the account. If the account is deactivatetthan re-activated, a new issue date and

(optionally) expiration date will be assigned te #iccount. The account transaction detail will sti
show all transactions ever performed on that adcoun

REPORTS

These reports are essentially the transactionsimeetd on an account. The information is
“captured” as the actual transaction is sent dhégrocessor.

GIFT CARD REPORT

Gift Card Report will show information about gift card activity fohe specified period. It will
list all transactions. There is a summary sediiotine end of the report. Any of the report column
names that are underlined can be used to re-softahsaction list (e.g. to sort by account number
click on the Accountolumn header). By default the report lists tlamsaction in natural order.

DAILY ACTIVITY

Daily Activity will show gift card activity for a given date. @ldefault view is to show summary
only successful transactions, excluding voidghéfShow Unsuccessful Txoseckbox is checked,
then transactions that were not successful aresh@whis information may be more useful in
tracking down issue than just seeing what transastivere successful.) If tighow VOID Txns
checkbox is checked then the VOID transactad the transaction that was VOIDed will be
shown.
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MANAGEMENT

Not all management functions are available to allegays. The name of the gateways that support
the functions will be listed. Additional card maeaent features are available in the Gift Card
Terminal (see the Sapphire Server Guide for mdaegnmation).

VOID

Supported by: Sapphire, Mercury, Heartland, Valutec

Void will void an existing transaction. Generally, pitihe last transaction on a given account can
be voided. Due to issues it might creat&lsacannot be/oided unless the corresponding ticket is
open. Additionally, transactions cannot\b@ded after thébay-End Closerocess runs.

REFUND

Supported by: Sapphire, Mercury

Refund will allow the user to apply a credit to a giftrda It is similar to theddd Valueexcept that
the amount refunded does not need to be paid fthdgustomerRefundis useful for managing
the account balance.

SUBTRACT VALUE

Supported by: Sapphire

Subtract Value will cause the balance on the card to be redutfeah amount larger than the
current card value is subtracted, only the remgibi@ance will be reduced. There is a button
available to obtain the current balance (clickGheck Balance| once the card has been swiped or
account number entered). The main difference lextvak)seof the account an8ubtract Values
thatSubtract Values not tied to paying for a ticket. It is usefat managing the account balance
or removing the balance from an expired account.

DEACTIVATE

Supported by: Sapphire, Heartland, Valutec

Deactivate will cause the account to become inactive. Ad ffoint the card can be re-issued
with an Activate transaction (see Gift Card Terrhinghe Sapphire Server Guide for more
information).

Note: An account can only be Deactivated with a zelarxze.

CARD TEST

Supported by: Sapphire

Card Test is available to test out a card to make sure3agiphire can parse the account number.
There are also guidelines for purchasing cards.

TEST COMMUNICATION

Supported by: Sapphire, Mercury, Heartland, Valutec

Test Communication will send a test communication to the gatewayetofy that the
configuration is working correctly.
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ADD ACCOUNT
Supported by: Sapphire

Add Account is available to help import card numbers and k=darninto Sapphire if the site is
switching from a different system. The main difflece betweeAdd Account and starting new
accounts from the Gift Card Terminal is that nompawt is required to start a new account.

SETUP

Setup is where the Sapphire gift card interface is eedblSelecting Sapphire as the gateway will
allow gift cards to be used only at the local site.order to share gift cards between multiplessit
another gateway will need to be chosen.

Note: There are certain fields that are specifithtoselected gateway. \

Field meanings:
Sapphire
Expire Gift Cards:

When Expire Next Year.

Promo Discount Code

Mercury Fields
Merchant ID:
Password

Valutec Fields
Terminal ID:

Heartland Fields
License 1D

Site ID:

Device ID:

User ID:
Password

Common Fields
Processing Server URL
Processing Server Port
Secondary

Txn Timeout (seconds)

Don’t Auto-print Gift Slips :

8/28/2012

Check this checkbox if you want an expiratioteda be
automatically entered.

SelectThis Dayto expire on this day next year; selBotd Of
Monthto expire at the end of the month next year.
Select an existing discount reason code in cesa® Gift
Cards are being used.

The Merchant ID given to you by Mercury Paymeyst8ms.
The password given to you by Mercury Paymente3yst

The Terminal ID given to you by Valutec.

The License ID given to you by Heartland Payntgygtems.
The Site ID given to you by Heartland Paymentt&ys.
The Device ID given to you by Heartland Paymeydt&ms.
The User ID given to you by Heartland Payment&ys.
The password given to you by Heartland Paymestedys.

The Internet address of the processing servelu@img path).
The port on which the gateway is listening.

Optional paths, if needed, for secondary serddresses.
The length of time to “timeout” a transactiond €econds
should be optimal and is the default if left empty.

If checked, gift card slips will not be printedtamatically
when an authorization is successful. The defatl print
them automatically.
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Allow External Processing

Test Mode

Debug Logging

8/28/2012

Check this if it is possible to process (use) cgirds with an
external service. A button will be present ongidpe screen
that will allow just the payment method to be digd.

A flag that will cause some extra behavior (NO$Etting this
flag will not affect transaction processing, ongbdig
information being displayed on various pages).

A flag that will cause some communication datheédogged
in the Error Log. This should only be used whestrincted by
a Khamu Support person.
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CREDIT CARD MODULE

The credit card module has two interfaces: the mpament interface, discussed here, and the
authorization interface, which is discussed inSeever Guide as it is used by the servers.

The management interface is broken down into featiens.

Sapphire does not store credit card id informati@mly the last four digits are stored, and no
cardholder information is stored.

Note: If the Internet is down and a credit card needse processed, the card information will need
to be captured some other way. A “dial-up” typerti@al or some kind of manual capture device
such as an imprint machine can be used to capamdeirformation.

Notes on Voiding transactions

Transactions initiated through the POS interfaceardy be voided through that interface. This is
to make sure the order payments match the sal@sriafion. Transactions initiated through the
management interface (i.e. offline sale, voice artation) and not associated with an order/ticket
can only be voided through the management inteifadgist Payments). With any Void the card
must be swiped or the card number entered. Thamthat a Void is a “card present” operation.
This is so the wrong transaction is not accideyntatided.

REPORTS

CREDIT REPORT

Credit Report will show information about credit card activityrfthe specified period. It can
list all transactions. The default view of thipoet is to group the transactions by server, and
excludeVoid transactions. Th8how Detaicheckbox will show each transaction as well as
additional information about each transaction. $hew Voicdcheckbox will cause the voided
transactions to be shown. T8abtotalcheckbox will subtotal each day.

DAILY ACTIVITY

Daily Activity will show credit card activity for a given dat&he default view is to show
summary information for each card type, excludingls. If theShow Detaicheckbox is checked,
then detailed information about all the transadimnshown, as well as the summary information.
The Subtotalcheckbox will subtotal the activity by server.

If the day-end close has not yet been run[Fikldbutton is enabled, allowing the transaction
information to be fixed. This is only to allow cections to the Sapphire data in the case thetcredi
card gateway processor’s information is differérant Sapphire’s. It is assumed that the gateway
processor’s information is the accurate informatmncan be fixed through the processor’s
interface.

To re-print an old credit card authorization sliigicon theReprint button.
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Thelnvoicefield will help tie Sapphire information to theedit card processor’s system
information.

MINI REPORTS

Mini Reports are reports that can be printed on a receiptgmiand essentially contains similar
information that is found on other reports. Th&adghown is for any transactions that have not
been archived with the day-end close process. BHs&report shows the employee by number (to
match with an employee name, please go to the Braplmfo screen), the card id, and the amount.
TheDetailedreport will show the basic information plus thelglransaction id, the current status
of the transaction, and the card type. Vieebosereport will show even more detailed information.

Note: The Mini reports do not show voided transactions.

UNTIPPED TRANS REPORT
Untipped Trans Report will simply show all credit card transactions tleatrently have a zero
amount for the tip.

BATCH HISTORY
Batch History Report will show the batch totals information for the givdate range. The
history is saved during the batch close process.

Note: If Auto Close is used the batch history it captured.

MANAGEMENT

ADJUST PAYMENTS
Adjust Payments is where individual authorizations can be managed.

If a credit card swipe was “Saved For Later,” auttetion can be obtained for the transaction at
this screen. This is required before the trangaatan be batched. If a tip adjustment is needed t
tip can be added after obtaining authorizatione Tdaved For Later” information can be deleted if
it is no longer necessary to obtain an authorinatio that credit card. All credit card transacsion
must be settled or voided in order to close thewi#ly the “Day-End Close” process.

Note: If the “Saved For Later” information is deletedis permanent.

Tips can be added to transactions by putting thartiount into the appropriate field. If moving
transactions to the batch for later submittal, &itbeBatchbox. If the tip amount is meant to be
zero, check th&ero OKbox. After all the transactions desired to beiptd batch are tip adjusted
and the appropriate checkboxes check, click oMéne To Batch| button.

If the authorization is to be settled right awanstead of waiting for the next batch, click on the

button.

If the transaction is to be voided prior to setit) click on thévoid button. If the Void is done
from a terminal with a receipt printer defined,@dsslip will print out.
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Note: Some of the features on this screen are avaitaldach server to tip-adjust and move the
transactions to the batch.

-

Note: Voice referrals are handled by voiding the teanti®n and running a separate Voice
Authorize transaction after the authorization chds been obtaining from the processor.

To remove a transaction from the batch, click @Rémove From Batch| button.

APPLY CREDIT

Apply Credit will allow the user to apply a credit to a crechrd. Enter the amount of the
transaction, and then either click in the “swipeXtor enter the credit card information manually.
Once entered, click on tfsend| button to submit the request. The credit canelidesl similar to
regular credit authorizations. If the Credit is ddrom a terminal with a receipt printer defined, a
credit slip will print out.

OFFLINE SALE

Offline Sale will allow the user to process a credit card teai®n without having to have an
open ticket. The transaction can be linked to@endicket if desired. Enter the amount of the
transaction, and then either click in the “swipeXtor enter the credit card information manually.
Once entered, click on tisend| button to submit the request. The authorizatiam lne tip adjusted
and settled similar to regular credit authorizagidihthe Offline Sale is done from a terminal wath
receipt printer defined, a credit transaction sli print out.

VOICE AUTHORIZE

Voice Authorize will allow the user to process a credit card teamti®n where the authorization
code was obtained in advance. This is usuallyusraf some issue that caused the user to contact
the processor (e.g. referral, fixing prior issue,)e The transaction can be linked to an opétetic

if desired. Enter the amount of the transactiontaedauthorization code, and then either click in

the “swipe” box or enter the credit card informatimanually. Once entered, click on

button to submit the request. The authorizationtmatip adjusted and settled similar to regular
credit authorizations. If the Voice Authorize isngofrom a terminal with a receipt printer definad,
credit transaction slip will print out.

Note: Depending on the credit card processor a Voicihdnization transaction may have be settled
separately from the batch.

SETTLE AND CLOSE BATCH

Settle and Close Batch will allow the transaction settlement (tip adjustmt) to be sent to the
processor. After all transactions have been &@#tthe batch can be closed. If the button isoyell
there are “un-settled” transactions that need tedbibed. If the button is green then the bateh ca
be closed. Click oSettle and Close Batch|to start the process. The batch totals will erred
and saved until the next close. If they are imgmatrto you, write them down.

Note: If the Close Batch feature does not exist afpttoeessor (e.g. Shift4), performing the Clos
will change the status of any “settled” transaditm“Closed”.

1)
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VOID CREDIT TXN (HEARTLAND, MERCURY, NOVA)
Void Credit Txn will cause a “Credit” credit card transaction ®\wided. Once the batch has
been closed the Credit transaction can no longeplaked.

GET VOICE CENTER (SHIFT4 ONLY)
Get Voice Center will let the user obtain the credit card issuadsce call center phone number,
as stored at the gateway processing system. &hibe used to contact the call center. Enter the

card number and click dubmit].

TEST COMMUNICATION (HEARTLAND, MERCURY, CYNERGY, NO VA)
Test Communication will simply send a test packet to the process@e® if communication is
possible. Click ofsend Test| to send the test packet. Success or any errtirsendisplayed.

RESET ENCRYPTION PASSWORD

Reset Encryption Password will cause the encryption password to be resatriew,
automatically generated, value. This can onlydmedf no credit card information is currently
encrypted. Th®ay-End Closerocess will automatically regenerate the encoyppiassword so
this manual feature should never really be needed.

Note: The encryption password is needed to encgye For Latetransactions. It is also used to
encrypt credit card numbers briefly for Elavon énercury credit card processing for the
settlement process and in case a void transacinedded.

SETUP

Setup is where the Sapphire credit card interface idkuh In order to use Sapphire for credit
card processing, you will have to obtain an acceoraiugh the processor of one of the supported
gateway interfaces.

If you are a retail environment where tipping oa thedit card transaction is not expected you can
have your credit card processor set up your acdoyserform an auto-close of the credit card
batch. In this case you will want to click on fbisabled At Processor button so that Sapphire acts
accordingly. If the button reads “Enabled At Psx®” that means that if the Day-End Close
process runs the next day it will automaticallyrodpathe status of credit card transactions to be
Settled (Closed). If the Day-End Close procesanson the current day Sapphire will verify the
batch has been manually settled before lettindddngeEnd Close process continue. If the button
reads “Disabled At Processor” Sapphire will testi@ke sure the batch is closed before allowing
the Day-End Close process to continue, no matt&hnday the credit card transactions ran.

Note:  If there are tip adjustments made to transastamd the batch is auto-closed by the
processor before the tip adjustment is sent tptbeessor the tips witlot be part of the
batch. It is strongly recommended that in a tiggenvironment that manual batch closes
are used.
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\ Note: There are certain fields that are specifithtoselected gateway.

Configuration Fields:

Heartland Payment Systems Fields
Site ID, Device ID, User ID, Password

Shift4 Fields

Account Number, User Name,Password, Merchant ID

Mercury Fields
Merchant ID, Password

Cynergy Fields
User Name,Password

Elavon Fields

Bank Number, Terminal Number, Merchant ID

First Data Fields
Terminal ID, Merchant ID

Common Fields
Do not require CVV2:

Merchant ID (for receipts):
Authentication Server URL:
Authentication App Path:
Authentication App Port:
Txn Timeout (seconds)

Server CC Tip Chargeback

Don’t Auto-print Credit Slips :

If checked transactions can be submitted witlzoG\'V?2
value. Note that this can cause an increased transactast c
Enter the Merchant ID that you want to print eadit card
receipts.

The Internet or network address for credit camtpssing.
An optional path if needed to the gateway apfbica

The port on which the gateway is listening.

The length of time to “timeout” a transaction) €econds
should be optimal and is the default if left empty.

Used to calculated a “chargeback” percentagereditccard
tips that were processed through Sapphire. Shevis the
Server Report and Server Tip Report.

If checked, credit cards slips will not be prohteutomatically
when an authorization is successful. The defaulh print
them automatically.

Credit Card Print Threshold (e.g. 25.00)

Enable Tip Calculator:

8/28/2012

If a non-zero value is entered credit card trangastbelow
that amount will not print a slip. F&hich slip to print
selectNoneto not print either slip, dCustor Merchto print
the customer or merchant slip, respectively.

If checked, various percentage tip amounts vélphbinted on
the credit card slip. The suggested tip amounfisbeiused
from the regular Config Options settings (in Setuga).
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No Tip On Slip: Check this to not print a tip line on the sliphis will be for
quick service type environments where credit cgusldre not
desired.

Allow External Processing Check this if it is possible to process credidsan using an
external service. A button will be present durihg swipe
screen that will allow just the payment methodéo b
displayed.

Always Show “Save For Later”

Button: Check this to always show the “Save For Later” dutin the
POS credit card transaction page. Normally thisdouwill be
displayed upon an Internet communication failUOTE:
This button will not be shown if the system doeshmave the
right level of encryption.

Don’t Print Additional Tip Line : When auto gratuities are in place prior to the itremrd being
processes, the gratuity will automatically printiam
“Additional Tips” line will print. Check this flago not have
the additional tip line print.

Test Mode A flag that will cause some extra behavior (NO$Etting this
flag will not affect transaction processing, onsbdg
information being displayed on various pages).

Debug Logging A flag that will cause some communication dathedogged
in the Error Log. This should only be used whestruncted by
a Khamu Support person.

CLOSING THE BATCH

Note: Even though the transactions are settledt@btatch closed through Sapphire, the processor
may require additional steps to be taken for taedactions to be sent to the merchant bank.
Alternatively, the batch at the processor may lieraatically closed. Please obtain the correct
process documentation from the credit card gateseaypany (e.g. Shift4).

NOTES ON SHIFT4 SETUP

The interface between Sapphire and Shift4 is thi#¢4Stdniversal Transaction Gateway (UTG2).
UTG will need to be installed on a Windows compwteryour internal network. That computer
will have to know how to get to the Internet, andl meed a static ip address on the subnet. Most
likely it already has a static ip address if iiso a terminal. To get to the Internet, make taea
gateway and DNS entry is in the tcp/ip propert@stiie network card on the computer. You can
enter the router address and pick up the DNS irdtion from the router (most likely 192.168.1.1).
This workstation becomes a critical machine in ordeto process credit cards — if it fails or is
turned off cards cannot be processed through Shift4

When installing UTG (you will have downloaded ibffin the Shift4 web site), make sure to set up
an HttpApi interface. It will ask for a port numbeAny number will do, but remember what the
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port is because Sapphire will need to know whit ifThe suggested port is port 8080, which is the
default on Sapphire if no authentication app podanfigured.

Shift4 should have sent configuration informatigia (pdf) prior to doing the install. It might be
handy to copy this into a txt file and have thatateable by the computer where UTG is installed so
one can cut-n-paste the lengthy input info, esfigdize passwords.

Go to the Sapphire Manage System / Credit Car@supSo set up Sapphire to use the UTG.
Choose Shift4 as the gateway, enter the accounbauand merchant id that Shift4 gave you, enter
“tep/Ixxx xxx.xxx.xxx” (without quotes, and useglp address of the computer where UTG was
installed) for the authentication server url, ainel port number used when setting up UTG for the
authentication app port.

Since you are using UTG, you do not need the usereror password.

Select any of the other options you want.

The default timeout value is 90 seconds, and yoawecder 90 in that field if you want to.

If you want to test out the configuration beforaeming credit cards, you can do the “Get Voice

Center” feature which simply queries Shift4 to ggthone number for a given credit card. If that
works, then you know you can communicate with hift

Note: The UTG2 first installs as an applicatioralito installs a service to be available
automatically if the UTG machine is rebooted. Boify if the service is running (or to stop the
service if the GUI application is desired) go tarsf Control Panel / Administrative Tools /
Services (the icon looks like gears) and find thét& entry in the list.

NOTES ON HEARTLAND SETUP

Heartland Payment Systems is accessed directlyeb@apphire Server through the Internet. The
configuration information will be supplied to yoy bleartland. Use the server portion of the URL
address for the Server URL setting, and the patlpage for the Application Path setting. Always
use port 443 (Secure Socket Layer) with Heartland.

HEARTLAND (INTERNET) REPORTS

Certain reports are available when the Heartlangneat Systems gateway is selected. The reports
will query the Heartland gateway directly to obttie information (as opposed to obtaining the
information from data captured by Sapphire).

ACTIVITY

Activity will show information relating to gateway activityhis can include report requests,

which can be filtered out using tkxclude Reportsheckbox. Select the date and time range of the
report. Any information with a link underline cae clicked on for further detail (for example,
specific information on a transaction).
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BATCH HISTORY
Batch History will show information about previous batches. tRar detail can be obtained by
clicking on the batch id.

OPEN AUTHORIZATIONS
Open Authorizations will show which authorization are still open. i€k on the transaction id
to obtain more information about the authorization.

NOTES ON MERCURY SETUP

Mercury Payment Systems is accessed directly b#pphire Server through the Internet. The
configuration information (ID and Password) will bgpplied to you by Mercury. Use the server
portion of the URL address for the Server URL settand the path and page for the Application
Path setting. Always use port 443 (Secure Socaget) with Mercury.

A secondary server can be set up in case the priseaver is unavailable. Mercury will provide
the address. Enter the full address in this loocafe.g. server/path/app). Sapphire will extrhaet t
parts as necessary. If the primary server is aitehMe the secondary is used for that transaction.
On the next transaction the primary server is gttethto be used again.

If a batch is not closed within five days of thansaction, future transactions will get an error.
Make sure to close the batch daily.

Note: Auto-close of the batch is not allowed witleddury because if the transaction is not
specifically in the batch then it will be treatexlaavoided transaction.

NOTES ON CYNERGY SETUP

Cynergy is a gateway accessed directly by the SepBrver through the Internet. The
configuration information will be supplied to yoy Bynergy. Use the server portion of the URL
address for the Server URL setting, and the patihpage for the Application Path setting. Always
use port 443 (Secure Socket Layer) with Cynergy.

NOTES ON FIRST DATA SETUP

First Data is contacted directly by the Sapphirev&ethrough the Internet. The configuration
information will be supplied to you by your Firsafa representative. Use the server portion of the
URL address for the Server URL setting, and thé patl page for the Application Path setting.
Always use port 443 (Secure Socket Layer) withtfata.

Note that a site using First Data first needs t®fmrisioned one time. It should not need to be
provisioned again unless there are special circmsss.

Only the First Data North platform is supported.
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NOTES ON ELAVON (NOVA) SETUP

Elavon is accessed directly by the Sapphire S¢hveugh the Internet. The configuration
information will be supplied to you by Elavon. Use server portion of the URL address for the
Server URL setting, and the path and page for {h@iation Path setting. Always use port 443
(Secure Socket Layer) with Elavon.

Elavon only allows a manual batch close. Only aimam of 999 transactions can be in a batch

otherwise an error will occur and new transactwilsreturn an error. The tip adjusting is done
during the batch process and once the batch isclib® tips can no longer be adjusted.
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TAX MODULE

Sapphire’sTax Module is used to manage tax rates. It is a sophistdature that will allow
multiple tax rates and surcharges to be appliditiets.

SALES TAX REPORT

Sales Tax Report shows the total sales tax for each month for the ime period. This is

simply the sum of the sales tax on each ticietiwithat month, broken out by tax added and
included order items. If any tax exclusions werteeed for an order, a button is displayed th
when clicked, will list the ticket, exclusion idp@amount of tax that was excluded.

To view the approximate tax calculation click oe tHew Approx Tax Cald button. This will
take the actual taxes calculated for each tickethi® month and back out the sales numbers

tax
at,

based on the tax rate (only single tax rate) aryddesstounting. Surcharges are not used in the

tax calculation because any taxation is assumed fmart of the surcharge.

MANAGE TAX RATES

If Sapphire has been upgraded from an older vetbi@old way of managing tax rates will be
shown with the Sales Tax and Sales Tax 2 configurdields.

Default Taxation This setting is used during thenmigem set up as the default taxation status

of the menu item. Seleéidded None or Includeddepending on the most
common taxation of menu items. Note: after conweerso the Advanced
Taxation this configuration setting can still beds

Sales Tax The sales tax for this site.

Sales Tax 2 Optional field if there is & fax rate. If this has a value then a new colu
shows up in the Edit Menu area and the appropt@teate can be chosen
the menu item.Only use this if there really are two tax rates formenu
items.

mn
for

To upgrade to the Advanced Tax Management clicthe{Convert to Sapphire Advanced Tax|

button. This will set up the advanced taxatiosdobon the current tax rate specified.

Newer installations will already be using the adethtaxation. Advanced Taxation uses the
concepts of “Tax Groups.” A tax group can be getaihave multiple tax rates. Tax groups are
then used to assign taxation rates to menu items.

Example: a site might have a 6% state sales taelss a 1% local tax on beer and wine. A ta
rate can be set up for the sales tax and anotheat for the local tax. A tax group can be set uj
that groups together the two tax rates. This taxgcan be used for any beer or wine menu ite
When tax is calculated Sapphire will know that tam rates are used for beer and wine and the

X

MS.

respective tax is calculated and stored and caeée on reports separately.
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Manage Tax Rates will show the current default taxation configucatisetting as well as the
old sales tax rates. Click on fbedate Config| button to update the configuration settir@urrent
Tax Groupswill show which tax rates are in any configurex ¢gmoups. Current Tax Ratewill
show the sales tax name, start date, rate, antlaaysy(explained later)Edit Taxes| will let the tax
rates and groups be edited wiilex Rate History| will show historical tax rate information.

EDITING TAXES — TAX GROUPS

Sapphire’s advanced taxes are tied to menu iteaa Viax Group. To add a new tax group enter
the group’s name in thdew Grougfield and click olAdd Group. To remove a rate from a group
click on theRemove Rate button. To see which menu categories have itbatsuse a specific
group click on théheck Usage| button. Groups cannot be removed unless no ntemsiare using
that group.

Note: Since a Tax Group is a “glue” that links tates to menu items and there is no history
information with tax groups it is advised not tdede a tax group unless it absolutely makes sense.

EDITING TAXES — TAX RATES

To add a new tax rate enter the rate’s name ura@eName Chose a start date and specify the
rate. The start date can be in the future if #ixewtill start being collected at a future datet t8e
correct flag for the rate and click Mid New Rate. Not all flags may be used and it is unlikely
that all flags would be set for any given tax rate.

Tax Rate Flags and meanings:

Auto-Grat Tax (A)  Checking this checkbox will allow sales tax to ladécalated on auto
gratuity amounts. Please check with your tax astant or state taxing
authority to see if this applies to this tax ratgaur site.

Can Exempt (E) When checked this tax can be removed with a tasnpken. Certain taxes
may not be able to be exempted so please checkivatappropriate tax
authority.

Subtotal Only (S) A subtotal-only tax will just apply the rate to ttieket’s subtotal instead of
individual items on a ticket. This could be theedor a local heath tax or
something.

Note: Always check with a tax accountant or taxaoighority if there is any question on what tax
rates should be used or what items should be taixedy given tax rate.

To remove a tax rate first it will need to be remd¥rom any tax groups using the rate and then
click on theEnd| button on the line that describes the rate. & can be ended at a future date if
you know the rate is changing. For example, asdabe may change on July 1 of a year so you will
need to end the current rate on that day and addvaate for that day.

Tax rates can also be updated with out being eaddde-added. Pick the rate, set the other

information and click on thepdate Rate| button. In the above example it would be easier t
update the rate than end it and add a new one.
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ONLINE ORDERING MODULE

Sapphire’sOnline Ordering Module is used with a third-party online ordering systefm
activate this module please contact Khamu Solutibb€. The online order module uses a
“middleware” piece that acts as a translator betwitbe online ordering system and Sapphire. This
middleware piece must be installed by a Khamu Supgpepresentative.

Online ordering is viewed as just another way fauirtickets into Sapphire. The two types of
tickets that can be created are Delivery or Pickickets. The customer database is used and the
customer’s phone number is expected as the identdr that customer. A new terminal, the
P.O.D. (Pick-up, Online, Delivery) terminal is aadle to view and manage online orders. Pick-up
and Delivery tickets can also be created and mahtdmgeugh the P.O.D. terminal. The P.O.D.
terminal is activated by enabling the delivery featin theCustomer Module

Sapphire does not accept credit card authorizatiengart of the online order. The online ordering
site is responsible for accepting payment and yiatif Sapphire of the payment method used in the
transaction. The online ordering site is also eesfble for any discounting, coupons, promotion
handling, etc.

Note: If an online order needs to be changed dfierentered into Sapphire the user will need to
ring in a new ticket using normal order entering aancel the online ticket. Online tickets cannot
be modified in Sapphire. The transaction will al&@d to be cancelled through the online order
systems management interface.

It is recommended to set up new, user-defined paymethods for payment tracking. This will
make it easier to determine where the money is mgifinom for balancing at the end of the day.
Additionally, you may want to set up separate meategories in Sapphire for online orders. This
will help break out the online orders in some répand might make it easier to handle price or
promotion differences between online orders antbousr-present orders.

Note: The Sapphire Online Ordering should be vieaglust a different way for orders to be
entered into Sapphire. Since there is no emplepering the tickets there is a configuration
setting where a server can be designated as owmengnline tickets that are entered. This
employee does not need to be clocked it. Themaasher general configuration setting where the
server closing the ticket can own the ticket arat thight be useful to “transfer” the ticket at the
time it is closed.

When setting up Online Ordering you can specifygassword for access credentials by the online
system. The serial number for your site is alst plethe access credentials.

REPORTS

When viewing the reports pick the single day iniB&8ew or the date range in Advanced View.
The date range will be the starting and endingdfatethe report; the time boundary for the report
is the order day boundary.
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Online tickets will remain in the system as onliioi&ets, just like delivery or pick-up tickets.
However, some reports will only have customer-gzglahformation for a short time based on a
configuration setting.

ONLINE SALES

Online Sales will show sales information specifically for ondirorders. The first page of the
report will show the breakdown of sales by menegaty and the payment methods used in paying
for online orders.

To “drill down” to look at what was sold in any piaular category click on the menu category
name field in the Sales portion of the reportthia categorical sales report the data can be sorted
based on one of the columns with it name underlined

CANCELLED SALES

Cancelled Sales will show online sales that have been cancellBhis data is temporary based
on the online configuration as to how long to keapne information. This report could be useful
if the order was cancelled in Sapphire for someaeand the customer needs to be refunded
through the online ordering system.

CUSTOMER SALES INFO

Customer Sales Info will show recent online sales. This data is terappbased on the online
configuration as to how long to keep online infotima. This report will help with reconciling
specific customer sales with the online orderingtey.

MANAGEMENT

VIEW REQUEST HISTORY

View Request History will show recent online ordering requests. Tleiatfire is intended as a
way to see the “raw” XML and other information agay to diagnose issues that might arise
between the online ordering system and Sapphiris.nbt useful for any day-to-day management
or reporting.

EXPORT MENU CATEGORIES

Export Menu Categories allows the menu category information in Sapplorbé exported in
XML format. This could be a way to get menu infation into the online ordering system. It is
not useful for any day-to-day management or repgrtiYou can click (or <cntl>-click for multiple
choices) on the desired menu category and paymettioais you want to export. Download the
resulting file and follow your online ordering sgst’s instructions to get this information inputted
into that system.

SHOW SYSTEM ID MAPPINGS

Show System ID Mappings will show the internal Sapphire identifiers foetmenu and
payment information so they can be entered intmthime ordering system. This is an alternative
way to get menu information into the online ordgraystem XML importing is not available. It is
not useful for any day-to-day management or repgrtiChoose which menu items, modifiers,
trimmings, pizzas, prices, or payment methods foictv you would like to see the identifiers.
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SETUP
Setup is where the Sapphire online ordering systemidigored. The individual configuration
settings are shown below.

Field Meanings:

Activation Code: A valid activation code will need to be enteredise Sapphire’s
online ordering system.

Online Order Server The server who will “own” the online tickets byfdalt.

Online Password The password the online system will need to subndiérs to
Sapphire.

Terminal Refresh Rate How often the P.O.D. terminal will refresh.

Auto-place Tickets If checked the online tickets will automaticallg bubmitted to

Sapphire’s order fulfillment.

Online Surcharge (fees) A surcharge that has been set up in Sapphirenay @ map online
surcharges into Sapphire for reporting.

Online Default Fulfillment If a menu item is set to go to “Any” fulfillmentipter, this is the
default printer. Itis recommended that all onlorder menu items be
assigned to a specific fulfillment printer to av@idtential confusion.

Save Online Info The number of days to save temporary online in&tiom.

Note: Even though a server can be set up to “owrdrdine ticket, a good practice would be to
have the ticket closer own the ticket. This cambeomplished through a setting in Bstem
Configuration, Ticket closer owns ticket
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HISTORICAL ARCHIVE

The Historical Archive is a feature that lets any prior year get archivEde archival process
will extract all the necessary data from the maitatlase and puts it into an archive database. The
oldest year not yet archived will need to be aretifirst.

There are several benefits to archiving data.t,Rine main database size is reduced allowing the
performance of reports and other database accassréase. Second, there are a set of reports that
will compare one year against another giving theagar more information about various aspects
of the business. A third reason is that once nitemas are no longer referenced by any sales then
hidden menu items can be permanently deleted negwtitter if there are a lot of hidden menu
items. Finally, backups will be smaller and quicteedownload.

REPORTS

The reports will create a temporary table to healitalated data. This will cause the initial access
of any given report to be slow but later accedsetonuch faster.

YEARLY COMPARISON

Yearly Comparison will show monthly sales information for each axehiear. Select the
years to compare. The data can be copied intoeadgheet to create a graphical view of the
comparison.

YEARLY STATISTICS
Yearly Statistics will show select sales and employee data for gixears. Select the desired
archive years to compare.

MANAGEMENT

ARCHIVE DATA
This will perform the archival of the specified yed@nly the oldest year will be able to be chosen.
The archival process time will vary depending om sfze of the data files.

Note: There should always be a backup of the cudata before the archival process starts in case
there is a problem. Additionally if a new featisevailable later the archive can be re-performed
to include that feature.

Note: A backup of any given archive year shouldagisvbe made and kept in a secure location.
Archives are not part of the daily backup processadisk failure could cause permanent data loss.

CLEAN UNUSED DATA ITEMS
This feature will find any data items that haverb8eft” behind by the archival process.
Occasionally, due to interrupted processing orrogsies some low level data items may not be

8/28/2012 91 Rev 6.0



cleaned up at the time they are no longer neefled example, a trimming might have been left
behind when the order item is deleted. Once cle@dpne the database can be re-optimized.
Cleanup will run for a certain amount of time aiebo up what it can so it may need to be run
multiple times.

CLEAN UNUSED MENU ITEMS

This feature will locate any hidden menu items #@ratnot tied to any sales data. There might be
guite a number of such menu items because thevatg@rocess may have moved the sales data
from the current database to an archive datablaspending on the size of the menu it might take a
while to locate all the unused menu items so ithnimg faster iiClean Unused Data Items is

run first. Individual menu items can be cleanedupomplete categories if timove ALL

button for the category is clicked. Click t@enfirmcheckbox before clicking the button to make
sure nothing is accidentally removed. If a lottefns were cleaned up the menu tables should be
optimized.
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MESSAGING MODULE

The Messaging Module is where a manager (not a shift supervisor) cand$a message to any
employee or to Khamu Support (assuming your sitmithe Internet).

Click on theCompose Message| button to compose a new message.

For anEmployedype of message select the employees who aredovesthis message and
compose the message. Click [fedd] button when read to send the message. Therespailing
or grammar checking.

For aSupportmessage simply type in the subject and messageliakan theSend| button. The
message will be sent right away. Sapphire willcg&fer reply messages whenever it notifies the
Khamu.com web site for the remote assist feature.

Received support messages can be viewed by clickirteReceived Support Messages| button.
Once read they cannot be deleted for a day. Thes@ chance for other managers to see the
message if the received message was read by atcifiémere are unread received support
messages thidessagingandReceived Support Messadrsgtons will be colored red.

Old (read) employee messages can be viewed byralici theOld Messages| button. Click on
theDelete button to delete any message before the systevmatitally deletes it.

A message can be sent to anyone who is not teredriaither all, individually, or a list that is
<ctrI>-Clicked to be chosen). Anyone with un-reaessages will either see them when they clock
in (prior to the timeclock entry being made), claak (after the timeclock entry is made, but before
the screen that shows their mini timeclock reportiie last shift), or via the Checkout feature (a
button will show up after they authenticate if #nare any unread messages). Servers will also get
a small line on their screen saying they have uhmessages (but they need to go to the Checkout
to read them).

The manager can also view old (read) messages;andelete any message (read or unread) they
want. There is an aging mechanism that cleanshgmewver the Messaging module is accessed.
Select the appropriate number of days forkkep Read Messagsstting. Employees cannot re-
read a message after it has been read once.
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DOCSMODULE

The Docs Module is where the user can access any available Sappbaumentation. Each
document can be retrieved with a click of a butt&mply click on the appropriate button.

The documents are in Adobe PDF format, and itssi@&d Adobe Reader ® is installed on the
computer being used to view the documentatiomddiibe Reader is not installed, the user is asked
to specify the location to save the document.

TRAINING MODE

The Training Mode module is where the user can set up a training rdatibase and configure
Sapphire to allow terminals to enter training modéere are two flags that help give the current
status of the training mode. The fir§taining Mode, which can be set tGnabledor Disabled
depending on whether the database is set up déinel ifaining mode has been enabled. The second
flag, Training Database, when set t&/alid shows whether there is a valid training datablase t

has been set up on the server.

Click on[Enable Training Mode| to enable the training mode. If there is no irajrdatabase set up,
one will be set up. This process may take a shoé as all the production database needs to be
copied. If a training database already existsy arflag is set. Click opelete Training Datal to
delete the training database, and clickRefresh Training Data to make the data in the training
database current. The refresh will take a shor tio copy all the production data.

Note: Just because there is a valid training @athere is no guarantee the data is current. To
ensure current data, click ®efresh Training Datal to copy the current data to the training
database.

Once the training mode has been enabled, any telcam enter training mode by clicking on the
Enter Training Mode| button. The screen changes color and some atherss will declare that

the user is in training mode. Any fulfillment tiets that print will show that the order came from a
terminal in training mode. To exit training modéick on theExit Training Mode| button on the
front page.

It only makes sense to disable training mode wtwenare not in training mode. If you are in
training mode and disable it, the setting is changeahe training database and effectively ignored.

Note: Be very careful to know if you are in traigimode or not as you don’t want training data to
show up in regular sales, and you don’t want regedées data to be lost in the training database.
Two separate databases are used to separatedraioge operations from regular, production
operations.
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TICKET AUDIT

Sapphire Ticket Audit is a feature that can be usddack actions done to tickets. This could be
useful to help determine if fraudulent activitie#s accurring.

To enable Ticket Audit click on thactivate Sapphire Ticket Audit| button. If the Ticket Audit
feature is active it can be deactivated by clickinfurn Off Sapphire Ticket Audit. Ticket Audit
information can be saved for a specified amourinoé — between 30 and 120 days.

AUDIT REPORT

The Audit Report will show the audit information. It can be lookatfor tickets, employees, or
non-tickets. When looking at the Tickets view @a@ see all actions done to a ticket including
adding items, splitting, merging, discounting, ahgs etc. Since employees are accountable for

tickets you can click on an employee to see whattémployee has done to their tickets.

When looking at the Employee view a given emplosese be selected. Then you can click on any
given ticket for that employee to help see all thas done with that ticket.

The Non-Tickets view will let you see audit infortieen that is not attributed to a ticket, such ds ti
start amounts or paid out transactions.

AUDIT WARNINGS

The Audit Warnings will go through the audit information and look fogrtain patterns that
might be an indication of fraud. Choose the tiraaqa you would like to look back in time to

check for warnings.

Note: Many of these warnings can happen in the abcourse of business and are more of an
indication of potential fraud. A stronger case barmade if there is a consistent pattern of

behavior.

Warning descriptions
Items that were on multiple
tickets

Manual Gratuity greater than
house rate

Ticket payment greater than
ticket total

Cash Drawer Checkout till
start does not match server's
declared till start

Tickets that had payments
change after ticket closed

8/28/2012

This is to test if a server is moving an item tihedent tickets in
order to take a portion of a cash payment fromtaket by
having the same item paid for on another ticket.

This test is to see if the server is actually ajmgya slightly
higher gratuity than the automatic house rate deoto get a
slightly larger tip.

This is a simple test to see any tickets whereetigea lot of cash
back or tips back. Itis possible the server might side effect
of the items on multiple tickets fraud or the mdmgratuity
fraud.

Simple test to make sure the server isn’t altetimegr checkout
till start compared to the till start at the begimnof the shift.

This could be a symptom of fraud because payméiwoisid
rarely change after a ticket is closed.
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There will be links available from the Audit Wargmfor tickets and employees that are associated
with the warning. Clicking on these links will plathe user into thAudit Report area as if they
got to that point by looking at théudit Report feature.
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ACTIVITY LOGGING

Sapphire Activity Logging is a feature that canused to determine what activity occurred in
Sapphire. Different levels of logging can be setthe management side and for the POS side.

Activity logging is always turned on for credit daactivity. This is due to PCI-DSS compliancy
issues. The activity log information is recorded anust be retained for at least one year. Due to
the large quantity of information it is necessarytfload this information periodically to help
maintain the performance of Sapphire. Log ent@asbe removed once they are downloaded.

No log information is gathered if the activity legnot enabled and credit cards are not used
through Sapphire.

If credit cards are processed through Sapphire up to the site to maintain the activity log in a
secure manner where they can be viewed if neces#asysuggested to download and store the
logs on a separate flash drive that can be remfreedthe system in order to protect the log
information from malicious users.

CONFIGURE
The Configure page is where the level of logging can be set. tff®@management side there
are many different levels that can be set, eaclgouiieg a greater level of detail. The POS side
has two levels of detail.

Management Settings POS Settings
Level | Meaning Level Meaning
Off Off Off
Management Entry Basic Ticket Management
Module Entry Detailed Ticket Changes

Order Canceling (or any order changes)
Employee Changes
Customer Module Changes
Non-Menu Changes

Menu Changes

Inventory Changes

Report Viewing

0 Super Verbose

RPOOINOOIAWINIFL O

To enable Activity logging simple chose the desimals and click on thepdate button.

VIEW
This feature allows you t¥iew the activity log entries. You can set how muctada view in
the “Data” field as values in that field might getry long, depending on what is being logged.

DOWNLOAD
All the current log entries wilDownload in a text file. Make sure the file is saved isegure
location. The download should be done periodidaliyywill be required if not done at least
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every five days. ThBay-End Closewill not run if it has been more than 5 days sitieelast
download andClean Log.

CLEAN LOG
Clean Log will delete any log entries that have been dowadal This is necessary to keep
the log small enough so performance isn’t affected.

SETUP MODULE

BACKUPS
The Backups page is where backups configured and restorebeamanaged. When setting
up the backups, the name of the database mustvée. giFor most sites this is “main”. The
backup directory must also be specified. Genef&lyp” is the best value. Then, the backup
schedule can be set up. Simply checkihabledbox in the daily section and choose the time.

Since Sapphire must be taken offline for this catgbackup, the best time for the backup is

when the system is not in use, such as very eatlyd morning. Sapphire could be offline up

to several minutes (depending on the amount oftddt@ backed up), and no activity can take
place while the backup is happening. Generally #&aangood time.

If, for some reason, an immediate backup is neesiahly click on theBackup Now]| button.
This operation will take Sapphire offline, so beyeertain no activity is currently taking place,
otherwise it could be lost.

The backups found in the defined directory aretistTo restore a backup, contact Sapphire
support. The backups are labeled with a time viaukeir name in the format
YYYYMMDDHHmMmM where YYYY is the year, MM is the moht DD is the day, HH is the
hour (in 24 hour format), and mm is the minuteref backup.

Warning: If a restore is done, any activity that tookgalaince the last backup will be
irretrievably lost. BE VERY CERTAIN BEFORE PERFORNMS A RESTORE!

Generally, there is no reason to keep many backungs it is usually more difficult to restore
and recreate data than it is to fix incorrect ddtacase of a total system failure (e.g. a hard
drive failure), the most recent backup is the anese. A good reason to keep later backups is
if a Khamu representative needs older data in tiikely case of a bug. Set a value in the
Retainfield for the number of backups to retain.

It is recommended to make sure a copy of the barkap a separate machine than where
Sapphire is running. This will help in the caseaventhe machine or hard drive crashes and is
unrecoverable. Use tiBownload button to move any of the backups to a differeathine.
Simply click the button and then specify whereduesthe downloaded file.
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Note: On Windows machines the automated back is dottethe Task Scheduler. If the
scheduled time is missed it will not be tried agamtil the next day. In this case a “Backup
Now” can be performed, or the data can be backedamually by going to the data folder
(generally in c:\Sapphire\mysgl\data\main) and $yngppy all the files into a different location.
You can copy the files to a .zip file first to fhtzite the transfer. Contact Sapphire support if
you have any questions.

CONFIG OPTIONS
Please turn to the section discussSiygtem Configuration for information on setting and
changing configuration options.

DEFINE SEATING
Define Seating is used for defining the seating layout of theaesant or stadium. The
seating definitions are used to identify where atepis being delivered, so it is important to fill
out the seating definitions accurately.

Spectra Version

For Sapphire Spectra, table seating is used. niiguared forGrid seating, each section shows a
10 x 10 grid of squares. Each square can repredsaie to give a pseudo-graphical layout of a
section, if desired. To add a new section clicklm)dd New Section| button and enter the
section name. Clicdpdate Section| to save the section name m#lete Section| to remove the
section.

To define a table, simply click on a square. # fguare is blank a new seating definition is
needed, so enter the name of the table (shoratier) and the number of seats and click on
[Add Seat]. If the square already has information in it ydll have the opportunity to change
the seating information and then click|Ohange Seat| when you are done. If you want to
remove the seating definition click @elete Seat. Tables can be assigned a color.

When choosing a table in the POS section only goares with a defined seat show up, giving
the pseudo-graphical layout effect.

There are three types of tables that can be defimedth “Grid” seating. Regular tables are

just tables. You can also define them to havelstd@oeach stool has potential of having a
different ticket. An example is in a bar wherahlé might be shared but tickets are opened for
different people at that table. Up to four stquds table are allowed. Another type of table is a
“Bar”. There can only be one table of type “Bantat can have up to twenty (20) stools where
separate tickets can be opened for each stool.

To exit the table seating definitions click on button.

If configured forList seating, the table names are in a list that igadbta for choice at the time
an order is started. The list is arranged alphedietTo add a new table click on

button.
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Stadia Version
If arena seating is used, the categoriesSaxaion Name, Box/Row ListandSeat List

Hint: When entering table or row lists, ranges barused to save time. For example, A-J wi
expand to be individual entries of A, B, C, ...,Numerical ranges such as 1-10 can be used,
also. Non-single character ranges cannot be bsedan be added as a comma delimited lig
For example, A-J, AA, AB, AC, AD is a valid list.

—

The Seat lists do not expand, but should be enssgedrange.
If a range is used, the same section will be dafd for each item in the range.
To add a new section/row/seat, enter in the inféionan the appropriate box and cligldd|

New. To update current information already in thetesys simply make changes and then click
Update| to record changes. If you need to delete aneestiction/row/seat, clidieletel.

Note: will permanently delete the information and you will not be able to retrieve it, so
make sure you no longer need the section/row/seat. If you do erroneoudy delete a record,
you can re-add the information.

LICENSING
Licensing is where the Sapphire license is applied to Ithetmaximum number of tables (for
Spectra) or seats (for Stadia) that can be cordyuiFor the Stadia version, the license will also
configure the number of fulfilment terminals tlza@n be defined. Simply copy in the serial
number and license validation key that was obtafram Khamu Solutions and click tfgply]
key. If the license is valid, the license infotioa is displayed.

SET UP PRINTERS AND TERMINALS

Sapphire terminals can be set up to use dynamaddiPesses (as opposed to static addresses).
Printers can be “attached” to terminals so thefiniteons can be changed automatically if the
dynamic IP address changes. To make changesitemdefinitions the printer will need to be
detached, the changes made, and then re-attached.

Sapphire now uses a MAC address to identify a tamiWhen first accessing Sapphire a new
definition may need to be set up or an existingiteal definition may be used. Another choice
is to be an “Unassigned” terminal. This may b@mputer that is only used occasionally, such
as accessing from a location away from the site.“lWnassigned” terminal cannot enter the
POS system but can enter the Manage System. Adéamant Terminal can enter the POS
system but cannot have an attached printer soptgmenting will not work.

If Sapphire cannot match a terminal entry to theesu terminal the user will be prompted with
an authentication screen and will need to enteaaager’s last name and password. If there is
a manager with no last name then the first namiebeithecked. POS, Handheld, and
Management terminals will need to be identifiedhis manner. Once identified the MAC
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Address is recorded and the terminal should nearee o be identified again unless the
networking structure changes somehow.

Set Up Printers and Terminals is used to set up printers for receipts, reparts, runners
(fulfillment areas), as well as setting up fulfibmt terminals. Since the terminals use the printer
information, it is necessary to set up your printast.

Printers/Pole Displays

The printers being defined here are receipt ohkitcprinters. It is important to note that these
printers are not the traditional wide printers sasHaser or ink jet printers. When a printer is
set up, it can be used for more than terminal er uhe pole displays would be used for
showing the order total and any change to be giweéhe customer.

Field Meanings:

Type: Localis when CUPS is used and the configuration sigrgped in full;Std
is for non-CUPS and the configuration string isetypn full. Unix will place
a “lpd://" in front of the given IP address, anduke printer name as the
print queueWinis similar toUnix except it uses “smb://” arfdlockeuses
“socket://” and port 9100. ChooB&wleif a pole display is being defined.

Display Name How the printer will be referenced in other araasially in a drop-down box
in the terminal definitions.

Description: Simply a description so the user will know whatter it is.

Attached To: Used to signify the printer is attached to thecsfied terminal (fulfillment or
POS) and the IP address is obtained from the taimifhis is useful when
using a dynamic IP address for a terminal withchiéa printers, poles, or
cash drawers.

Printer/Pole: A pre-defined printer or pole display definitiohsupported printers or pole
displays.
Access This read-only field shows how Sapphire will senfrmation to the printer.

Values would be like ttySO for serial ports, orli$2.168.0.201 for client
terminal printing. The prefix of “ip:” is a sign& use CUPS. The prefix of
“tty” or “Ip” will assume a Linux server based sdror usb printer,
respectively, while “com”, “Ipt” would be used orstand-alone Windows
terminal. It should only be changed by qualifiegts and/or with help from
Khamu Support.

Config: This important field defines how Sapphire wilhseinformation to the
printer. Values would be like ttySO for serial {spor ip:192.168.0.201 for
client terminal printing. The prefix of “ip:” is signal to use CUPS. The
prefix of “tty” or “Ip” will assume a Linux servebpased serial or usb printer,
respectively, while “com”, “Ipt” would be used orstand-alone Windows
terminal. If CUPS is being used, the value wowdddentical to the CUPS
definition since it is used to update the CUPS igumétion. It should only be
changed by qualified users and/or with help fronakin Support.

Options: Color will have the printer attempt to send a color finig code for any
modifiers and customization instructions. The mieaon will remain in
black. Color support is printer dependant, and matyalways be available.
Bell is checked if you want to attach a bell to ringewta ticket is printed.
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To add a new printer or pole display, enter inittiermation in the appropriate boxes and click
/Add Newl. If entering a pole display, choose the displgetafter a new entry is added as the
default choices are for printers. To update cunmormation already in the system, simply
make changes and then cliglsdate| to record changes. Timelete button will actually delete
the printer information and it would need to beergered to be set up again, if necessary. The
button will send test output to the printer orgdisplay the way the system uses the
device as a mechanism to verify the system car farithat printer. Thinable| button is
meaningful only when CUPS is being used and theesysletermined the printer had been
disabled.

The Printer failover feature uses two configuratettings: Disable Printer Status Checking
which, when checked will cause the system to netklior stuck printer jobs, arRerinter
Status Check Threshaoldhich is the time, in seconds, to wait to deteeniira job is stuck. The
status of the printer queues are only checked wahjeh is sent to a fulfillment printer.

Note: The Printer fail-over feature only works wittuPS-defined printers. Each time an order
is sent to a fulfillment printer the print queues ahecked for “stuck” jobs. If any stuck jobs
are found the user will be asked if they want tHjobs moved to another printer's queue. A list
of printers will be displayed as well as a “do nogi alternative.

Terminals
Once the printers are set up, the fulfilment dezminals can be set up. It is possible that a
fulfillment area doesn’t use an actual terminaésar, and only uses a printer. That is set up
here, also.

Field Meanings:

Type: The type of terminal being define&ulfillment terminals are destinations
for order fulfillment; ASeatingterminal is used to show the current seating
status of tables (see the section on Seating Taffinmore information).

A Managementerminal is useful to specify a friendly IP addrés avoid

the authentication check. Beliveryterminal needs to be set up in order to
use the delivery features. POSterminal needs to be set up to relate a
printer to a terminalHandheldtype terminals are no longer supported.

Display Name The name that will be displayed when selectitgrainal atTerminal
Sign-in on the front page or for identifying a POS terrhin&is also used
when setting up menu items to help define whatllioént areas are used
to satisfy what menu items on the order.

Description: An optional description to help the user know enabout what terminal is
being defined.
Printer Only : This setting is used if only a printer exists fioe fulfilment area (i.e. no

video terminal). If checked then the order wilt@uatically print out on
that printer.

IP Address. The IP Address of the terminal. This setting isdu® maintain the list of
“friendly” terminals so authentication is not nedddf any entry changes
the web server may have to be restarted.
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MAC Address: This field is informational and shows the MAC aelsk of the terminal
using the given terminal definition. Useful forgging.

Printer: This lists any printers that have been set uglec® the defined printer for
the fulfillment area or POS terminal being set Ujne other terminal types
don’t need a printer defined.

Cash Drawer. Set to a printer definition if a cash drawer ismected directly to a
terminal that supports such a configuration (e gosiflex terminal). A
print queue needs to be set up on that terming&mphire to communicate
the Drawer Open command. Note: for terminals \mithitiple tills (cash
drawers) the " till is always through the receipt printer conrieq.

Duplicate: For fulfillment printers only. Select a printeame if you would like a
duplicate fulfillment ticket to print out at thersa time as a regular
fulfillment ticket.

Default Fulfillment : The default fulfilment terminal for thBynamic Printer Routindeature,
where a menu item with a terminal of “Any” will [&do the default
fulfillment setting. Choosaloneif by default no fulfillment printing is
required at this terminal (e.g. a counter termvmiaére the person ringing in
the order can verbally communicate the order, wditistant terminal will
want to print the fulfillment ticket).

Menu View: Set the menu view for the given POS terminal.ni¥iews are set up in
the POS Module management area.
Config: For fulfillment terminals Choose any appropriate settirfgpoter will

have the last four digits of the Order Id printilbig size as well as the time
the ticket was printeddne/Line means to print the modifiers and custom
items with one per line. If checked, then the gatg name and modifier or
trimming will be printed with one per line. If unecked, then only one
category name will be printed with all modifierstammings in that
category on the same lin&lot Wide will cause the fulfillment ticket to be
printed using taller characters that are not ardewihan the normal
characters.
For POS terminals Choose any appropriate settingll is used to identify
if the terminal has a cash drawer associated witbne or two cash
drawers can be supported per receipt printereliChash Drawer field is
used then the till is opened through that connegitfaot then the Drawer
Open command is sent to the receipt printer. Tétisng is used in
conjunction with the Cash Drawer Ownership featiBar is used to
identify if the terminal is a bar terminal. Thislivcause specific behavior
such as allowing the order to be placed but nattgd on a fulfillment
terminal, or when a cash order is placed the neees shown is the receipt
so the order can be closed easiishSvcwill allow a cash service
terminal to be started from the orders page onténiminal. Choose the
correctPoledisplay definition if the POS terminal has a paigplay.

Stores Inventory. Check this if inventory is stored at this fulfilent area. This is really
intended for stadiums that might have inventorgagdracross fulfillment
areas. This is used in conjunction with the ineentodule.

To add a new terminal, enter the information inappropriate boxes and clipdd New|. To
update current information already in the systémpl/ make changes and then cligjdate]
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to record changes. Tielete| button will actually delete the terminal definitiand it would
need to be re-entered to be set up again, if n@gess

RESET TERMINAL
Reset Terminal is used to reset information about which receiter is the default for the
terminal. The default printer is chosen once lgyuker selecting which POS Terminal (see
section onSet Up Printers and Terminals) is defined for a station. Clicking
will cause the POS Terminal to need to be resatiecA list of POS terminals will be
shown so the user can select the right terminal

Note: If receipt printing suddenly stops workinigette is a good chance that either the cookie
handling the terminal / printer association wasumted, or someone reset the terminal by
accident and printing is happening at another erinTry to reset the terminal and select the
correct terminal definition as a first step in dgbimg this issue.

SOFTWARE UPDATE
Software Update is used to apply updates onto the Sapphire sysiérare are two
different mechanisms to apply an update — intedratemanual.

INTEGRATED

If you have Remote Assist enabled (see Config @pjiand a current support contract Sapphire

will automatically check if updates are availablean update is found a notification message
will be presented on the Manage System main mege.p@n the Software Updates page the
ICheck For Updates| button will query the Khamu.com web site for amywupdates. If updates
are available thiiew Updates| will let you see what updates are available andbienload and
apply the updates. Tlupdate History button will show what updates have been appligse
Configure Updates| to configure the time to check for updates orutomatically check for
fixes (and to set Remote Assist, if necessary).0ieTouch Fixes| button will check for fixes
and automatically apply them if any are found, witst the single click of the button.

Note: Updates are checked for once a day autoriigtic@licking the/Send Remote Assist]
button on the front page will also check for update

There are two different types of updatesftware updateandsystem updatesSoftware
updates can be fixes to the current version, aatepo a new revision (minor improvements),
or an upgrade to a new version (major feature modif. System updates are patches to the
operating system.

Note: System updates might be very slow due taviinethe operating system applies patche}s.

MANUAL
You should have received a file or set of filegrirgkhamu, and they should be reachable by the
machine used to manage the system. Click oBribwse] button to search for the file, and then
once the file is found and the path is correctkotin theUpdate| button. If the file uploads
successfully, on the next screen click [Brecess Update| button. The updates should be
installed automatically. If any secondary operadiare needed, such as running a process to
update the database, you will have received instmg for that with the patch or update.
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If remote assistance is enabled, Sapphire will klifeen update exists on the Khamu.com web
site during the remote assist call. If one exastsessage will be shown on the Main
management page.

SET CLOCK
Set Clock allows the user to set the time on the Sapphineese Pick the correct date and/or
time and click on th@pdate Time| button. Be sure to use 24-hour time values.dftime fails
to update a configuration change may be needeleoserver to allow the update. Contact
Sapphire support if this is the case.

Note: If any employees are currently clocked in #redtime is changed it is important to verify
the timeclock entries because they may have clorkadder the incorrect time.

RESTART (SUPPORT FEATURE)
Restart feature allows various services used by Sappmrde central server to be restarted.
This is only available when there is a central seand only if certain utilities are available.

Very Important Note: THIS FEATURE SHOULD ONLY BE USED BY A QUALIFIED
SUPPORT PERSON. Use of this feature will causerinption of Sapphire.

SET COLOR SCHEME
The color scheme of Sapphire can be changed thrSetiColor Scheme. This will change
the color of the pages and buttons. Dependingooin lgrowser the color information may be
cached and might take a few page refreshes tcefédet. Use the “Custom Color” scheme to
pick a custom header and detail row color.

SET CUSTOMER LOGO

A logo can be added to tikeont PagethroughSet Customer Logo. The logo will be sized
to fit on that page so make sure the logo is oatltdoks good in the size provided.

8/28/2012 105 Rev 6.0



E-MAIL REPORTS

You can configure Sapphire to send out periodicad-reports to an e-mail address of your choice.
The configuration is done through the Khamu.comarsr login. Use registered e-mails and pick
the desired report and time to run. Reports valsbnt every day. Sapphire will check the list
periodically and will send only one report at adiso if multiple reports are set up for the same
time there may be some delay. ClickingesMail Reports| will show a report of which reports
were sent over the last 24-hour period.

Note: To purchase an E-Mail Reports subscriptiantact Khamu Solutions.

ERROR LOGS

Sapphire records certain errors in an error logorHogs are kept for five days and are simply a
support tool. To download an error log, click belError Logs| button and then click on the
desired error log. To upload an error log to Khe®upport click on thypload To Support| button
next to the desired error log. The error logs ordgd to be accessed if the Khamu Support
representative requires it.

V. FULFILLMENT ROUT ING

Sapphire has the ability to re-route fulfillmenirping. It can be done on an “as needed” basis or
can be set up to automatically re-route at a giiea of day. To enter the Fulfillment Routing click
on theFulfillment Routing| button on the front page. You will be promptedddIN. Managers
will be allowed to make changes; non-managers oanview the settings. If no button is pressed
for a certain amount of time Sapphire will retuortiie front page.

To re-route a fulfillment terminal select the ongi fulfilment terminal in thé=ulfillment section.
Select the new destination in tBestinationsection. If the routing change is for only a givene
period set up th&tartandEndtimes. Select the appropriate Status and clidkddNew].

The status choices are:

Use Time Use the time start and end values for when tleermle will occur.

Always On The routing will be used regardless of the timiis is good for when a
fulfillment printer is not working.

Always Off The routing will never be used. This is goodvidren a routing change is
useful on a periodic basis and the setting maysleel again soon.

Temporary Off The routing is temporarily Off but the Video ormp terminal can turn it

back on. This is useful for when a terminal geligrge order and needs to be
taken out of the list of available terminals solmog gets sent to it that could
get held up by the large order. This is usefthéVideo Load Balancing
feature is used
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Sapphire also has a feature when just video tetsmara used. The Video Load Balancing feature
will have Sapphire look at the number of ticketsaogiven Video fulfillment terminal (or “Bump”
terminal) and send the order to the terminal withghortest list. For this feature to work best th
menu items should all be sent to the “Any” termind&fhen Video Load Balancing is Enabled then
the fulfillment list is just the list of availabterminals for fulfilment and re-routing is not aption
and the loading balancing is determined when tietiis placed.

Video Load Balancing is enabled in Manage Syst&etup / Setup Printers & Terminals.

V. INVENTORY MANAGEM ENT

The Sapphire Inventory Management is a very powéstl in tracking the movement of food,
drinks, and goods through the business. It camaitsin managing your inventory to minimize the
capital invested in inventory.

By default, inventory management is disabled. fabe it, go to the Config Options page and find
the “Enable Inventory” setting. There are threeicés: Disabled which keeps thimventory]

button disabled and doesn’t deplete any inventvgn if ingredient lists are set up;
Setupwhich allows for any facet of the inventory todet up, but will not deplete any inventory
items; andActivewhich activates the real-time depletion of inventas menu items are sold. This
mechanism will allow the system to be set up owveetand then can be “switched on” at the
appropriate time.

BASIC CONCEPTS
The Sapphire Inventory Management uses the pelpetientory concept. There is no beginning
or ending inventory period — inventory levels apelated as actions occur on the inventory.

Inventory is depleted when an order is closed.s Tinkeans that as inventory levels are observed
throughout the day, the levels accurately refldzatws remaining in inventory. However, if an
item or ticket is cancelled the inventory amounymaed to be adjusted to reflect the fact that
inventory was used. The best way to cancel attitkaventory was used would be to discount the
item or ticket at 100% and close the ticket norgnall

The inventory system is a tool that the manageréswan use to make decisions. If an inventory
item level drops below zero, nothing will stop ader from taking place that further depletes that
inventory item. The assumption is two-fold: firdtie to human inaccuracies the amounts actually
used may not be the amounts expected to be usgdsesond, items should be re-stocked prior to
the level reaching zero.

Inventory item prices are only tracked if the vendaering portion of the system is used. This is
how prices are entered into the system. A managesgr can decide not to use the vendor portion
and just manage inventory levels by adding appab@guantities.

Inventory can be stored in any fulfillment arearoa default “Single Store.” For restaurants,
simply using the “Single Store” is easiest andighly recommended. However, for stadiums or
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arenas, inventory is kept in each different walkaipdow (i.e. the fulfillment area), and so
inventory can be allocated to any number of fuiféint areas for more accurate tracking.

Note:  To enable a fulfillment area to store inwept check the “Inventory” checkbox for the
terminal definition to signify that it stores inweny. See the section &et Up Printers
and Terminals for more information.

“On-hand Specials” is a feature where there ammigeld number of complete (not made up from an
ingredient list) menu items available and they cditoe oversold. Examples could include hats,
shirts, and slices of pie. This is primarily attea for restaurants as only the total amount orha
is counted (not per inventory store). It can bedusithout any inventory items or ingredient lists
set up. See the section On-hand Specialsfor more information.

“Prepared” inventory items are items in inventdrgttare made up from other items in inventory.
The best example is Chili, which is stored and sslé prepared item, but is made up from items in
inventory (such as olives or chorizos) that mightised in other sold items. The Prepared Item
feature lets the prepared item be defined and batetade to replenish the prepared inventory item.

Item costs are determined by the most recent prittee system. When calculating inventory
value, the most recent price is applied to allrofreventory item. There is no weighted average
costing of inventory.

RELATING UNITS (CONVERSION)

Probably the most difficult concept in the Sapplimeentory Management system is how the
various uses of an inventory item are related thedher. This “unit relate” concept helps the
system perform the math necessary to adjust thentowy item levels by converting between the
ingredient list units or the ordering units and itheentory units.

The person setting up the system needs to detethengest unit (e.g. ounces, cans, slices, gallons,
etc) for the inventory item storage. This wouldooe that is easy to count by employees and is
either the same as how the item is used or purdhasén between. The basic idea behind this
value is:

item usage units <= inventory storage units <=degrpurchase units

To illustrate, consider the following example.

Example  Assume that an inventory item is “olives.” Thang used on pizzas (5 ounces each
come in 22 0z cans, and need to be purchased lipp#evhich holds 10 cans. The
most optimal inventory storage unit is cans bec#usg are easy to count. In setting
up an ingredient list, the most likely unit chosgounces because only several ounces
are used per pizza. Inthe ingredient list, that‘celate” value would be 22 since
there are 22 ounces in a can. In setting up thdareordering information the most
likely unit chosen is “case” or “box” since it canly be ordered by the box. In this
case, the “unit relate” for the vendor ordering Widoe 10 since there are 10 cans inja
case.
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With these relationships, Sapphire can now perfii@math to manipulate inventory
correctly. For each pizza sold, inventory willdepleted by 5/22 (or approximately
0.2273) cans. If two boxes were ordered, invenmiahybe increased by 20 cans.

Unfortunately, in order to handle the complex ditwas where the relationships differ with different
items, the “standard” relationships also need tdéfened. Even though it may be common
knowledge that there are 16 ounces in a poundgubadefinition helps differentiate from the 128
fluid ounces in a gallon. And if an item is stot®dthe bottle and sold by the bottle, a “unit tela
value of 1 (one) is still needed.

WHAT IS TRACKED?

Items in inventory are depleted only if an ingredlikst is set up for them. If there are menu gem
sold that are managed by an outside vendor (sodaxample) or have unlimited refills (again,
soda) it could be inefficient to track those items.

An owner/manager might also want to get into themtory tracking slowly and start by managing
high value or other important inventory. It islheaip to the needs of the owner/manager to
determine what is important to be set up.

CUSTOM ACTIONS

If there are Custom Actions defined for your methiey will need to have an inventory action
defined so the inventory system knows what to db wiistom trimmings. Additionally, a
percentage needs to be set up to designate how imeeattory is affected. This is to differentiate
between actions, such as an “Add” versus a “Litdglom. See the section @ustom Actions

for more information.

GETTING STARTED

Before any data is entered, the person settinpemizentory should do some research as to how

inventory is currently stored and used. Informmastiould be gathered that includes:

1) What items are important to track? One can trdldkeans, or figure out where the optimal line
is between effort of managing the system and paylmaefficiency.

2) What units will be used? This includes inventdrage, usage, and ordering.

3) How should inventory be categorized? Sapphirenallibems to be grouped in categories for
easier reporting and viewing. Categories can lytharg the owner/manager wants, and
examples include dairy, frozen, vegetables, me#ts, Inventory items can be moved to other
categories later but it is easier to get it rigt first time.

4) What items are prepared versus made up of raw ialgrThis will help identify where the
ingredient lists need to be set up.

5) What are the various ingredient lists? Includernfation about each ingredient such as the
amount and units, as well as the mathematicalioalstiip to the unit storage in inventory.

6) What inventory items come from what vendors? Idelordering information such as
minimum amounts.

7) How much inventory is currently on hand? This bardone as a last step, after all the
ingredient lists are set up. For best resultgreaat the current levels at once so the system is
accurate. However, if there are time constragubsets of the current inventory can be entered
or updated after the system is live usingAwjust Inventory feature.
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INVENTORY MANAGEMENT

This is the core of the inventory system, wherehalinventory items are set up and maintained,
and where ingredient lists are defined.

SET UP UNITS
Set Up Units is where the different unit names are enterediribgss of where in the
inventory system they are used. Enter the names sleorter names are helpful in keeping
displayed information concise on other pages. Dantry if you miss a name and need to
come back and add it later.

INVENTORY CATEGORIES
Inventory Categories can be set up to help group the inventory itemeé#sier
management. New categories can be added latessied. At least one category is needed. To
add a new category, simply enter the category reamdean optional description and click the
button. To change the name or description ortééfe category, make the change
and click theupdate| button. To bring back a deleted inventory catggmme, click thiShow]
button and update the appropriate entry.

SHOW INVENTORY
Show Inventory is where each inventory item is set up or edited.

Entering New Items

The first time this page is accessed, or if a nexemtory item is added, click on tivew|
Inventory Item| button. A new window will pop up that allows theen to enter information
about each inventory item. After each item is extteclick orjAdd/New| to add this item.
When all items are entered, click on “Close” toseldhe window.

Field Meanings:
Inventory Name The name of the inventory item. Meaningful butrsh

Description This description is only displayed on this pagd,dan be used to
describe the item better, if necessary.
Units The unit by which this item is stored in inventoi@nce the item is used

with these units, it cannot be change; a new irorgritem will have to be
added, and this one deleted.

Store The “store” or fulfillment area where this itemstred. Restaurants are
suggested to use “Single Store” here, for simplicit

G/L Account An optional value to tie this inventory item to @aocounting system.

Target Qnty The target level this item is to be kept at.h# turrent level is over this,

then it is signified on a report. Used to help agamthe optimal
inventory level.

Reorder Point The point at which this item should be reorder#dhe current level is at
or under this, it is signified on a report, andadert is generated.

Editing Existing Items
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The inventory items can be viewed and edited angbieen. Select either “All” or a single
inventory category to limit the information. Chéaal the “Show Inventory Stores” will create a
separate frame where the individual stores caridmayed. The “Show” link to the left of the
inventory item will need to be clicked in order fbe stores to show up.

Note:  If more than one store is used for any itwgnitem, the expanded table of inventory
information can no longer be used. This abilitgée all the information in one area|is
why it is recommended that most restaurants cam uSengle Store” for their
inventory.

The[Show Menu Items| button will open a “helper” window that shows diktcurrently active
menu items. This is to aid in remembering whaemtery items may be needed to be set up.
The “Tracked Items” table shows what items areentty being track in inventory.

Field Meanings:

Category The inventory category.

Inventory Name The inventory display name.

Description An optional description if more wording is necegsa

G/L Account An optional account number to link the item toeatternal accounting
package.

Target Qnty The target level to which the inventory item shibloé replenished, if

possible. Tha&Current Levels report will flag any inventory item that
has a current quantity greater than this value.

Reorder Point The point at which the inventory item should berdered. Th&urrent
Levels report andAlerts page will flag any inventory item at or below

this amount.

Current The current level of this item. The value is nfiedi by adjusting the
inventory level or entering purchases, as wellyabding depleted through
the system.

Unit The unit value used in inventory storage.

Note: TheG/L Account, Target Qnty, andReorder Point fields only show up if only a
single inventory store is used. If they do notwshup in theTracked Items table then
one or more inventory items are using more thanimventory store. In this case thosg
fields can only be seen if the “Show Inventory 883rbox is checked, and the “Show”
link is clicked.

After making any changes to an inventory item,kchia thdupdate] button for that item in
order to make the changes take place. Clickintheelete| button will remove the inventory
item from being tracked. To re-activate the itpiease see thRecall Inventory Item
feature.

Warning:  Make sure the Inventory item is not baiisgd in any ingredient lists prior to
deleting it; otherwise the system will continuedteplete that item. This may cause
information to be incorrectly reported.
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When showing the inventory stores, a new frame agpe the lower part of the page. When
the “Show” link is clicked, the store’s informatiovill appear. If it is desired to store inventory
in more than one location, click on tNew Inventory Store button. A new row will appear

with some default values in it. Make sure the ecrrvalues are entered, and then click the
Update button for that row. Click on the Deletétbn to remove a store. At least one store has
to exist for any inventory item.

Note: The “Show” link has to be clicked to upddte tower frame to show the stores for the
desired inventory item. Make sure the correctesivibeing viewed when editing.

The field meanings for the inventory stores talokethe same as above. The possible store
choices are the fulfillment terminals that haverbeenfigured to store inventory.

SET UP INGREDIENT LIST
Set Up Ingredient List is used to define the ingredient lists for théedént menu items.
Ingredient lists are essentially recipes for creathe menu item. The first page will show a
table of all the menu items, by menu category. ufidm is displayed for each price/size for the
menu item. This is because the different sizedwunitems will have different sized ingredients.
Once an item has an ingredient list, an asterisks(8hown on the button. Click on any button
to see the ingredient list for that menu item amd.s

The first time an ingredient list is set up for ama item (prior to any list items being defined)
the user has the opportunity to replicate an exgstigredient list. This is a short-cut that will
create an identical list for the current item tban then be edited. Simply find the desired menu
item that will have a similar ingredient list ariaeh click theReplicate] button. This feature

will go away when there are any active ingrediesttitems.

To add a new list item, simply select the inventibeyn, enter the quantity and units of that
guantity, the relationship between the ingrediettunits and inventory units and click
New/| button. To update an item, make any changes sa&qgefor the list item and click on the
Update| button for that item.

Note: Itis very important to get the Conversi@iue correct so the correct amount is
depleted from inventory when a menu item is consunihis is the numeric value
that relates the ingredient list units to the irteey units (shown in parentheses with
the inventory item name). The following mathenaltielationship is used:

Depleted amount = Ingredient Quantity / Conversio

Field Meanings:
Inventory Item (units) The inventory item for the ingredient list. Tmwé&ntory units are in

parentheses.

Quantity The amount of an inventory item to deplete whendirrent menu
item is sold.

Waste The estimated amount of the ingredient that is @hsach time the

menu item is served. This could be a few ouncdmef each time
the tap is poured as foam is cleared out. Thigeva also
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subtracted from the inventory level, but is trackegarately for
managerial and/or accounting purposes.

Units The units for this ingredient list item. This miag a different unit
than what is stored in inventory.

Conversion The mathematical relationship to convert betwéenngredient
units and the inventory storage units.

Status Whether the item is active or deleted. Only actist items are
depleted from inventory.

Prep Instructions Fill out the preparation instructions to give infation that is
separate from the ingredient list. This will pramt thelngredient
Listsreport.

Example: A sandwich might use 4 ounces of slicezksh that is stored in inventory by the
pound. A possible entry could have the “CheddaeSk — Sandwich (Ib)” as the
inventory item, 4.00 as thguantity, oz as theunits, 16.00 as theonversion Each
time this sandwich is sold, 4.00/16.00 (or 0.25yIb be depleted from inventory.

Deleted, or inactive, items are shown in a sepdisiten this page. To make the item active
again, simply change its status.

To see a different item, click on tj@hange Item| button to go back to the selection page.

PREPARED ITEMS
Prepared items are inventory items that are predaoen other inventory items, and then are
part of a menu item in their prepared form. Anregée could be Salsa, which is made from
produce that can also be used on other menu iteasas sandwiches. However, there is also a
menu item of “Chips and Salsa”, so it makes sem$mve batches of Salsa prepared in advance.
This simplifies the inventory system as the pregangentory item is depleted when “Chips and
Salsa” are ordered, instead of all the individaay materials of Salsa. It also allows the
prepared item to be made with variations if thera different available mix of raw materials.

In Prepared Items, select the inventory item that is to be definedgrepared item and

click onCreate Prep Item. The ingredient list screen is then displayedi, e ingredients for

the prepared item can be set up. It is assumedhthangredient amounts are enough to create a
single, standard batch amount. Set the sectid8eoUp Ingredient List| for more information

on setting up ingredient lists. On the ingredisttpage, click th&hange Item| button to

return to thePrepared Items page.

Previously defined prepared items are also listeal edit the ingredient list, click on the

button. To remove a prepared item definition,@intlick theRemove button. It

will be permanently deleted, so be certain thishsit you want.

To create a new batch of a prepared item, clickhefMake Batch| button. This will take you to
a new page that will show the previously definegtédient list in a table.

Field Meanings:
Ingredient The raw material ingredient item.
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Amount The quantity of the raw material ingredient toused in the batch. The entry
defaults to the amount set up in the ingredientTikis can be changed if a
non-standard amount of the ingredient was usedoné of this ingredient was
used, change the value to zero.

Source The inventory store from which the raw materiabésng depleted when the
batch is made. Select the correct store so thietimpoccurs in the correct
place. Most likely the source will be “Single Stbfor a restaurant that stores
inventory in a single location.

Multiplier This value will be multiplied by each of the am&im the ingredient list. It is
in the cases where possibly a double or tripledsich was prepared. If the
amounts are changed from the standard batch see,ik mind that they will
be further multiplied by this value.

Amount This amount is the amount added to the prepaeed it inventory. Due to
variations in preparation, it may not be the sameunt each time, so this
gives the user an opportunity to enter the exadustnmade.

Destination Select the location of the prepared item so tkentory level of the prepared
item will be adjusted correctly.

If the amount added is a standard amount, checkS#nee amount added as standard Prepared
amount” checkbox. That will cause the amount tedeed and used as a default the next time
the batch is prepared. Click button to cause the raw material ingredients to
be depleted from inventory and the prepared itemaigent quantity to be increased. Click on
the|Cancel| button to return to the prepared inventory itenasmscreen.

ADJUST INVENTORY
Adjust Inventory is used to manually change theantrquantity of an inventory item. It can
also be used to bring in more inventory amountiouit having th&/endor Management
feature set up, but if used in that manner prié@rmation will not be tracked. In order to
transfer inventory from one location/store to aeotluse thel ransfer Inventory feature.

Field Meanings:
Inventory Item Select the inventory item whose current level wdlchanged from the
drop-down list.

Store Select the inventory store at which the adjustmeihtake place. If there
is only a single store being used, then “SingleeStwill be shown.

Target Level Helpful information about how the inventory itenasvset up.

Reorder Level Helpful information about how the inventory itenasvset up.

Current Level The current quantity at that inventory store lmrat

Units The units defined for that inventory item.

Action The action to be performed on inventory. The césiare:
Add Add an amount to inventory.

Correct Set the inventory amount to a new level.
Remove Remove an amount from inventory.
Zero Set the inventory amount to zero.
Adjustment The adjustment amount for that action. No amaineeded if th&ero
action is selected.
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The correct action to use depends on what is thieadkeffect. If some inventory was
purchased and is to be added to inventory, fahwould be the appropriate actio@orrectis
used when a correction is needed to be made tebhdae to a manual count finding a
difference. Removevould be used when some inventory is actually jayly removed from
the inventory store for some reason (such as arcusimployee meal)Zerowould be useful if
the inventory level is known to be zero so new pases added can start at zero.

Using the correct action is mostly to benefit vasaeports, but also helps maintain an accurate
trail of actions performed on inventory.

Click on thesubmit Adjustment| button to enter the change into the inventoryesyst

TRANSFER INVENTORY
Transfer Inventory is used to move items from one inventory storartother. An

example of this is if fulfilment areas need 50@sw®ach and one area finds they have 650 cups,

and another has 400 and a third has 400. Thecasezasily transfer 100 cups to the second
store, and 50 to the third.

Select the inventory item from the drop-down liitthere is only one store for an inventory
item, no transfers are allowed. Information alibetcurrent levels, reorder points, and target
guantities of each store are shown. Select theesamrFrom Store and destination ofo

Store and enter thAdjustment amount to be transferred. Click on button and the
correct amount will be removed from the source aahdied to the destination.

Note: It is possible to perform this same optiortlemAdjust Inventory page, but using
this page keeps it all in one operation, redudregdhance for errors.

RECALL INVENTORY ITEM
If an inventory item was deleted, either acciddntat on purpose, use ttRecall Inventory
Item page to make that item active again. On that thagedeleted inventory items are listed.
Click on the appropriate one in the list and ifeimation is displayed. To make this item

active again, simply click on thRecall| button.

[¢)

Note: When recalling an inventory item, it is mbis¢ the inventory levels and inventory stor
information will need to be reviewed for correcteief\lso, ingredient lists may have t
be reviewed to make sure the correct inventorystane being used.

VENDOR MANAGEMENT

The primary benefit of the Vendor Management featsito track historical prices. It will help
maintain a price history, show what menu items,cstl calculate the current inventory value.

O

VENDOR INFO
This is where the contact information for vendaswell as what inventory items they supply
are set up. To add a new vendor, make sure the Ngd Vendor” selection on the list is
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highlighted. Enter the necessary contact inforomatiOnly the vendor name is required. Check
each checkbox for inventory items this vendor eatriThis requirement helps maintain
selection lists on other screens. Click|thmlate Vendor button to save any changes.

If items need to be ordered from a vendor make th&éRequire vendor ordering information”
checkbox is checked. This allows ordering infoliorato be set up for easier maintenance. If
the vendor does not require ordering (such asal fpocery store), then leave the check box
unchecked. When unchecked, purchases can becdiszetly on theReceiving page.

When a vendor is selected, the user can check3ihew only selected” checkbox to display
only the inventory items that vendor supplies.

To make a vendor inactive, update its status tactine.” Inactive vendors are also shown on
this page, at the bottom. To make a vendor aetian, select the vendor and click
button. Only active vendors are shown on varirlect lists in the system.

VENDOR CONTACT REPORT

The Vendor Contact Reportis accessed from théendor Info page. Click on the
Vendor Contact Report| button to display the report. The desired infdiorafor the vendor
can be selected and displayed.

ORDERING INFO
Ordering Info only needs to be set up for vendors that requivareced ordering. If the
checkbox signifying that is checked on Mendor Info page, then order information needs to
be set up prior to receiving orders from the vendor

On entry to the page, the vendor must be seleddette selected, all inventory items that
vendor carries are displayed in a drop-down listich one can be set up as desired by the user.
The most important item is the Conversion fielchisIvalue relates the ordering units for the
vendor to the inventory units in the system. Cliti{Add New| button to add an inventory

item’s ordering information.

Note: Itis very important to get the Conversi@iue correct so the correct amount is added
to inventory when an inventory item is purchas@&dis is the numeric value that
relates the ordering units to the inventory urstsofvn in parentheses with the
inventory item name). The following mathematicghtionship is used:

Added amount = Ordered Quantity * Conversion.

The table shows all the ordering information.

Field Meanings:

Inventory Item The name of the inventory item.

Vendor SKU (Optional) The vendor’'s SKU (stock keeping und this item. Any value
that the vendor uses to identify this inventoryntm their system. This
will be used on any system-generated orders.
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Min (Re)order This value is checked when items are receivedakensure the correct
amount is being received. It will also be usedoy system-generated
orders.

Std (Re)order This value is the default value shown when reogjwrders. It is simply
an aid in having to enter less information whileaiging orders.

Order Units The unit by which the vendor requires the iterbécordered.
Conversion The mathematical relationship between the ordarmts and the inventory
units.

Click on the item’sUpdatée| button to save any changes for the item. ClickingheHistory]
button will bring up a new window to look at preuentries for the item. The items are shown

with the date the change was made. Click offet:button to stop being able to enter
receiving information for this item from the vendor

RECEIVING
Receiving is the page where price information is associati#il inventory items. It is also
the best way to increase the level of inventomngdiecause then pricing information is
available.

To enter information, first select the vendorthié vendor information was set up with the
“Require vendor ordering information” checkbox cked, then only inventory items for this
vendor that have been set up on@wdering Info page will be shown. If the checkbox is
unchecked, then all inventory items for this venalie shown.

Field Meanings:

Inventory Items The inventory item to be received.

Vendor SKU Displays the SKU for the vendor, if one has bestrup. Simply used
to aid in finding the correct item on the ordemfor

Purchased Quantity The total quantity purchased, in the order units.

Order Units The units by which the item is ordered from thada@ .

Purchased Cost The total cost of the item. The system will tlatesthis into a per-unit
cost by dividing the cost by the quantity.

Receiving Store The store into which the item will be receiveddavhere the quantity

is increased). If the items need to go into mbemtone store, then they
will need to be transferred from tReceiving Storeinto the other
stores, in the correct amounts.

Purchase Date The date the item was purchased. This is uspdttpricing
information into the correct time period for reort

Note: If the “Require vendor ordering informatioctieckbox is unchecked on tiendor
Info page, then it is very important to enter the gityaint the units by which inventory
is stored as there is no conversion informatiorupdbr that item.

Up to ten items can be entered at a time. ClickhetRecord Purchase button to record the
purchase information and adjust inventory.
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FIX RECEIVING
Since information is occasionally entered incotlsedtix Receiving allows purchase
information to be corrected. Find the entry toreot by using th&< Prev| or|Next >>| buttons.
Then enter the correct values @uantity, Order Date, or Purchase Costand click the

button.

PURCHASE HISTORY
The Purchase History is a vendor-related report simply shows purchaf@ration for the
given date range. The report can be limited toviddal or multiple vendors and/or destination
stores. Hold the control (<ctrl>) button whilecgiing the desired choices. Then click the

button to generate the new report.

REPORTS

The Current Levels report will show what the current inventory levale for inventory
items. If desired, a subset of the inventory iteas be displayed by selecting individual menu
categories. The list can be further limited byesghg which status to display.

Note: If displaying a single menu category, thesmory items in that menu category will only
show up if an ingredient list has been set upHerrhenu items using the inventory item.
Ingredient lists are the only place in the systemer® menu items are related to
inventory items.

Each store that holds an inventory item is showre feport will also show the pre-defined
target quantity and reorder level that was sebugéch inventory item. The current, real-time
guantity is shown as well as the inventory units.

Status:

Reorder  The current level is at or below the reorder poifiis status is highlighted in red.

Over The current level is over the target quantity.isBtatus is highlighted in yellow. It
is possible that the quantity could increase pgastdrget quantity if the vendor
requires ordering certain minimum amounts.

Blank A blank entry means the current level is betwéentarget quantity and reorder
point.

Note: If displaying a single menu category, thesimory items in that menu category
will only show up if an ingredient list has been gp for the menu items using the
inventory item. Ingredient lists are the only @ak the system where menu items
are related to inventory items.

ITEM COST

The Item Cost report will show the current cost of each ingretliest. The first page of the
report lets the user select an ingredient listhéfingredient list is set up, a link for the menu
size is shown. Clicking on that link will show thegredient list with price information. Only

8/28/2012 118 Rev 6.0



items that have purchase information will showiaeor If any item does not have a price, the
total cost is not known.

REVERSE LISTING

The Reverse Listing report will show what menu items currently useheimwentory item.
The list can be shortened by just looking at jusingle inventory category and/or a single
vendor. The current quantity in inventory is shdvighlighted. The amount of inventory used
by each menu item is shown next to that menu item.

INGREDIENT LIST

The Ingredient List report will allow printing of any or all ingrediéfists and their
preparation instructions. If desired all the irtheat lists for a single menu category can be
displayed and printed. The ingredient lists a@nshgrouped by the POS menu category and
price size, as that is the way they are set up.

WORK LIST

The Work List report will create a printable work list for coung inventory. All the
inventory items are shown, but can be limited bsemtoryCategory, Store, or Vendor. If
desired, the current inventory item levels cantmas on the work list. In order to maintain a
good “checks and balances” system, it might beulisethave the person counting inventory
not know what the current level is, in order toidvaccidentally agreeing with the printed
levels.

USAGE

The amount of inventory used is shown in Uszage report. Select the starting and ending
dates and refresh the report. Then the inventerys shown can be limited by selecting the
inventory category, individual items, and/or invamntstores. The “Chart” checkbox will allow
the data to be shown as a chart when checked,ramedata if unchecked. The “Show Values”
checkbox only has meaning when the “Chart” checkbahecked and will show the actual
values as part of the chart.

TheUsage Intervalwill allow the data to be grouped into intervalBheDalily interval is the
most granular and will show each day’s use. Weklyinterval will show the usage over a
seven day period, and tdeNeekinterval will group data into 28-day periods.

Note: When any interval other th8xaily is selected, the data is grouped started from the
ending date and working backwards. No partialirgtis are displayed, so the data
shown may not start on the starting date if it didand exactly on the beginning of an
interval.

PROFIT BY CATEGORY

The Profit By Category report is similar to the sales by category, bawghthe profit
instead of the gross sales. It only shows preftien the inventory prices are known.

ACTIVITY (NOT IMPLEMENTED YET)

The Activity report shows the inventory level fluctuation othex given time period of the
report.
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TRANSACTIONS
The Transactions report will show that actual transactions in threeintory system over the
given time period of the report. The report camasgowed down to an hour interval. Either all
the transaction types can be shown or individuyad sy

Transaction Types:

Add A quantity was manually added to the inventorynite

Correct An inventory item’s level was manually correctedhis new quantity.

Deplete An item was depleted by the ordering system.

Make BatchA batch of a prepared item was created. Thisskidw the depletions of the raw
materials and the increase of the prepared itemitidlthe same transaction type.

Purchase A quantity was added to the inventory item throagburchase being received.

Remove A quantity was manually removed from the inventsygtem.

Warning  The ordering system could not resolve an invenitery and generated a warning.
Most likely a manual operation will be needed tguatlinventory to make up for
this warning. The ingredient lists for menu itefimeluding trimmings) should be
examined to see if the right instructions exist é&xample of a warning could be if
an ingredient was substituted and the custom agtgiruction was set to generate

a warning.
Waste The amount of waste as defined in the ingredisty(sl).
Zero The inventory item’s quantity was manually sezéoo.

Note:  The inventory system cannot handle a “sulistitcustom action because it cannot be
determined what was being substituted. It is recemded to have the server use a
Depleteaction to remove an item, andRaturnaction to add the substitute.

Note:  Some transaction types, suclbapletecan be quite numerous and can make the
report slow to display and crowded with data. #hig reason the initial transaction
type displayed i®urchase

The report can also be limited by multiple trangactype and/or inventory items and/or
inventory stores. Just hold the control (<ctrlmjtbn while clicking on the desired choices.
Then click theRefresh| button to generate the new report.

ANALYSIS

ALERTS
The Alerts analysis will show all the current alerts for theentory system. There are several
different types of alerts:

Warnings Warnings are generated by the inventory systemmvthis trying to deplete an
ingredient and cannot find the correct ingrediesit |Also, if a custom action,
such asubstituteoccurs, which the system cannot handle.

Low Levels  Any inventory item that is at or below its reorg@int will show up here.
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System Errors A system check is made to look for data inconsigts that are pointed out for
the user to fix.

As Warningscould be happening throughout the day, and aded in the inventory
transaction log, a time period to look back at waga can be specified. There is also a setting,
Manager Alerts that can be enabled. This will cause a buttdmetdisplayed on the front page
of the Sapphire system to show which menu itemsitaoe below the reorder point. The
Manager Alerts screen will show the estimated remginumber of menu items that can be
sold for the current level of each inventory iteged in that menu item. The estimate is based
on the defined ingredient list for that menu itevhjch specifies the usage per menu item.

PROJECTIONS
The Projections analysis will look back over a historical periaddetermine the daily usage
of an inventory value. Then it will project forwathe time it will take inventory to run out
based on current levels.

Note: If an item has not been used in the look-lsrkod the projection cannot be
calculated. Also, items with negative current mey levels are excluded.

If multiple stores are selected, the current lesb@lwn is the sum of the levels of each store.

The analysis also allows forGurrent Usageperiod to be selected, as well@geruseand
Underusesettings. The report will show what the usagdaCurrent Usageperiod is
compared to the historical look-back period. H tielative current usage falls below the
underuse level, or is above the overuse leved,flagged.

The user can then determine if items should bereddeore or less frequently to make up for
the new demand, or even if promotions should beenbadtimulate under used items.

INVENTORY VALUE
The Inventory Value analysis will calculate theremt inventory value based on the latest price
information. If the price does not exist for aenit, it remains “Unknown.” Likewise, an
inventory item with a current negative level iscaleinknown.” The total value is shown only
for known prices.

The analysis can be limited by inventory categargtore. Hold the control (<ctrl>) button
while clicking the desired choices. Then click [ffresh| button to generate the new report.

PRICE HISTORY (NOT IMPLEMENTED YET)
The Price History analysis will show the price history for any giviementory item. The
history is dependant on the pricing informatiomigegntered into the Sapphire inventory
system. The items can be limited by inventory gaite, vendor or individual items, as well as
by the given date range.

Note:  This information will only be as accuratethe purchase information entered with the
Receive page in the Vendor Management section. It is dépet on the date and
price being correct.
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WHAT IF? (NOT IMPLEMENTED YET)
The What If? analysis allows the user to enter a differentepfor an inventory item and see
what the effect would be on profits using historgales data. It also allows the user to change
ingredient list quantities to see what the effeatild be on historical profits.
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VI. SYSTEM CONFIGURATION

This is where Sapphire can be configured to théremment in which it is being used. Some
settings will change how Sapphire operates, andcesajust for display purposes.

Company Name

This value will print out on recegifgingle line) and show up on the front
page of Sapphire.

Company Addr 1

Printed on receipts (single line).

Company Addr 2

Printed on receipts (single line).

Company Phone

Printed on receipts (single line).

Company Banner

Address to an image file that vdlshown on the front page, a banner-sty
(not very tall and about as wide as the front pabée) image is
recommended.

e

Receipt Message

A message that will display onghbeipt after the receipt data is printed.
Any number of lines can be entered; each linelvalcentered.

Disable Receipt
Logo

By default Sapphire will attempt to print a logothvany receipt. A logo will
need to be installed on the printer for this to kvo€hecking this setting will
Disablethe logo printing.

Main Message

This is the main message that witlldjson the front page of Sapphire. If
no message exists, then that space isn’t usedednaiit page. The messag
can be as long as you would like, but the dispddymited to 10 lines before
readers will have to scroll to read the completssage.

[1°)

Enable Seating
Terminal

Checking this box will allow the seating terminaitton to be displayed on

the front page. This feature is only useful fatagirants with assigned table

seating.

v

Terminal Refresh
Rate

This is the rate (in seconds) at which the viddfillfuent terminal will
refresh its information. A number that is too highy cause an unnecessar
delay in an order being displayed on the termiahumber that is too low
may make it difficult to click on the Clear buttbecause the screen is
refreshing and ignoring clicks.

y

Other Terminal
Notification

This is a feature exclusively for fulfillment prers. The setting will cause
information about items at other terminals to bated on a fulfillment ticket
Set toVerboseto have the other terminal name and all itemstjmurt. Set to
Name Onlyto have just the terminal name print out. Sédémeto have no
notification to print out (useful when an expedtenter is available).

Expedite Printer

If using any fulfillment printersstting this will have the entire placed orde
printed out on the identified expedite printer.eTgrinter is identified by the
terminal name. Set fdoneif not using an expedite printer. Check Big
checkbox to get large size printing.Bliig is checked you can also chddt
Wideto have the printing not be as wide.

—_

)

Big Fulfillment Check this to use big fonts on the fulfillment #tkeader. When displaying

Header Font the information in a big font the information daptor is not shown.

Condense Checking this checkbox will instruct the fulfillmeprinters to combine any

Fulfillment menu items of the same size. If the modifiers @mstomizations are the
same, then those are combined, also.
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Print quantity on line
with item

Checking this box will change the behavior of hdw fulfillment printer
prints the quantity for the order item. If checkedill be printed on the
same line as the order item. If unchecked the tifyamill be printed like a
modifier with the line “How Many: X” (where X is thquantity) following
the order item. The “How Many: X” line will onlyh®w up if the quantity is
greater than one (1).

Fulfillment Sort

Natural Orderwill print fulfillment items on order rung irCat Disp Order
will print items based on menu category displayeord

Don’t print modifier
category names

Checking this box will cause the modifier categoaynes to not be printed ¢
the fulfillment ticket. This might be useful whettee category name is not
important to the cook reading the ticket so the iffrerdnformation can be
read quicker.

n

Don't print
modifier's menu itern
from other terminals

Checking this box will remote the menu item nanresfonodifier that prints
on a fulfillment terminabifferent than the menu item. Unchecked will hav
the menu item print in parentheses.

e

Print Seat with Item

Checking this box will have teat number as entered on@uosfirm Order
screen print out with the menu item. This settsagnored ifCondense
Fulfillmentis checked.

Which Cash Service
Terminal

Checking this box will allow the old cash servieeninal to be usedNote:
the old cash service terminal is being deprecatedi &ill not have as many
features as the new one.

Video “Bump”
Terminal

The Video Bump Terminal will show a red label ftems older thakge
minutes, can pre-show items that are rung in buptazed yet, and can sho
a detailed view if chosen.

N

Use Keypad Sign-in

Checking this box will change slerver sign-in to be a keypad instead of
default buttons with the server’'s names. Entetirggsign-in password or
swiping an access card will take the server tddtders page.

the

Hide Quick/Cash
Button

Checking this box will hide the Quick/Cash buttantbe server’s order
screen, effectively disabling the feature.

Auto-print
Quick/Cash Receipt

Checking this box will cause a receipt to autonadiycbe printed when a
quick/cash order is placed.

Enable Confirm of
Placed Item

Select this to have the ability to verify the ortdefore it is placed and to ad
reference information to the order (e.g. identifgtomer by printing
information on the fulfillment ticket).

Only Super Servers
can close orders

Checking this box will only let a server with Sug@srver privileges to close
a ticket. An example is having a cashier to clodests but not letting serve
close tickets.

Super Server sees a
tickets

[ICheck this box to set servers with Super Serveilpges to see all server’'s
tickets. This could be useful if a cashier is lpairsed to close tickets.

Ticket closer owns
ticket

Check the appropriate checkbox where the servemgdhe ticket will own
the ticket based on the ticket type or terminabiuseclose the ticket.

Only Managers Can
Discount

Checking this box will make it so only managers dacount an order or
order items. The manager can either own the sdkeing discounted, or ca
sign in as a “Super Server” to discount a serventers.

=}

Show Menu Button

Check this checkbox to have aobutt link available on the server’s order
page or order item page that, when clicked, witlvglthe menu items and

pricing.
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Show Quantity
Buttons

Select the number of quantity “quick choice” butda display with the
menu item choices.

Seat Buttons

ICount Guestss checked then checking this box will show adufior each
seat (guest) on the menu item page as a way ttifideiat seat an order

print on the fulfillment ticket in the kitchen. €lseat assignment can also t
used with the Pre-Split feature (s&glitsin Server Guide).

Require Custom
Choice

Check this to require a choice from any customgmtethat a menu item
specifies.

Receipt Tip Helper

Enter any numbers in the bogdsate the receipt show the tip rates for th
percentages. Enter as a percentage (e.g. 15, 18&8ye entries blank to no
show on receipt.

Print large total on
receipt

Checking this will cause the “Total” line to priah the receipt in a larger
font. Note: the formatting may not look as clearuaing the regular font.

Show Guest Numbe
on Receipt

r Checking this setting will cause Sapphire recdiptsave the ticket number
(last 3 digits) to print on the receipt. This ¢@used as a guest number if
fulfillment style is to call out a number for theest to pick up.

Spectra Seating Typ

eChooseGrid to have the seating be a 10 x 10 grid for pseudptdcal
seating; chooskist for just a list of names. THast seating type might be
most useful for sites that have open seating lmuttistomer gets an
identifying sign so the food server can bring ttiead to the right table. Thi
setting is only applicable on Spectra.

Transferring Tables

There are three settings fafigoring the transfer of tables from one serve
to another. The default Ay Server which means that any server can
transfer any of their tables to any other servidre Only Managers setting
means that th®anage Orderdeature must be used by a manager to trans
an order, or a manager needs to sign in as a “Sgrger” to do the transfer
TheNeeds Acceptancsetting will put any transferred orders into a
“pending” status until the server the orders aiaedpgansferred to accepts
them.

Reprint Tickets

The ability to reprint a fulfillmeticket. The default i&llow which means
anyone can reprint the tickello Reprint means no one can reprint the
ticket. Mgr Only Reprint only allows a manager to repririsable Ready
Button means no one can even click on the Ready Buttead¢dhe order
items.

item is assigned. Print Seat With Itens checked then the seat number wi

e

ose

the

U

sfer

House Gratuity Rate

Entering a number here (as@ptage, such as 12.0) will allow servers tc
add a gratuity to a receipt that will print on tieeeipt. This can be set up tc
be automatically calculated whenever this pagatsred, or can be manual
set to a fixed numbemote: If using Sapphire credit cards this gratual
be picked up and sent with the authorization requéfd€ven Splits are used,
the total gratuity will be picked up since the systdoesn’t know that Even
Splits were used.

y

Mgr Only Auto /
Manual Grat

Check this setting if you only want managers t@blke to enter an automati
or manual gratuity on a ticket (as opposed to atigvany server to set it to
automatically calculate the gratuity).

A

Cash Drawer

There are three levels of cash drawer ownersl@pen which means a cash

Ownership

drawer will open for any server/clefith Rights which means the cash
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drawer will open for any employee who has thatifgge set in their
Employee Info security rights section; a@d/ner, which means a single
server is identified as the owner of a cash dratertime (that server or a
manager can add other servers as owners, if negessa

Need Cash Drawer Check this setting if you want to require a passiwith the No Sale button.
Password

Skip Till Start Check this setting if you do notntdo enter a starting till/lbank amount for
every server for every shift.

Hide “No Print” Check this setting to hide the “No Print” buttom Bar terminals. This will

Button mean that non-bar items will always be sent tdfdlfoent terminal if
configured that way.

Sign-in Starting Choose where to start when signing in as a se@selers page (default) or

Location the Choose Table page (if usually starting a neleetiwhen signing in) or

Cash Service (if using the Cash Service termihtdte that this is a global
setting so all terminals will use the same starkogtion.

Declared Tip Rate This is a suggested tip ratedtrulating suggested declared tips when an
employee is declaring tips. The suggested vallens-In Sales * Rate.

Tips Left In Check if the site policy is for servers to leayestin their drawer/bank. This
Drawer/Bank will adjust the math on certain reports to refléns behavior.
Count Guests Setting this to “Yes” will enable eegn for the server to input the number of

guests at the table. This number is only usedthdistical purposes and is for
Restaurant seating. The number of guests will e up in the third
portion of the Section:Table:Guests identifier.

Require Discount = Set to “Ye$ will cause discount reasons to be selected fgrdascount given
Reasons This is a mechanism to add feedback for discounting

Order Display ThisStadia setting affects how orders are displayed on theess orders
screen. Setting it to “All for server” will showl geats for the currently
selected section. Setting it to “By table/row” Mallow the server to choose
what row to limit the information displayed.

Order Day Boundary Select the time as the poitihhénday order ids roll over. The order ids are
date based. This is useful for a location thafpisned until after midnight,
but you want the orders between midnight and cgpsarshow up on the
previous day’s report. The basic view on repatsased on the date portio
of order ids. For example, if the location cloae2:00 am, the value of 3:00
am can be used to have order ids roll over af@® @m so orders before 3:00
am show up under the previous day.

=

Enable Inventory The inventory system can be exablstages. A “Setup” setting will allow
for data to be entered, but the ordering systenitvuse that information.
When the inventory system has been set up, changsstting to “Active” to
activate the automatic inventory management featugee the section on
Inventory Management for more information about agang inventory with

Sapphire.
Enable Remote This feature will allow Sapphire to register itsemet address with Khamu to
Assistance aid in remote assistance. It is useful for sited to not have a static ip

—

address. Select the update frequency to enalbie.labt time a remote assis
call was attempted to be sent is also shown.
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VIl. TROUBLESHOOTING

There are some basic things that you can do tbkeshoot issues.

Application Errors

While rigorous testing is done to the product befoeing considered ready for use, occasionally
defects exist in the code. Try to re-create thedsand notify Khamu Solutions. The support staff
will help identify if there is a work-around ortiiere actually is a defect that needs fixing.

SQL Errors

If an SQL error occurs, an error page is shown #ithfile name, line number, SQL statement, and
the error. Itis important to capture the filenaamel line number as a minimum, so the Khamu
Solutions support staff can help fix the issuee Dhst information to capture the whole page and
send it in an e-mail to Khamu Solutions, or dowdltize appropriate error log and e-mail that. To
return to the front page, click on the link spesaifi

Hardware Failures
Occasionally a hardware failure may occur. Theeesaveral points of potential failure and
locating that point can be done by some simpleyaisal

If all terminals (POS and fulfillment) are not resyling and showing an error page such as “Page
Not Found”, there is a good chance the failurd tha Server or Router. If a monitor can be
attached to the Server machine and it is showiag#me error, then the first step is to reboot the
server. If the server is showing the Sapphireesystiorking correctly, then the point of failure is
most likely between the server and terminals, argtobably a router. Locate the router and reboot
it (this main entail unplugging it and waiting avfeninutes before plugging it back in.

If wired terminals are working correctly, but thendheld devices are not showing pages, then the
point of failure is possibly the wireless accesspolf there are multiple access points in your
establishment, move around to different areasyttotfigure out which access point isn’t working.
Try rebooting the access point.

Sometimes handheld devices will stop responding.aBoft reset (see device manual) to see if the
device will start responding again. It is possilat a 2.4GHz cordless phone will cause
interference in the wireless signal. Make suredlaen’t any in the area (which could include a
neighbor).

Receipt printer stops working

Sometimes the receipt printer will stop workingsuadlly CUPS is used on the Linux server to route
the print jobs from the server to the terminal vilie receipt printer. For this reason, either make
sure there is no firewall on the terminal (somesrntgets restarted accidentally), or make sure the
correct port (port 515) is open. See the termioalfiguration document at khamu.com for more
information.

Contingency Planning
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The most important thing with respect to contingeplanning is to have a process ready to switch
to a paper-based approach to order processing ig hmportant in case of a power outage or some
kind of system failure.

Having a UPS (Uninterruptible Power Supply) ondkever will help in case of a power outage. It
will keep the server running and protect it frommraption due to sudden power failure. However,
being able to protect the whole system from powgutfe is potentially an expensive undertaking.

A backup strategy where data is moved offsite gl protect from a server hard disk failure. The
backups can be downloaded to any other termingh@metwork by going to the Backups screen.
Depending on the infrastructure, the data can beethoff by an automatic ftp process, copying to
a CD, or some other process. Contact Khamu Solsifiar help in setting up a usable process.

If there is concern about always being able totprirmight be advantageous to have a spare printer
on site. If there is a failure where the print@ps working it could take several days to ordet an
receive a new printer.

TekVision Soloist Terminals

TekVision terminals are manufactured with a low-powapproach. The terminal should not have to
be turned off each night. However, if the termidaeés need to be shut off, and cannot be turned off
through Windows XP, the power button is a smaltdoubn the back of the terminal. Just hold the
button in for at least five seconds, and it shdutd off. To turn it on again, just click on thatton
once.

When turned off, sometimes the terminal gets intaoale where clicking on the button does not
turn the terminal back on. If this happens, unghgpower to the terminal from the wall, wait a
few seconds, and then plug it in again. You mighte to briefly click the power button right after
plugging in the power cable.

Khamu web site

An account can be set up for you on the Khamu wteb 3his will allow you remote access to your
data (if an internet connection exists at your)sigeewell as support documentation for setting up
terminals, handhelds, etc.

Internet access

Khamu can help you set up remote access to thenBamgerver. The important steps are to set up
Port Forwarding on any routers between the InteandtSapphire. Occasionally these routers
might get into a state where they are not sendifagmation to the Internet, or have lost their port
forwarding settings. Be sure to write down thespagds and settings when the router is first set up
as this will be a tremendous aid in resetting uparthe routers.
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VIII. LINUX COMMANDS

Below are some basic comm

ands for performing syéteictions in Linux. These can be run from

a terminal command line, and are case sensitivgodl resource for Linux can be found at
http://ww.tldp.org/LDP/| ane/ LAME/ | i nux-adm n- made- easy/ .

Command

Description

date MMDDhhmm

Sets the system date and time. Tiypihout any parameters to see th
current date/time. MM is the two-digit month, D®the two digit day,
and hhmm is the two-digit hour and two digit minurte24-hour time.

D

df —a

Shows disk space statistics.

Top

Shows process information, CPU utilization, am&mory utilization.

Ipstat —a, Ipstat —t

Show CUPS printer information.

htpasswd .htpasswd usernar

ne Sets/changes pass$oromsiote access authentication. Type itin th
Ivar/www directory. It will ask for the password@he username will be
the user name for remote access.

0]

shutdown —h now

Used to halt the server.
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