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INTRODUCTION

NCR Silver™ Pro is a cloud-based point-of-sale (POS) solution for restaurants that consists of two applications, Silver Back
Office and the POS app. You access Silver Back Office through a Web browser to configure the majority of your store
settings, track transactions, market to your customers, and update your menu. You access the POS app using one of the
system devices from which you operate your POS. You also configure some of your NCR Silver Pro settings, such as your
floor plan, printer assignments, and more.

This document provides instructions on how to configure settings, add and edit your menu, manage your employees,
review reports, and others.
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[Transactions 0 - - Discounts & Offers VIEW REPORT >
Average Sale Labor % Tips Taxes Voids -
$0.00 - $0.00 $0.00 $0.00 During the last 6 months,
your promotions generated sales
183 &
[Payment Types offers
redeemed $442 97
Last Six Week Trend VIEW MORE > T
sal v
2 - $1 off Ticket
$63 W stoftem
W 50% TIcKeT
B 52 off the entire check
W ove
$31
Email Campaigns VIEW MORE >
0 During the last 6 months,
your email campaigns generated
02126 0311 03/18 03/25 04/08 sales of
customers
reached |
y $0.00
Receipt Email

When you log in to Silver Back Office, Activity Summary is the default view. You will see, depending on your access level, the
following menu headings:

My Store — Provides a quick view of your store activity, including sales, trends, any alerts, discount offers redeemed, and
the status of email campaigns. The Sales Dashboard provides a real-time snapshot of your business and the Customer
Dashboard allows you to track your customer activity and review your marketing campaigns.

Results — Allows you to analyze your business. Choose from a variety of reports, and review POS transactions, financial
shifts, labor shifts, and credit settlement.

Menu — Enables you to create and manage the items you offer in your restaurant. Group items by categories for ease of
navigation. Add modifiers to increase customer satisfaction, and provide potential upsell opportunities. You can also create
discounts and events for your operation.

Customers — Enables you to capture customer information and increase your marketing capabilities. Create an email
marketing campaign, import, add, review and edit a list of your customers, create and monitor a customer loyalty program,
and market your business via Facebook and Twitter.

© 2019 NCR, All rights reserved 7
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Employees — Allows you to add and manage your employees and the user roles for your restaurant.

[Username] — identifies the user logged in to Silver Back Office and enables an employee to change their Silver Back Office
password.

Settings — Allows you to edit your store and company information, create and edit your tax settings, payment types, and
printer groups.

Help — Links you to an online site to assist you with your questions and to help you learn the full suite of features available
with NCR Silver Pro Restaurant.

LOGGING INTO SILVER BACK OFFICE

You receive an introductory email message from NCR Silver Pro following the creation of your account. The message
contains a link to Silver Back Office, your username, and a temporary password.

SILVER

Customer Login

User Name  example@youremail.com

Password | )

¥ Remember my User Name

[

The first time you enter the site, Silver Back Office requires you to change your password. Enter the password exactly as it
appears in the email message. Passwords are case-sensitive.

We recommend you disable popup blockers when accessing the Silver Back Office, to ensure you see all available screens.

© 2019 NCR, All rights reserved 8
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MY STORE

The MY STORE menu heading contains ACTIVITY SUMMARY, SALES DASHBOARD, AND CUSTOMER DASHABOARD

ACTIVITY SUMMARY

ACTIVITY SUMMARY provides a quick snapshot of your store sales.

Chris Dikes B Settings [ ]
DIV E
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
ACTIVITY SUMMARY SALES DASHBOARD CUSTOMER DASHBOARD
Activity Summary @ reren |
L |Activity Snapshot VIEW REPORT >
Activity Summary > Alerts (0 new) [ Alerts
3 vs Last
lApr 09, 2014 2220 vs Yesterday Wednesday
Net Sales $0.00 - -
[Transactions 0 - - Discounts & Offers VIEW REPORT >
Average Sale Labor % Tips Taxes Voids o Discounts & Offers
$0.00 - $0.00 $0.00 $0.00 During the last 6 months,
your promotions generated sales
183 ps
[Payment Types offers
redeemed $442 97
— Last Six Week Trend VIEW MORE > o
Last Six Week Trend
Sales
1 off Ticket
$63 W 5iofitem

M 50% TIcKeT

B 520 the entre check

W Other

321 [ . .
Email Campaigns VIEW MORE > Email Campaigns
0 During the last 6 months,
'your email campaigns generated
02/26 0311 03/18 03125 04/08 sales of
customers
hed
= g $0.00
Receipt Email

Activity Snapshot — Defaults to the current date and displays a visual snapshot of net sales and transactions. Compares the
sales and transactions to the previous day and the same day of the previous week. You can also review the average sale,
tips collected, taxes due, and the dollar amount of voids for the date selected. Activity Snapshot also provides a visual
indication of cash payments compared to credit payments.

Last Six Week Trend — Displays a graphical trend of your sales or transactions for the previous six weeks.

Alerts — Notifies you of unusual sales activity within the previous seven days, such as higher than normal sales or higher
than normal price overrides. Click More to see additional information on the alert.

Discounts & Offers — Provides a snapshot demonstrating the impact of your discounts and offers. See the number of offers
redeemed, the sales generated, and the types of discounts and offers redeemed.

Email Campaigns — Provides a snapshot demonstrating the impact of your email marketing campaigns. See the number of
customers reached, the sales generated, and the types of emails sent through your email marketing campaign.
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SILVER

SALES DASHBOARD

Sales Dashboard provides a real-time snapshot of your sales, including net sales, by category and by item, for your

restaurant.

>
Key Metric Trend
Category »
Ll
Breakdown
|-
>

Category Items

MY $70RE REWATS - CUSTOMERS  EMPLOYEES e
Sales o Ol o " B ro oanan 8
Key Metric Trend Oty o
[T ye——
Category Breakdown Category Trend
SANDWICH

288888888
1333353533535

Filter

Category Trend

Filter — Allows you to view a snapshot of your business by sales, profits, or transactions, and select a time period to review.

Key Metric Trend — Displays the results of the selections you made in the filter. Additionally, you can opt to review your
data by daily total or hourly average.

Category Breakdown and Category Trend — Displays the results for each category and ranks the categories from highest to
lowest according to your filter. Select a category to display a plot line to the right in Category Trend for the selected time

period and metric.

Category Items — Provides a further analysis of your sales, enabling you to review the best and worst selling items within

each category. You can sort each column to assist you with your analysis.

© 2019 NCR, All rights reserved
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SILVER

CUSTOMER DASHBOARD

Customer Dashboard enables you to identify your top customers and evaluate your marketing efforts to your customers.

Cry Dok

ACTIVITY SN BALEY DA BBOARD -

Customer Dashboard

e
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_’ b L Vs [
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Sovt Laers m .

- Po 2t

W G

[

Top 10 Customers

Email Marketing — Displays a quick snapshot of your email marketing campaigns for the previous six months. See which
email campaigns you used, how many customers you reached, and the sales generated from the different types of email
campaigns. Select an email campaign to see a graph demonstrating how many emails were sent, opened, and redeemed for

the time period.

Top 10 Customers — Displays your top 10 customers in terms of dollars spent. You can sort the list by dollars spent,

number of visits, or last visit.

Subscribed Customers and Conversions — Displays your effectiveness in capturing customer email information during the
previous three months. Subscribed Customers identifies the number of email addresses you captured. Conversions provides
a snapshot of your efforts in capturing email addresses from your customers.

© 2019 NCR, All rights reserved
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COMPANY INFORMATION

Access Silver Back Office using a Web browser and use the Settings menu to configure your company information, store
information, taxes, payments, customer pay in/out codes, charges, and kitchen printer routing.

ENTERING YOUR COMPANY INFORMATION

Silver Back Office pre-populates the company information with the information entered when your account was created.

1. Select Settings > Company Information.

Sl company Information

Carpeny Uptiors

* Indicates required fied.

Locallzation

Country: Urfied Satms u
Primary Company Contact

Name* Chra Dl

Emalr el x

Business Information

Bucinecs Name* | °Ja QS Cemo

Butiness Type*  |roof - Asourert
Addrecs 18770 Terly Shed

Addrecs 2

City* Por Warth

states Toez
Poctal Code* yaiss

Phone

Emall Marksting Information
Webcits URL . yBurTsempay T

%] From Emal@

2. Review and edit the Country of operation to change Localization settings such as currency indicators, address and
date/time formats.

3. Review and edit the name and email address for the primary contact person for your company, if necessary.
4. Review and edit the business name, address, and phone number, if necessary.

5. Type the Web site URL for your company. The system displays the Web site URL on receipts you print and email.
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10.
11.
12.
13.
14.

15

Type the email address to use for email marketing. The system displays this email address as the ‘From’ email
address in any email marketing messages.

Click Save.

(Optional) Click Company Options on the left side of the screen.

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES ECOMMERCE HELP

Company Information

Company Options

Enable Drawer Checkout (by user role) "4
Maximum users per drawer 1
Ask for starting bank v
Ask for ending bank )
Allow multiple Drawer Shifts o
Print non-priced modifiers on guest check v

E ==

(Optional) Select Enable Drawer Checkout (by user role). Drawer checkout enables you to assign multiple users to
the same cash drawer and to have your employees enter a starting and ending bank amount. If you do not plan to
use Drawer Checkout, leave this option blank.

e |f you enable Drawer Checkout, you must also access EMPLOYEES > USER ROLES and update your user role
settings to enable a user role for drawer checkout.

(Optional) Type the maximum number of users per cash drawer.

(Optional) Click Ask for starting bank to require the POS to prompt employees to enter a starting bank amount.
(Optional) Click Ask for ending bank to require the POS to prompt employees to enter an ending bank amount.
(Optional) Click Allow Multiple Drawer Shifts to allow multiple shifts on the same POS/Drawer

(Optional) Select Print non-priced modifiers on guest check to have non-priced modifiers not appear on customer
receipts. They will only appear on kitchen chits.

Click Save.

STORE INFORMATION

Store information enables you to designate information to appear on the customer receipt and to configure store specific
settings. The settings are split into Store Configuration and Store Options.

1. Select Settings > Store. The Store Configuration will appear.

© 2019 NCR, All rights reserved 13
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Store Configuration

* Indicades required field

Primary Store Contact Receipt Message
This should be the person our support team contacts when needed Bacaipt info a.g. warranty (300 char
=ox)
MName* Snaven Hagkt
Phone*
Emai*
Receipt Information 0 Freview Emad Recelpt

[] Dtsplay 8ip suggestion on guest check

Recalpt Header
Tip Message
store Name* Sarn's Onlne Restaurant
Address 1¢ 14770 Trinty Bivd
Address 2
City* R ¥ioth
stats Tesas u
Postal Code* L5
Phone

2. Review and edit the name, phone number, and email address of the primary store contact for NCR support, if
necessary. The system retrieves the information entered when creating your account.

3. Under ‘Receipt information, type the store name.

Any information you enter under ‘Receipt information’ appears on the receipts you provide to your customers.
Type the address. You can optionally type additional address information in Address 2.

Type the city, state, and zip code.

Type the store phone number.

In Receipt Message, type any additional information you want to appear on your receipts.

(Optional) Enter a URL to print on receipts as a QR code.

w ©® N o U A

Click Preview Email Receipt to view a receipt on the screen.
10. Select Tip Message to type a message and set tip amount suggestions to appear on the guest check.
11. Click Save.

12. Click Store Options on the left side of the screen.

© 2019 NCR, All rights reserved
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. Select Gratuity to allow customers to provide non-cash tips. When you select ‘Gratuity,’ it is necessary to define a
gratuity tax under Settings > Taxes, if you are subject to gratuity tax.

Select Subtract Tip and Gratuity totals from cash calculations in financial shifts to have the system remove
employee tips and gratuities earned from the ‘Total Cash Owed’ amount at the end of a shift. By default, the
system enables this feature. By enabling the feature, the employee potentially keeps any tips earned. To not have
the system subtract tips and gratuity totals from the ‘Total Cash Owed’ amount, clear this feature.

Select which Order Modes to enable. When you select this feature, Silver Back Office adds the Phone/Drive Thru
icon to the POS home screen and additional options appear. Enabling different order mode allows you to manage a
queue specific to that order type.

e (Optional) Takeout, Delivery and Catering orders have an additional option called Simple Order Name. When
active, simple order name allows you to enter a one-time-use name for the order instead of creating an
additional customer record in your system for every order.

e (Quick Service Only) Select Prompt for Order Mode to prompt employees to select Dine In or Takeout for
customer orders.

e (Quick Service Only) Select Print ‘Dine In’ on Kitchen Chits to print “***DINE IN***’ on kitchen chits for dine in
orders. Otherwise, a header identifying an order as a Dine In order does not print on the kitchen chit. Takeout
and Delivery always prints on kitchen chits for those order modes.

e (Optional) Select a charge to apply to active order types. You can also have a charge automatically apply to a
ticket when you select takeout or delivery order mode. You must first setup a charge.

(Optional) Select a Dine in Charge to add charges to dine in orders, for example a license tax (See Charges section
for more detail).

Click Enable Breaks to add the option for employees to take non-paid breaks during their shift. When an employee
logs in to the POS and clocks in, a Start Break icon is added to the POS home screen.

e Type the minimum amount of minutes to enforce for breaks, which is the required amount of time an
employee must remain on break. If an employee wishes to return to break early, a supervisor’s approval is
required.

(Optional) Select Automatically close pre-paid orders for online orders. When you select this feature, fully paid
online orders will not appear in the Takeout/Delivery queue and will not require you to close the order. Rather, as
soon as the POS receives the order, a customer receipt prints and the order is closed. Note: This feature does not
appear until you receive at least one online order.

(Optional) Enter a takeout download threshold time for online orders designated as takeout to print a kitchen
chit. By default, the POS prints a kitchen chit to the defined kitchen printers 30 minutes prior to the order target
time.

(Optional) Enter a delivery download threshold time for online orders designated as delivery to print a kitchen
chit. By default, the POS prints a kitchen chit to the defined kitchen printers 60 minutes prior to the order target
time.

(Optional) You can change your preferred method of guest counting.
e Table Service users can count by occupied seat (the default), by guest count prompt or by items.
e Quick Service users can count as 1 guest per transaction (the default mode), by prompt or by item.

. Click Save.
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TAXES

NCR Silver™ Pro Restaurant enables you to easily comply with the sales tax regulations to which you are subject. You can
quickly configure the tax settings to assess the correct sales tax. You can create multiple tax categories, designate a tax
category as inclusive or exclusive, elect to calculate sales tax by a percentage or according to a tax table, and create
multiple locations, if you operate in locations subject to different tax regulations. Additionally, you can configure the system
to apply a different tax rate for specific order modes, such as takeout and delivery. NCR Silver Pro Restaurant provides a
number of reports enabling you to track the collection of sales taxes.

The system defaults the tax category to a ‘No Tax’ category.

Chris Dikes 0 Settings a

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

Taxes

Tax Tables

Add new tax categories, or edit rates for your existing tax categories for the items you sell. You can also set tax rates for additional selling locations.

TAX CATEGORY NAME o Add a Tax Category

Location Name o NoTax , Food Tax* o Alcohol Tax fincl) |, Gratuity Tax
# (0items) 4 (120items) 4 (s5items) (0 items)

/' Shawn Hagist's Shop .| oooo0% ‘ s.zsm%‘ H |o.oooo%‘ ‘ 0.0000 %

* Default Tax Category

) ~opaLocaTioN

For example, a food truck that moves between municipalities with differing tax rates.

SETTING UP A TAX CATEGORY

A tax category allows you to assign a single tax rate to one or more items. You can configure as many tax categories as
necessary for the items you sell, and designate a specific tax category to use as the default when you create a new item;
otherwise, the system defaults the tax category to a ‘No Tax’ category. For example, create a tax category called Food Tax
and assign it to food items, such as hamburgers and french fries. Create another tax category called Alcohol and assign it to
your alcoholic beverages, such as beer and wine. When you create a guest check for a hamburger, french fries, and a beer,
the system calculates the applicable tax based on the tax rate associated with the tax category assigned to each item.

1. Select Settings > Taxes.

2. Click Add a Tax Category. The Add New Tax Category screen appears.

Add New Tax Category

Tax Category Name™: @

[T Make this my default Tax Category

[T Make this an inclusive tax

=

3. Type a name for the tax category.

4. Select Make this my default Tax Category, if you plan to use this tax category for applying your main tax rate. You
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can only select one tax category as the default. On the Taxes page, the system identifies the default tax category
with an asterisk next to the name.

Select Make this an inclusive tax to include the sales tax in the quoted price to make the transaction easier for

some items, such as alcoholic beverages. For tax categories identified as inclusive, Silver Back Office adds ‘(incl)’
next to the tax category name on the Taxes page.

6. Click Done to return to the Taxes screen.

7. Locate the category just created and type the applicable tax rate.
8. Click Save.

WORKING WITH TAX JURISDICTIONS

In some locations, it is necessary to track the collection of sales tax according to tax jurisdiction and to display the sales tax
assessed by tax jurisdiction on the customer receipt. A tax jurisdiction is an area subject to its own distinct tax regulations,

such as a municipality, city, county, or country. For example, a restaurant in Fort Worth, Texas could be subject to multiple
tax jurisdictions, such as the state of Texas, the city of Fort Worth, and Tarrant county.

NCR Silver Pro enables you to easily configure your tax settings to comply with your tax jurisdiction regulations.
1. Select Settings > Taxes.

2. Click the location name. The Edit Location screen appears.

Edit Location

Location Name *  CD's Cafe
© [/ This Location uses multiple Tax Jurisdictions.
(2] This Location uses different Taxes for some Order Modes

Please provide at least 2 Tax Jurisdictions for this Tax Category

0 Add Jurisdiction

Tax Jurisdiction *

Y.
Texas

[Fort Worth

= e

Select This location uses multiple Tax Jurisdictions. The Edit Location screen expands to include Tax Jurisdictions.

If you require more than two tax jurisdictions, click Add Jurisdiction.
4. Under ‘Tax Jurisdiction,” type the name for each tax jurisdiction.
5. (Optional)

6. Click Done. The system returns to the Taxes screen.
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Chris Dikes 0

POINT OF SALE +

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES

Taxes

Settings B

HELP

‘Add new tax categories, or edit rates for your existing tax categories for the items you sell. You can also set tax rates for additional selling locations.

Tax catecory Name (J) Add a Tex Category

Location Name o NoTax o, Food Tax* , Alcohol Tax incl) o Gratuity Tax

# (0items) # (19items) £ (sitems) (0 items)

7
/' Shawn Hagists Shop

Texas [ oooo0% [ soo00% [] 7o00% [-] oooow|

Fort Worth [ oooo0% [ 22500% [-] so00% [-] oooox|

@ oo ALocaToN

For example, a food truck that moves between municipalities with differing tax rates.

* Default Tax Category

7. For each tax jurisdiction, enter the tax percentage or select the tax table for each category.

8. Click Save and exit the Taxes screen.

Shawn Hagist's Shop
14770 Trinity Blvd
Ft. Worth, TX 76051
(817) 785-1687
Ticket # 14900008 User: Chris D
Table: 84
5/28/2014 11:26:04 AM

Item Qty Price Total
Description

Blueberry Muffin | 1.50 1.50
Blueberry Muffin

Apple Turnover 1 1.50 1.50
Apple Turmover

Cheese Danish 1 1.50 1.50
Cheese Danish

Bran Muffin q 1.50 1.50
Bran Muffin

Cappuccino 1 3.95 3.95
Cappuccino

Mixed Berry Smoothie 1 4.50 4.50

Mixed Berry Smoothie
Passion Pch

Smoothie ! 450 420
Passion Peach Smoothie
Subtotal 18.95
Tax 1.56
Total 20.51
Tender:
CASH 25.00
Change (CASH) -4.49
Taxes
Food Tax
Fort Worth (2.25%) 0.43
Texas (6%) 1.13
Number of line items purchased: 7

After you configure tax jurisdictions, NCR Silver Pro displays the assessment of sales tax according to tax jurisdiction on the

customer receipt.

© 2019 NCR, All rights reserved
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CONFIGURING TAX BY ORDER MODE

Some tax entities require you to assess taxes based on the order mode of the order, such as for takeout or delivery orders.
NCR Silver Pro Restaurant enables you to automatically assess a tax rate based on the order mode of the order. Prior to
configuring an order mode tax for Takeout/Delivery, you must enable Takeout/Delivery.

1.

2
3
4.
5
6

In Silver Back Office, select Settings > Taxes.

Click the tax location for which you want to create an order mode tax. The Edit Location dialog appears.
Select This location uses different taxes for some order modes.

Click Done. The system returns to the Taxes page.

Type the tax rate for the order mode.

Click Save.

ADDING A TAX LOCATION

Some operations, such as food trucks, operate in different tax jurisdictions, and it is necessary to assess sales tax based on
their location. NCR Silver Pro enables you to add multiple tax locations to comply with these regulations

1.
2.

5.
6.

Select Settings > Taxes.
Click ADD A LOCATION. The Add New Location screen appears.
Type the name for the location.

If tax regulations require this location to assess and display sales taxes according to jurisdiction, see the preceding
procedure ‘Working with Tax Jurisdictions.’

You can also flag that the location uses multiple tax rates for different order modes, that way you can tax
appropriately if the takeout or catering tax rate differs.

Click Done. The system returns to the Taxes screen.

Chris Dikes 0 Settings B8

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

Taxes

Add new tax categories, or edit rates for your existing tax categories for the items you sell. You can also set tax rates for additional selling locations.

TAX CATEGORY NAME O Add a Tax Category

Location Name o Alcohol Tax incl) o Gratuity Tax

o NoTax | Food Tax*
4 (items) # (119 tems) # (5items) # (0items)

#' Shawn Hagist's Shop - 0.0000 % 8.2500 % s 10.0000 % - 0.0000 %

#' Food Truck 1 . 0.0000 % 3.0000 % . 7.0000 % = 0.0000 %

* Default Tax Category
@ #ooaLocation

For example, a food truck that moves between municipalities with differing tax rates.

Enter the tax rate, or select the tax table, for each tax category.

Click Save.

Once you add additional locations, NCR Silver Pro allows you to select the location you want to use at the login screen. Tap
NCR Silver Pro on the device. The login screen appears. With multiple selling locations, the login screen identifies the
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currently selected location. Tap Tap to change to select a different location. The ‘Selling locations’ screen appears. Tap the
location you want to use. The system returns to the login screen. NCR Silver Pro remembers the location you select and
defaults to it, until you choose a different location. Type your four-digit PIN and tap Login.

EXCLUDING INCLUSIVE TAXES

There is an option to exclude inclusive taxes from specific order mode tax rates. This is primarily used outside of the USA,
but it is a method for calculating the correct item cost in circumstances when no tax should be applied to an item which is
inclusively taxed under normal conditions. To enable the tax exclusion:

1. This exclusion is only for order modes like takeout, delivery and catering that are normally inclusively taxed. You
must have order mode overrides flagged on and a tax rate marked as inclusive.

2. Once the overrides and inclusive tax are set up, click the “...” to the left of the tax rate number and a pop up
window will appear.

laxes
Add new tax categories, a  Select Tax Table an also set tax rates
Tax Rate [%]: [ b.0000 x |
Tax Table: ‘“ e Y
/' CD'sCafe © Tax Exempt: 500

CD'’s Cafe- Delivery 15.0000
o
Done ([l Cancel
CD's Cafe- Takeout d 10.0000

# Online 0.0000 82500 10.0000

3. Active the Tax-Exempt option by clicking the empty check-box. If you need to remove the tax exempt option,
simply click the check-box so that it is empty.

4. Click Done and then click Save on the Taxes page.

CREATING A TAX TABLE

Some states require the use of a tax table to calculate sales tax. NCR Silver Pro Restaurant enables you to create a tax table
for each jurisdiction with which you need to comply.

Prior to configuring a tax table in NCR Silver Pro Restaurant, obtain a copy of the tax table to which you are subject. It is
necessary to determine the period of tax repetition for the tax table and the tax amount for each period of tax repetition.

The period of tax repetition is the point at which the tax table begins repeating itself. You determine the point at which
your tax table begins to repeat itself by looking at the fractional portion of your specific tax rate. The following table shows
the period of tax repetition for the following fractional portions of a tax rate: .0,” ‘0.25,” ‘0.5," and ‘0.75.

Table: Determining Your Period of Tax Repetition
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6.0% .0% $1.00
6.50% 5% $2.00
6.25% or 6.75% .25% or .75% $4.00

SILVER

You calculate the tax for each period of tax repetition by multiplying the period of repetition by the tax table percentage.
For example, if the tax table percentage is 7.75%, then the period of tax repetition is ‘$4.00.” When you multiply ‘$4.00” x
‘7.75%,” the answer is $0.31. This is the tax for each period of tax repetition. Once you determine the period of tax

repetition and the tax for each period, you can begin to create a tax table in NCR Silver Pro Restaurant.

Breakpoints are the value at which you must apply a higher tax. When you create a tax table in NCR Silver Pro Restaurant, it
is necessary to input the required breakpoints. For example, if the period of repetition is ‘4.00,” then you would input the
breakpoints up to and inclusive of ‘54.00.” Consult the tax table for which you are subject to locate the breakpoints.

NCR Silver Pro Restaurant only supports tax tables with exclusive taxes.

Refer to the following two scenarios, and to the appendices at the end of this document for specific examples regarding

Florida tax tables.

FLORIDA TAX TABLE SCENARIO: You are subject to the Florida 7.75% tax table.

1. Select Settings > Taxes.

2. Click Add Tax Table.

© 2019 NCR, All rights reserved

21



Guide to Silver Back Office SILVER

Click to add a -

BREAKPOINT

TAX

(2] Settings B8
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

Taxes Tax Tables © acsTaxTave k Click to add a tax table.
I

name starT sepemon I

Florida 7.75% | I 400 031 | 2 Enter the START,

Haryland 6% e oo oo REPETITION, and TAX

,
amounts.

breakpoint. Repeating
Repeating

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

|

0.00
0.10
013
0.26
038
052
0.65
078
091
1.04
147
130
142
155
168
181
194

0.00
0.01
0.02
0.03
0.04
0.05
0.08
0.07
0.08
0.08
0.10
011
0.12
0413
0.14
0.15
0.16

‘ Remove Tax Table

3. Type a name for the tax table. In the scenario above, type ‘Florida 7.75%.’

4. Leave the amount as ‘0.00’ for ‘START.” In most cases, the amount will be ‘0.0’; however, in some states, such as
Maryland, where the first dollar is taxed differently than subsequent dollars, it is necessary to enter an amount
other than ‘0.00’ in START. For more information, refer to the Maryland Tax Table scenario.

5. Enter the amount for ‘REPETITION.” In this example, enter ‘4.00,” because the period of tax repetition for a
fractional portion ending in .75 is ‘4.00.”

6. Enter the amount in ‘TAX." In this example, enter ‘0.31,’ arrived at by multiplying the period of tax repetition by
the tax percentage. In this example, $4.00 x 7.75% = 0.31.

7. Click ‘+’ to add a breakpoint for the amount of ‘0.00,” and then click ‘+’ again to add the first breakpoint from your

tax table.
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NCR Silver Pro Restaurant Tax Table Entered Values

IV DN

MY STORE

RESULTS

MENU

Chris Dikes (2] Settings [}

CUSTOMERS EMPLOYEES HELP

Florida 7.75% Tax Table

Example

© A TaxcTany

START REPETION /

0.00 400 031
1.00 1.0 0.06

Lo Tax Tables
Florida 7.75%
Maryland 6%
=

BREAKPOINT

TAX

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

R AT T
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

0.00
010
013
026
039
052
065

310
223
336

W M‘ﬂnw\w ql‘\

LY

025
026
027

) )

L

Amount of Sale Tax
0.10 - 0.12 0.01 |
013 - 025 0.02
026 - 038 0.03
039 - 0.51 0.04
052 - 064 0.05
065 - 077 0.06
078 - 090 0.07
091 - 103 0.08
104 - 116 0.09
117 - 129 0.10
130 - 1.41 0.11
1 .42 0.12

¥ g 44

Y7 - ‘ S ]
310 - 322 025
323 - 335 026
336 - 348 027
349 - 361 0.28
362 - 374 029
375 . 387 030
388 - 409 0.31 |

8. Referring to the Florida tax table, enter the starting sales amount for the breakpoint. For example, if the sales
range for the breakpoint is .10’ to “.12,” you only need to enter ’.10." The system automatically enters the amount

for the TAX column.

9. Click ‘+’ to move to the next breakpoint. In this scenario, the system inserts a breakpoint at the beginning of the
table to account for the sales amounts less than “.10,” and the breakpoint you just entered becomes the second

breakpoint.

10. Repeat for as many breakpoints as necessary. In this example, the period of repetition is 4.00. Enter breakpoints
up to the sales amount of ‘$4.09.

11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.
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MARYLAND TAX TABLE SCENARIO: You are subject to the Maryland 6% tax rate, which taxes the first dollar differently
than subsequent dollars.’

Eal A

Select Settings > Taxes.
Click Add Tax Table.
Type a name for the tax table, such as ‘Maryland 6.00%.

Enter the amount for ‘START. In this scenario, enter ‘1.00,” to indicate the tax calculation changes after the first
‘§1.00’ of sales.

Enter the amount for ‘REPETITION.” In this scenario, enter ‘1.00," because the period of tax repetition for a
fractional portion ending in ‘0" is ‘1.00.

Enter the amount in ‘TAX.” In this scenario, enter ‘0.06,” arrived at by multiplying the period of tax repetition by the
tax percentage. In this example, $1.00 x 6.00% = .06.

Click ‘+’ to add a breakpoint for the amount of ‘0.00,” and then click ‘+" again to add the first breakpoint from your
tax table.

When entering breakpoints for tax tables which include a start of tax repetition, it is necessary to enter the
breakpoints for the values before the start of tax repetition, known as non-repeating breakpoints, and for the
breakpoints until the repetition occurs, known as repeating breakpoints. In this scenario, it is necessary to enter
non-repeating breakpoints up to ‘1.00,” when the period of repetition begins, and from ‘1.00’ to ‘2.00,” when the
tax table begins to repeat. You only need to enter the breakpoint and tax amounts. NCR Silver Pro determines
whether the breakpoint is repeating or non-repeating.

B setings (3] Taxable Sale Tax
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP | 777" - 20 01
21 - .33 02
34 - .50 .03
Taxes AddTox Tatle
Tax Tables L 51 - 6 .04
NAME START REPETITION TAX 87 - .83 .05
Forda 775 0 o o 84 - 1.00 .06
Maryland 6% 1.00 1.00 0.08 101 - 1.16 .07
1.17 - 1.33 .08
1.34 - 1.50 .09
1.51 - 1.66 10
4[] BREAKPOINT  TAX 1.67 - 1.83 M
Worrepeatng 000 oo 1.84 - 2.00 A2

Remove Tax Table
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10.

11.

12.

Referring to the Maryland tax table, enter the starting sales amount for the breakpoint. For example, if the sales
range for the breakpoint is ‘- - -’ to “.20,” you only need to enter .01." The ‘- - -" is equivalent to ‘0.00,” which is not
a valid sales amount; therefore, it is necessary to begin with ‘0.01.’

Enter the applicable tax for the sales amount entered in step 8. In this scenario, enter ’.01.

Click ‘+’ to move to the next breakpoint. In this scenario, the system inserts a breakpoint at the beginning of the
table to account for the sales amounts less than .01,” and the breakpoint you just entered becomes the second
breakpoint.

Repeat for as many breakpoints as necessary.

In the Maryland tax table example, add as many breakpoints as needed to get to the start of repetition, which we
determined is $1.00. As you enter the breakpoints, the system determines the entries are non-repeating until you
reach the ‘$1.00’ breakpoint. Continue adding breakpoints for the period of repetition, which, based on the
fractional portion of the tax rate, is one additional dollar. In this example, you would enter breakpoints up to
$2.00. As you enter the breakpoints for the period of repetition, the system determines these are repeating
breakpoints.

If the fractional tax portion of the tax rate was .25%, then your period of repetition would be $4.00. You would
enter breakpoints up to $5.00; since the start of repetition does not begin until $1.00.

Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to add a tax table to a tax category.

PAYMENTS

NCR Silver Pro Restaurant enables you to accept payments from a variety of sources and integrates with multiple payment
processors. Contact NCR Customer Care at 1-877-270-3475 to configure your credit card payment processing.

NCR Silver Pro Restaurant uses integrated credit, non-integrated credit, and EMV for payment processing.

With integrated credit, you use an NCR system-approved processor, which allows you to use a credit card reader
connected to your device.

With non-integrated credit, you use a non NCR-approved merchant processor, which requires you to use a stand-
alone credit card reader.

With EMV, you use an EMV approved processor, which requires you to use a stand-alone EMV card reader. Gift
cards, Offline credit, and Save Credit Card to Order are not available with EMV. Refer to the NCR Silver Pro
Restaurant EMV Quick Reference Guide for information about EMV.

On occasions without Internet connectivity, NCR Silver Pro Restaurant provides the option to accept credit cards as
offline transactions, except when using EMV.

Prior to configuring your payments, you must provide a VAR sheet from your processor to Silver Customer Care for input.

CONFIGURING INTEGRATED AND NON-INTEGRATED CREDIT PAYMENT PROCESSING

1.
2.

Select Settings > Payments.
Select Payment Methods.

Select Allow for manual card entry to provide you with the option to enter a customer credit card number
manually, instead of sliding the card. If you select this method, you might be subject to higher processing fees.

Select Allow for credit card tips to provide your customers the option to include a tip amount when paying with a
credit card.
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5. Type an amount for which you want to require a signature for credit card purchase. Type ‘0.00’ to always require
the signature of a customer for a credit card purchase. For faster checkouts, type the minimum dollar amount at
which you want to require the signature of a customer. This is also available for EMV.

6. Select Allow for Save Credit Card to Order to allow you to temporarily store a credit card for a customer tab.
When you enable this option, a prompt appears. Tap OK. The transaction appears as a manually entered card, and
eCommerce rates, which are typically higher, apply to the transaction.

This feature is only available with integrated credit.

7. Choose a Batch settlement option. With ‘Manual,’ it is necessary for you to manually upload the batch settlement
for payment processing; whereas ‘Automatic’ sends the batch settlement file to the payment processor
automatically at the time you designate.

8. (Optional) Click I accept the Offline Credit Terms & Conditions to enable offline credit. Only an employee with
Account Manager access can activate offline credit for a store. NOTE: See the Offline Credit section for more
detailed information.

e Accept the terms and conditions for offline credit. The Offline Credit configuration options appear.
e Type the maximum transaction amount to allow for each guest check.

e Type the maximum dollar amount to allow each device to accept for offline credit transactions. For example,
if you set the limit at ‘$100.00,” the device cannot accept more than one hundred dollars total in offline credit
transactions.

9. Integrated Gift Cards is a view only field. ‘None” means gift cards are not set up, and ‘Active’ means gift card setup
is complete. Contact NCR Customer Care for assistance in setting up Integrated Gift Cards, if necessary.

10. Select the forms of payment you accept at your restaurant.

11. Click Save.

CONFIGURING EMV

To configure EMV in Silver Back Office, you must log in with the Account Manager user role.

IMPORTANT: If you previously configured integrated or non-integrated credit card processing, make sure all batches have
settled before switching to EMV. Otherwise, unsettled batches will not process.

1. InSilver Back Office, select Settings > Payments.
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Offline Credit @

Integrated Gift Cards

Payment Terminal @

Accepted Payment Methods

[ ol |

CDss Cafe B setings B8
o MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

Payment Methods @ s
Integrated Credit @ Credit Processor Credit Demo Mode R

Status Active 0

Manual Card Entry ® Allow O Don't Allow

Credit Card Tips ® Accept O Don't Accept

Require signature for purchases greater than 0.00

Save Credit Card to Order © Allow O Don't Allow

Batch Settlement O Manual © Automatic

Send Batch at

3 -

W lacce

Maximum Transaction Amount

Maximum Total (by device)

Status

Payment Processor

Cash
Check @
Prepaid Coupons 7

03:00 AM (Easter Time)
pt the Offline Credit Terms & Conditions
100.00

1,000.00

Actve @

Nene Setup Payment Terminals

2. Click Setup Payment Terminals.

If you previously configured card processor information, a warning prompt appears. Click Continue. The Payment

Terminals screen appears.

MY STORE

Payment Terminals

CD's Cafe

RESULTS

B Settings a

MENU CUSTOMERS EMPLOYEES HELP

© 2ccaTemina

TERMINAL SERIAL NUMBER @

TERMINAL ID @

TRANSACTION KEY @

010-023738

| [sose1113

=

18UMABGWUTHVSN7m

Click Add a Terminal.

Click Save Changes.

© N o O B~ W

Type the last three digits of the terminal serial number, located on the back of the device.
Type the terminal id, provided to you by the processor.

Type the transaction key, a sixteen-character alphanumeric key provided to you by the processor.

Click Close to return to the Payment Methods screen.
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CD's Cafe ﬂ Settings m
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
Payment Methods © somn
Integrated Credit @ Credit Processor None
Integrated Gift Cards status None Contacta Credit Processor to get started with Gift Cards
Payment Terminal @ Status Active @ Setup Payment Terminals

Accepted Payment Methods ~ Cash
Check @
Prepaid Coupons ®
Credit Cards Integrated I Non-integrated

Gift Cards Integrated [F] Non-integrated

NEXT STEP: Configure each iPad for each EMV device.

OFFLINE CREDIT

Offline credit enables you to accept credit cards for payment without an active Internet connection. In this type of scenario,
NCR Silver Pro Restaurant does not seek authorization for the credit card with the merchant processor. When you regain
Internet connectivity, and a user logs in to the POS app, the system submits the pending offline credit card transactions for
approval to the merchant processor. You can choose to use offline credit as a convenience for your customers; however,
there is some risk that the merchant processor may decline the credit card when you submit it for authorization. This
section documents how to configure your system to accept offline credit transactions, how to view and manage your offline
credit card transactions, and the report available to you for tracking.

Do NOT delete the POS app on a device in which you have offline credit card transactions requiring submission to a
merchant processor. If you delete the POS app with pending offline credit card transactions, you will delete the credit
card information and be unable to submit the transactions to your merchant processor.

Since the offline credit feature involves some financial risk, the feature is not immediately visible for configuration. It is
necessary to first contact customer care at 877-270-3475 to activate the feature on your account for configuration. Once
you have done so, you may proceed with the steps below. Only a user with the Account Manager level of access can
configure the offline credit feature.

1. Login to Silver Back Office through a Web browser.

2. Select Settings > Payments.
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MY STORE

Payment Methods

Shawn Hagist D

RESULTS MENU CUSTOMERS EMPLOYEES

Settings

HELP

Integrated Credit @

Send Batch at

Offline Credit @

Maximum Total (|

Credit Processor

Credit Demo Mode

Status Active @

Manual Card Entry O Allow © Don't Allow
Credit Card Tips © Accept O Don't Accept
Require signature for purchases greater than 0.00
Batch Settlement O Manual © Automatic

oz00am [ (asten Time)

M 1 accept the Offline Credit Terms & Conditions

Maximum Transaction Amount 25.00

by device) 100.00

n

3. Under ‘Offline Credit,” click On to activate offline credit. The system displays the ‘Offline Credit terms and

conditions’ screen.

4. Accept the terms and conditions for offline credit. The Offline Credit configuration options appear.

5. Type the maximum transaction amount to allow for each guest check.

6. Type the maximum dollar amount to allow each device to accept for offline credit transactions. For example, if
you set the limit at ‘$100.00,” the device cannot accept more than one hundred dollars total in offline credit

transactions.

7. Click Save.

CREATING CUSTOM TENDERS

You can create your own, custom payment tender types in the Silver Back Office. Custom tenders are a good way to handle
closing tickets with generic payment type like a university meal plan or closing delivery orders handled by 3™ party delivery

services. To set up custom tenders:
1. Log into Silver Back Office through a web
2. Select Settings > Custom Tenders.

3. Click Add a Custom Tender
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MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
Custom Tenders o
TENDER NAME TENDER CODE EXTERNAL ID OPEN DRAWER ACTIVE
UberEsts UberEsts 1234567 e 7
Add a Custom Tender 0
* Indicates required field
Tender Code ™: university
Tender Name *: University Card
Active: ]
@ External ID 1224567
Open Drawer Oves @ No

Enter a Tender Code, which is the name that displays on the POS tender screen.

Enter a Tender Name, which is a long description of the custom tender type.

Click the checkbox to mark as Active on the POS.

Select Yes to have the cash drawer open when this tender is used or No if the cash drawer should remain closed.

(Optional) Enter an external ID to match your custom tender to any external systems you may use.

Click Save Changes.

10. Note that for multi-store users, custom tenders can only be deleted at the company level.

CASH ROUNDING

NCR Silver Pro Restaurant Edition allows cash transactions to be rounded to the nearest $0.05, $0.10, or $0.25. This is most
beneficial in countries such as Canada that no longer have a 1 cent currency. The setting is set to “None” by default.

1.

2
3.
4

Log into Silver Back Office through a web browser.

Select Settings > Payments.

Use the dropdown menu under Cash Rounding to change the setting.

Click save

Gt Cards Tntegrated 7] Non-ntegrated

House Account

Cash Rounding [None
None

Round to .05
Round to .10
Round to .25
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PAY IN/OUT CODES

NCR Silver Pro Restaurant includes a number of Pay In/Out codes for you to use when adding and removing cash from the
drawer. In addition to the default Pay In/Out codes, you can add your own codes. Pay in and Pay out are petty cash
accounts and the system posts transactions involving these accounts to the Shift End report of the employee active on the
device when the transactions occurred.

5. Select Settings > Pay In/Out Codes.

6. Click Add a Pay In/Out Code. The Pay In/Out Reason Code screen appears.

Pay In/Out Reason Code

Name: Reason Code Name

Description: Reason Code Descriptio
Pay Out: ®
Pay In: O

= e

7. Type the name for the code.

8. Type the description for the code.
9. Select Pay Out or Pay In to identify the code reason.
10. Click Save Changes.

CHARGES

Charges allow you to add non-sales revenue items to an order, such as a delivery charge, membership fee, bottle deposit,
or another miscellaneous fee. You can manually add charges to a guest check, or you can assign a charge to an order mode,
such as takeout or delivery, which will cause the system to automatically add the charge every time you select the order
mode. A Charges button appears on the payment screen to enable you to manually add a charge to a guest check.

NCR Silver Pro Restaurant reports charges on the Store Summary report as a separate line item and outside of the net sales
calculation.

With charges, NCR Silver Pro Restaurant adds two new access levels. One, ‘Charges,” controls which users can access the
Charges page in Silver Back Office, and the other, ‘Add Charge to a Ticket,’ controls which users can manually add a charge
to a guest check. Review your user roles to ensure the appropriate access levels are assigned.

Regarding charges:

e  You can price charges in one of three ways: a defined flat amount, a prompt for price, or as a percentage of
the ticket subtotal.

e Charges appear as a line item on the guest check.
e  You must assign a tax category to a charge.

e  You can deactivate a charge without deleting it.
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e  You can add manually add a charge to a guest check and adjust the quantity of the charge. For example, if you
require a bottle deposit on growlers and a customer orders three, you can add the bottle deposit charge and
increase the quantity to ‘3.’

e Upon adding a charge to a ticket, the system considers the charge finalized. If you remove a charge, the
system considers the action a void. If the removed charge was percentage based, the voided amount reflects
the charge at the time of the void.

e  When multiple charges appear on a guest check, the system ignores the other charges when calculating a
percentage based charge.

e You can apply an item level discount to a charge, but you cannot apply a ticket level discount to a charge.

e You can identify a charge as ‘House Account,” which allows the charge to be used for house account payments
at the POS.

A checkmark underneath the active column indicates whether the charge is active or not.

CD's QS Bistro B Settings B
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
Charges © 2000 charge
CHARGE NAME DE SCRIPTION TYPE ACTIVE
Takeout Charge Takeout Charge Amount v
Delivery Charge Delivery Charge Percentage v
Catering Charge Catering Charge Amount v

Once you configure your charges, you can assign a charge to an order mode so the charge applies automatically when the
order mode is applied.

For multi-site operations, you configure charges at the company level. You cannot create or edit charges at the store level.

CONFIGURING CHARGES

You can add, edit, deactivate, and delete a charge.
To add a charge:
1. InSilver Back Office, select Settings > Charges. The Charges screen appears.

2. Click Add a Charge. A Charge popup appears.
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Charge

* Indicates required field
Charge Name *
Description
Active

@ External ID

Tax and Pricing

Charge by * ® Amount O Percent
Charge Price Prompt for Price at POS
Tax Category * ﬁ

‘ ‘ Cancel

Type a name for the charge.
(Optional) Type a description for the charge.
Select Active to activate the charge.

(Optional) Type an External ID number for the charge. If you leave External ID blank, the system automatically

assigns an External ID to the charge after you save the record.

~

(Optional) Select House Account to enable the charge to be used for house account payments at the POS.

8. Under ‘Tax and Pricing,” select the method by which to assess the charge, either amount or percentage.

e If you select Amount:

O

O

For a flat amount charge, type the dollar amount for the charge.

For a prompt for price charge, meaning a popup will appear on the POS and you will enter the
amount of the charge, leave the charge price blank and select prompt for price.

e If you select Percent:

O

O

O

Enter the charge percentage to use.

(Optional) Enter the minimum price for the charge. For example, you enter the minimum price as
$2.00 and the charge percentage as 10%. If a guest check subtotal is $5.00, rather than the charge
being .50, it will be $2.00, which is the minimum amount.

(Optional) Enter the maximum amount for the charge. For example, you enter the maximum price as
$10.00 and the charge percentage as 10%. If a guest check subtotal is $500.00, rather than the charge
being $50.00, it will be $10.00, which is the maximum amount.

(Optional) Enter the closest amount for which to round the charge amount. For example, the
rounded amount is .10. If the charge amount is $1.07, the system will round the charge to the nearest
.10. In this example, the charge will be $1.10.

(Optional) Configure percentages to the second decimal place. For example, 2.5% can now be 2.75%.

9. Select the tax category from the drop-down list.
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10. Click Save.
To edit a charge:
1. InSilver Back Office, select Settings > Charges.
2. Select the charge you want to edit. The Edit Charge screen appears.
3. Make the necessary edits.
4. Click Save Changes.
To deactivate a charge:
The system allows you to deactivate a charge, even if it is assigned to an order mode.
1. InSilver Back Office, select Settings > Charges.
2. Select the charge you want to deactivate. The Edit Charge screen appears.
3. Clear the Active selection.
4. Click Save Changes.
To delete a charge:
The system will allow you to delete a charge, even if it is assigned to an order mode.
1. InSilver Back Office, select Settings > Charges.
2. Select the charge you want to delete. The Edit Charge screen appears.
3. Select Delete Charge. A prompt appears.
4. Click OK.

ASSIGNING A CHARGE TO AN ORDER MODE

After creating a charge, you can assign a charge to an order mode. When you do so, the POS automatically assigns the
charge to the guest check when the order mode is selected.

Store Configuration .
o | Store Options
Enable Gratuity v
Subtract Tip and Gratuity totals from cash calculations in financial
shifts? ¥
Enable Takeout / Delivery v
Prompt For Order Mode
Print ‘Dine In’ On Kitchen Chits
Takeout Charge
Delivery Charge V]
Dine In Charge

To assign a charge to an order mode:
1. InSilver Back Office, select Settings > Store > Store Options.
2. Under ‘Enable Takeout/Delivery,” select the takeout charge from the drop-down list.

3. Select the delivery charge from the drop-down list.
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4. Select the dine in charge from the drop-down list.
5. Click Save.
To remove a charge from an order mode:

In some cases, you may decide to no longer automatically apply a charge to an order mode. You can remove the charge
from the order mode.

1. InSilver Back Office, select Settings > Store > Store Options.

2. Under ‘Enable Takeout/Delivery,” select none from the drop-down list of the order mode charge you want to
remove.

3. Click Save.

KITCHEN ROUTING

Use Kitchen Routing to create and manage your kitchen printer groups and printers. Kitchen printer groups control how the
system routes items to your kitchen printers. You assign items to kitchen printer groups. After you create your kitchen
printer groups, you assign kitchen printers to them. You can also configure kitchen printers to consolidate like items on the
kitchen chit. Once you create your kitchen printers in Silver Back Office, you must select the order modes for which you
want those kitchen printers to print.

For example: You have a Kitchen Printer Group called ‘Expo’ and a Kitchen Printer called ‘Printer 1’ with only the order
mode ‘Takeout’ assigned to it. For items assigned to the kitchen printer group ‘Expo,’ they will only print to ‘Printer 1’ when
the Takeout Order mode is assigned to the ticket. If Dine-In or Delivery is selected, no kitchen chit will print.

After you setup your Kitchen Routing, you still must configure Kitchen printers in the POS app.

KITCHEN GROUPS KITCHEN DEVICES ORDER MODE
-Are assigned to items -Are assigned to KITCHEN GROUPS and -Assigned to a kitchen printer.
must have an order mode designated.

To set up a kitchen printer group:

1. Select Settings > Kitchen Routing.

Kitchen Routing Setup

© so0krcren crow © soowrcrenpevice

NAME NAME DINE IN TAKEOUT DELIVERY ~ CATERING  DRIVE THRU
Expo Printer v Ei Ei
Grill Printer v v vl

Cofiee

Expo Isbel printer

Sandwich

“This is where you control how menu items wil be printedipresented on the kitchen devices.
1) First, setup kitchen routing groups and assign menu tems to them. Kitchen routing groups control how ftems shoukd be routed to the kitchen devioes.
A good example of routing group wouid be *Fountsin Drinks” or “Gril ltems”

2) Then setup il your kitchen devices.

3) Finally, go through ail your routing groups ard for each group sekect on which devices items from that group shoud prit.

[ swe e [ o=

2. Click ADD KITCHEN GROUP. The Add Kitchen Printer screen appears.

© 2019 NCR, All rights reserved 35



Guide to Silver Back Office SILVER

3. Type a name for the kitchen group.
4. Click Save Changes and continue to the next procedure.
To set up a kitchen device:
1. Click ADD KITCHEN Device. The Add Kitchen Printer screen appears.
2. Type a name for the kitchen printer.
3. [Ifthisis alabel printer, click Label Printer. The one Item Per Chit option will automatically be checked.
4

Click Consolidate Items on Chit to combine like items on a kitchen chit. For example, with consolidate on, the
system prints:

Date and Time
(2) Cheeseburger
NO LETTUCE,
With consolidate off, the system prints:
Cheeseburger
NO LETTUCE
Cheeseburger
NO LETTUCE
5. Select One item per chit to only have one menu item print on each kitchen chit.
6. Click Save Changes and continue to the next procedure.
To associate a kitchen device with a kitchen printer group:

1. Select a kitchen group from the group list on the left side of the screen.

2. Select the order mode for the printers to associate with the printer group. For example, select ‘DINE-IN’ for the Bar

printer group.

3. Click Save Changes.
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RESULTS

The RESULTS menu heading includes links to REPORTS, POS TRANSACTIONS, LABOR SHIFTS, FINANCIAL SHIFTS, and CREDIT
SETTLEMENT.

REPORTS

The reports in Silver Back Office enable you to analyze and monitor your restaurant. NCR Silver Pro divides the Silver Back
Office reports into four sections: Operations, Sales, Customers, and Lists. All of the reports, except for lists, allow you to
customize the time period for the report. You can either print the reports, or export the reports into several different
formats.

KEY BENEFITS OF THE SILVER BACK OFFICE REPORTS

The following is a list, in menu order, of the NCR Silver Pro reports available to you and their key benefits:

Report Description

Store Summary

Provides you with a summary of your sales activity for a selected time period.

Device Activity

Enables you to review the sales activity entered through each device.

Employee Activity

Enables you to review the sales activity entered by each employee.

Location Activity

Enables you to review the sales activity for each location.

Discounts and Promos

Provides you with an overview of the discounts and promotions redeemed in
your restaurant.

Taxes Provides you with a breakdown of the taxes collected by tax jurisdiction.

Labor Shifts Enables you to review the times your employees clock in and out and the total
hours worked for a selected time period.

Tips Provides a report of the total amount of credit card tips declared by an

employee.

Offline Credit

Enables you to review the offline credit transactions and their settlement
status.

Void Audit

Provides you with a list and amount of the voided and cleared items entered
by each employee according to date and transaction.

Department Sales

Enables you to track the sales activity for each department.

Item Sales

Enables you to track the sales activity for each item.

Modifier Sales

Enables you to track the sales activity for each modifier.
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Sales Summary

Provides you with an overview of your sales and enables you to look for sales
trends.

Hourly Sales Provides you with a breakdown of your sales by hour and enables you to look
for sales trends.
Bulk Email Enables you to track the effectiveness of your marketing email messages.

Customer Notes

Displays the notes entered for your customers.

Customer Sales

Provides you with a sales summary by customer.

House Accounts

Provides you with a list of house accounts.

House Accounts Activity

Enables you to view the activity for all of your house accounts.

Items

Displays all of the items on your menu according to category.

Customers

Displays a list of all of your customers.

Employee List

Displays a list of active employees with their user role and contact
information.

Devices

Displays a list of all devices associated with your restaurant.

SILVER

 ACCESSING A REPORT
You can easily access and run a report in Silver Back Office.
1. Login to Silver Back Office through a Web browser.
2. Select Results > Reports.

3. Click the report you want to run. When you select a report, the system automatically generates the report. If you

configure the report, such as the time period, or add a filter to the report, click & to refresh the report data.

_CHOOSING A REPORT DATE RANGE

The reports in Silver Back Office allow you to select a specific date or date range to run the report. The Reports function
contains pre-configured dates and date ranges for you to use, or you can select your own date or date range.

To select a date range for the report:

1. Onthe Reports menu, select a report to run. The system generates the report in the Report Preview screen.
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2]

EMPLOYEES

Settings

CREDT SETTLEMENT

HELP

Chris Dikes
MY STORE RESULTS MENU CUSTOMERS
POSTRANSACTIONS  FWANCIALSHETS  LABOR SHETS
O i
r— Store Summary
evce Acoiy
ran empayee acty
date ange —% ® Todwy O AR 70X 0 LN 0E  From 0SN20M4 B To: 080372004 B Location:
Sel ectl on Discounts & Offers

Ml Lacaons)

ge ||

‘ Expert 10 tha saiscted formar [7] -
Labor Shete
e Shawn Hagest's Shop
e Gt 14770 Trinity Bhvd
Ft. Worth, TX 76051
Sales
e Saes )
Mosifier Sales Quantie Eotal
Salen Summar, v Gross Sales 12 $170.57
Customers Discouns z 3400
- Overrides ] 5000
Customer otea Retums 0 $0.00
Customer Saled Inclusive Taxes $0.00
Usts Met Sales 12 $166.87
mews Dine In 2 S1BG.5T
Customer Take Out a $0.00
Dedvery ¢ 5000
Taxes $137a
Gratuities 0 5000
Tips 5 $1870
Tieket Total 12 $198.00

Store Summary

Tussaay. June 03, 2014

$13.88
$1288
5000
$0.00

5000
174
$16.58

-OR-

Select one of the pre-configured date ranges, such as ‘Today,” ‘Yesterday,” ‘Last 7 Days,” and ‘Last 30 Days.’

Under ‘From,” and ‘To,” use the right and left arrows to select a start and end date.

Click @ to refresh the report data. The report appears in the Report Preview screen.

EXPORTING REPORT DATA

You can export each report in Silver Back Office to a variety of file formats. For example, you may want to export your
Customers list to an Excel file to create a ‘Mail Merge’ with Microsoft® Word®.

1.
2.

On the Reports menu, select, configure, and generate a report. The report appears in the Report Preview screen.

In the Report Preview toolbar, select a format to which to export your report data from the drop-down list.

MY STORE
REPORTS

Operations
Store Summary

POS TRANSACTIONS

Device Activity

Chris Dikes

RESULTS MENU CUSTOMERS

FINANCIAL SHIFTS LABOR SHETS

1]

Sattings

EMPLOYEES

CREDIT SETTLEMENT

HELP

Employes Actiity
Discounts & Oiffers

© Tody @ Last 7 Iy

S0 L3t 300 Fon 0520204 B T ob320e @ @

et 72000 =
Export button — [Bees 72000 |Elew @
e Shawn Haglst's Shap
e Gt 14770 Trinty Bhed
FL Warth, TX 76051
Sales

o Saben.
W saien

Sales Summary

Customers
Bul Email

Device Activity

Wadnesday, May 8, 2014 - Tuesday, Juna 03, 2014

Custsmes Notes

80.00|
| ) | s

won| o |

5000

Cate Provied:  6/3/2014 4:46:08 FM
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Click Export. A Windows prompt appears.

Click Save As from the drop-down list at the bottom of the screen. The ‘Save As’ screen appears.
Navigate to a folder on your system to save the file.

Type a file name that best meets your operational needs.

Click Save.

N oo v o~ w
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STORE SUMMARY REPORT

The Store Summary report enables you to review a summary of your sales activity for a selected time period. You can view
such things as gross sales, net sales, payment types, discounts, price overrides, and more. If you operate multiple locations,

the Store Summary report defaults to All Locations; however, you can filter the report to display only the results of one
location.

1. Onthe Reports menu, select Store Summary. The system generates a report for All Locations for Today.

2. For restaurants with multiple locations, click B o select a location from the drop-down list.

3. Click @ in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

s Cafe Store Summary
14770 Trinity Bivd ‘ 1 l
Fort Warth, TX 76155 Tuesday. July 212015
Quanth Toest Avarago
Gross Sales  (2) 18 $306.88 1918
Grass Refunds 1 3000 sa0.00
Discourts & Promas 4 82153 5230
Overides 1 $0.00 30.00
Inciusive Taves $114
Netsales  (3) 1 s284.18 51589
Diinez I 1 S167.18 S1286
Take Out 1 $40.00 £40.00
Deivery 2 4700 52150
Taxes . s2320
Craluties 2 $14.00 S7.00
Tips 5 51558 5711
G Cars sois () 2 $10.00 $45.00
Gift Cards Discourts 1 5600 3600
Charges 3 $1500 35.00
Charges Discounts 1 $2.00 200
Ticket Total @ 17 842394 s24.11
T (& J Quanfity  Tip Amownt Aanoyst Tl Amowng
CASH T 5000 §152.40 515240
CREDIT b 525% 2w 27
PraPaid 1 000 $ETE $1ETE
- Quaniyy  Amount
Payins @) 0 5000
Payouts H 52500
Cazh Depasits : 57784
Charges (8) Quansity Charge Ampunt
Takeout A 1 500
Deliveey 1 0w
Tax Cotegorics, @ Bam®  Tusshls Subtoil Bt
Algahol Tax 8.2500 $13385 114
Food Tax 82500 s3I s128s
Faod Tax - Delivery 82500 5500 e
Food Tax - Takeout 82300 300 2n
Gty Tax 82500 $1400 $116
Discount & Promation Mames Quantity Discount Amount
850 1 15.00
S5011 yourfrst visk 1 5500
% Offnem ’ 5863
2aff lem 1 200
amcunt promptad ) s
Large Wiches Meal Deal 1 3480
Wouds Quantity Volded Amount
Cleared hams @ nn s
Voided tems 43 1475
Labar Laber %
0w @ 0.00%
Guest Counts
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# Column

Description

1 Header

Header includes:
e The name and address of the store.
e The selected time period for the report.

e The name of the report.

2 Gross Sales

Gross Sales calculates your total number of sales tickets and your total
amount of sales before gross refunds, discounts, overrides, and
inclusive taxes.

For each line item in the Gross Sales section, the system summarizes as
follows:

Gross Refunds — The total number of refund tickets, the total amount
of refunds, and the average refund amount per ticket.

Discounts — The total number of discounts, the total amount of
discounts, and the average discount amount per ticket. The total
number of discounts includes Gift Cards Discounts, but the total amount
of discounts does not. The Discounts section of the report provides a
breakdown of the discounts.

Overrides — The total number of overrides, the total amount of
overrides, and the average override amount per ticket.

Inclusive Taxes — The total amount of inclusive taxes collected.

3 Net Sales

Net Sales calculates your total number of sales tickets and your sales
amount after subtracting gross refunds, discounts, overrides, and
inclusive taxes. For each order mode, the system summarizes the total
number of tickets, the total amount of net sales, and the average dollar
amount per ticket. You will also see a breakout of the order types used
in Net Sales.

4 Miscellaneous Items

The Miscellaneous Items section summary includes:
Taxes — The total amount of taxes collected.

Gratuities — The total number of tickets with gratuities, the total
amount of gratuities, and the average gratuity amount per ticket.

Tips — The total number of tickets with credit card tips, the total
amount of credit card tips, and the average credit card tip amount per
ticket.

Gift Cards Sold — The total number of gift cards sold, the total amount
of gift cards, and the average gift card amount.

Gift Cards Discount — The total number of gift card discounts, the total
amount of gift card discounts, and the average gift card discount
amount.
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Charges— The total number of charges applied, the total amount of
charges, and the average charge amount.

Charges Discounts — The total number of charges discounts, the total

amount of charges discounts, and the average charge discount amount.

5 Ticket Total

The Ticket Total summary includes:

e The total number of tickets, calculated as: Gross Sales tickets +
Gross Refunds tickets.

e The total amount of sales, calculated as: Net Sales + Taxes +
Gratuities + Tips + Gift Cards Sold - Gift Cards Discounts +
Charges -Charges Discounts.

e The average dollar amount per ticket.

6 Payment Types

Payment Types includes a summary of payments received by tender.
The summary includes:

e  The number of tickets.
e The total amount of tips received.
e The total amount of the sale, not including tips.

e The total amount of the transaction, including tips.

7 Cash Transactions

Cash Transactions includes a summary of your cash transactions by
transaction type. The summary includes:

e The name of the cash transaction.
e The number of cash transactions by type.

e The total amount of cash transactions by type.

8 Charges

Charges summarizes the charges assessed. The summary includes:
e The name of the charge.

e The total amount assessed for the specified charge.
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Tax Categories

Tax Categories summarizes the collected sales taxes according to
category. The summary includes:

The name of the tax category.
The tax rate for the category.
The sum subtotal of all transactions for the tax category.

The total amount collected for the tax category.

10

Discount & Promotion Names

Discount & Promotion Names summarizes the discounts and
promotions redeemed by discount and offer. The summary includes:

The name of the discount and offer.

The total number of discounts and offers redeemed by
discount.

The total amount of money discounted by discount.

11

Voids

Voids summarizes the items deleted. The summary includes:

The total number of clears.
The total dollar amount of the cleared items.
The total number of voids.

The total dollar amount of the voided items.

12

Labor

Labor summarizes the cost of labor. The summary includes:

The total dollar amount of hourly labor.

The percentage of hourly labor costs relative to net sales. The
system calculates the percentage as follows: Total labor
amount divided by total net sales.

13

Guest Counts

(Table Service only) The total number of guest counts, calculated as the
total number of seats on a ticket.
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DEVICE ACTIVITY REPORT

The Device Activity report enables you to review the sales activity entered through each device. Use the report to identify

terminals with exceptional sales, and to check for any unusual activity, such as excessive discounts or refunds. You can view
the gross sales, the number and amount of discounts, the total number of transactions, the average sales per ticket, and

more.

City Deli
14770 Trinity Bivd
FL. Worth, TX 76051

@ Device Activity
Wednesday, October 15, 2014 - Tuesday, October 21, 2014

@ © _ © 060 @ ©

Discounts &
Promotions Refunds

Device Name Gross Saks  Qty $Amoumt Qty $Amount Net Sakes n‘a‘:\i Avg. Sales
Chris's iFad 70836 4 $5.74 ] $0.00 §700.33 44 $15.04| $05.49 (24)) $66.20 (16)
| shawns iPatz §315.60 0| $0.00 L] 50.00) $315.60 14 52254  sm55(6)|  $16.80(3)
@ Totak 51,023.96 4 $5.74 o $0.00) $1,016.93 58 $17.53| ;_12?3;; 83,10 (19)|

- H\M_A,._.M’lw,__‘m‘.,)‘\‘ B, g itin s atiint it s i

# Column

Description

1 Header Header includes:

e The name and address of the store.

e The selected time period for the report.
2 Device Name The name of the POS device.

3 Gross Sales

The total amount of gross sales entered on the device.

4 Discounts & Promotions

The total number of discounts and promotions and the total amount of
those discounts and promotions entered on the device.

5 Refunds The total number of refunds and the total amount of those refunds
entered on the device.

6 Net Sales The total amount of net sales entered on the device.

7 # of Trans. The total number of transactions entered on the device.

8 Avg. Sales The average ticket amount per sale. The system calculates the average
as net sales divided by the number of transactions.

9 Voids The total amount of voids entered on the device, and, in parentheses,

the total number of voids entered on the device.
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10 | Clears The total amount of clears entered on the device, and, in parentheses,
the total number of clears entered on the device.
11 | Totals The totals for each column.
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EMPLOYEE ACTIVITY REPORT

The Employee Activity report enables you to review the sales activity for each employee. Use the report to identify
employees with exceptional sales activity, and to check for any unusual activity, such as excessive discounts or refunds. You
view the gross sales entered by employee, the number and amount of discounts and refunds, the number of sales, the

average sales per transaction, and more.

Gity Deli

14770 Trinity Blvd
Ft. Worth, TX 76051

@ Employee Activity

Wednesday, October 15, 2014 - Tuesday, October 21, 2014

Voids
Cathy Server szzz70) 0 $0.00 0 $0.00 $0.00 $223.70 4 $5593]  sooo(o)| si0.00(1)
Chris Dikes s437.67) 1]  sL00] 0|  $0.00 50.00 D $13.21| ssas4(23)] $50.50 (10)
Jimmy Orders s270.69) & $4.74 [ $0.00 $0.00 §265.52 11 $24.04]  sses(n|  s1s70(s)
John Ayres se735| 0| som0| o] so00 $0.00 $87.35 5 s77| s28s5(5)  sem0(2)
Shawn Hagst s3.95] 0| soo0] 0|  s0.00 $0.00 $3.95 1 s3.95] soo0(0)]  so.0(0)
@ Totaks s1,02396| 4| ¢s7a] o] s000| o000 s1,01693 s $17.53 m?g $83.10 (19)

et i A P m— R e AP Lo S

# Column Description

1 Header Header includes:
e The name and address of the store.
e The selected time period for the report.
e The name of the report.

2 Employee Name The name of the employee.

3 Gross Sales

The total amount of gross sales entered by the employee.

4 Discounts

The total number of discounts and promotions and the total amount of
those discounts and promotions entered by the employee.

5 Refunds The total number of refunds and the total amount of those refunds
entered by the employee.
6 Inclusive Taxes The sum total of inclusive taxes entered by the employee.
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7 Net Sales

The Net Sales section includes:
e The total amount of net sales entered by the employee.
e The total number of tickets entered by the employee.

e The average ticket amount per sale. The system calculates the
average as net sales divided by the number of transactions.

8 Voids and Clears

The total number and amount of voids and clears entered by the
employee.

9 Totals

The totals for each column.
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LOCATION ACTIVITY REPORT

The Location Activity report enables you to review the sales activity for each location. Use the report to identify locations
with exceptional sales activity, and to check for any unusual activity, such as excessive discounts or refunds. You view the
gross sales entered by each location, the number and amount of discounts and refunds, the number of sales, the average

sales per transaction, and more.

In multi-store, the Location Activity report is only available at the store-level.

For sites using Online Ordering, ONLINE appears as a location when an order has not yet been downloaded to the POS.

Once an online order is processed on the POS, the information appears under the corresponding location which completed

the order.

1. Onthe Reports menu, select Location Activity. The system generates a report for all locations.

2. Click & to display a drop-down list from which you can select a filter.

3. Click & in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

, . .
CD's Cafe (1) Location Activity
14770 Trinity Blvd
Fort Worth, TX 76155 Monday, July D, 2015 - Monday. July 13, 2015

) ) ) All Locations
@ ® ©®© © O] 7
Discousts &
Promotim Refunds.
# of
LocationName  GrossSaks  Qly  $Amount Qty $Amount NetSalks Trans  Avg.Sales Voids. Clears
sus2001) 16| swas?| 7| swss0) si2324) 17 seer|  SSLT Rl

$0.00 $0.00

$151.25 2| $10.00| L] $12.00{ $128.11 17 §7.54 (@ (@

$0.00 $0.00

50.00 0| §0.00 L] 50,00 §0.00 [ §0.00 0 0

@ Totak

$1,671.26| 18| $11357| 83| $207.50 $1,34135) 191 £7.02 ’gg‘fﬂ “E;}P,‘;

e W e NP ST WV

# Column Description

1 Header Header includes:
e The name and address of the store.
e The selected time period for the report.
e The name of the report.

2 Location Name The name of the location.

3 Gross Sales

The total amount of gross sales entered at the location.

4 Discounts & Promotions

The total number of discounts and promotions and the total amount of
those discounts and promotions entered at the location.

5 Refunds

The total number of refunds and the total amount of those refunds
entered at the location.
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6 Net Sales

The Net Sales section includes:
e The total amount of net sales entered at the location.
e The total number of tickets entered at the location.

e The average ticket amount per sale. The system calculates the
average as net sales divided by the number of transactions.

7 Voids and Clears

The total number and amount of voids and clears entered at the
location.

8 Totals

The totals for each column.
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DISCOUNTS AND PROMOS REPORT

The Discounts and Promos report provides you with an overview of the discounts and promos redeemed in your restaurant
for the selected time period. You can use this report to identify the sales generated by your discounts and promotions. You
can filter the report by ‘All Discounts & Promotions,” ‘Employees,” ‘Devices,’ or ‘Barcodes.’

1. Onthe Reports menu, select Discounts and Offers. The system generates a report for all discounts and offers.

2. Click & to display a drop-down

list from which you can select a filter.

3. Click & in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

CD's Cafe

14770 Trinity Bhed

Fart fnr‘h, TX 76155

Q) Discounts & Promotions
Friday_May 13, 2015 - Thursday, May 21_2015
@ @ ‘ 6 ’ @AII Employ{ 8 )Devices & '0»

Sales Belore Reduction Sales After Ticket Total Aler
Discownt Amt Discount Discount
Amount  |Amaurt Ofitem Line 2 50,62 54.00(42%) $6.62 S17.00
{discourty
Amount | TestFree Shake Line 2 55.45 52.50 (45%) 52.95| 5295
(prome)
Percent  |% Off Ticket Ticket 4 $19.29 $3.00(16%) $16.29| $17.00
(discount) — — —
Come back for 10% OF icket 1 52.50 50.25(10%) 5226 5226
Percent  [BOGO Drink Line [] 541,50 $8.00(19%) 533.50| $120.55
(prame) - -
TestAl Line 3 §11.00/ $1.10(10%) 59.90] 59.90
TestCankie Line 3 $16.50 $10.00(61%) $6.50| 578.90
TestFree Sandwich Line 2 51550 S2T5(17%) 51375 $13.75
SetPrice | Appetizer-Burger-Dessat s Line 18 572.00 S12.30(17%) 550.70) 536.20
romo]
LY Large Wiches Mesl Desl Line [} $0.00 $0.00(0%) $0.00| $0.00
Sandwich, Chips, Drink Cambo Line & 524,40 59,40 (39%) 51500} 552.40

T i T T Y]

# Column Description

1 Header Header includes:
e The name and address of the store.
e The selected time period for the report.
e The name of the report.

2 Type The type of discount or promotion.

3 Promotion/Discount Name The name of the discount or promotion.

4 Applies To

Identifies whether the discount or promotion applied to an item on the

check or to the entire ticket.

5 Item Quantity

The total number of items discounted.

6 Sales Before Discount

The total amount of sales prior to applying the discount.

7 Reduction Amount

The total amount of the discount applied.
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8 Sales After Discount

The total amount of sales after applying the discount or promotion.

9 Ticket Total After Discount

The total amount after applying discounts or promotions.
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TAXES REPORT

The Taxes report provides you with a breakdown of the taxes collected by tax jurisdiction for a selected time
period. If you sell at multiple locations, this report breaks down the tax information for each of your selling

locations.

City Del ® Tax Report
14770 Trinity Bhed

Ft. Worth, TX 76051 Wadnesday, June 04, 2014

Tax Location Name Tax Rate % Sales Sub Total

# Column

Description

1 Header Header includes:
e The name and address of the store.
e The selected time period for the report.
e The name of the report.

2 Tax The name of the tax category.

3 Location Name The name of the location.

4 Tax Rate%

The tax rate percentage for the tax category.

5 Sales Sub Total

sales tax.

The total amount of sales for the tax category prior to assessing the

6 Tax Amount

category.

The total amount of the amount of sales tax collected for the tax

7 Total

The totals for each column.
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LABOR SHIFTS REPORT

Labor Shifts enables you to review the times your employees clock in and clock out on the POS app and the total hours
worked for a shift and a time period. By default, the report includes all employees; however, you can filter the report to
only display a specific employee. You can also select Hide Punches to hide the Clock In section of the report.

A single “*" indicates an edit was made to the shift and two “**’ indicate the shift includes a break.

1.

2.

On the Reports menu, select Labor Shifts. The system generates a report for all employees.

click ® to display a drop-down list of employees by which you can filter the report.

Click Hide Punches to only show a summary of hours worked for each employee, rather than each clock in and
clock out for the selected time period.

Click & in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

Gty Dell ® Labor Shifts
14750 Thnity Bhed.
FL. Worth, TX 76155 Sunday, April 06, 2014 - Saturday, Aprl 12, 2014
Clock Tn Pay
Employee Job Code Time In Time Out Total Hours Total Pay Dedlared Tips
Aaron Baker Manager 4/12/2014 2:02PM 4/14/2014 7:43 AM 4167 0.00] 0.00
Aaron Baker Marager 4/11/2014 1:48FPM 4/12/2014 2:03PM 24.25 0.00 0.00
Aaron Baker Maragor 48/2014 6:04AM 4/11/2014 1:48 FM 79.74 0.00| 0.00
’s“&mm Baker’ Total 145.66 0.00| 0.00
p=t John Smith Cashier 4/12/2014 10:01 AM 4/12/2014 11:22PM 13.35 113.50 0.00
John Smith Cashier 4/11/2014 10:02AM 4/12/2014 12:00 AM 13.95 118.61 0.00
John Smith Cashier 4/10/2014 10:01AM 4/10/2014 11:58 PM 13.95 118.54 0.00
John Smith Cashier 4/9/2014 10:03 AM 4/8/2014 10:35PM 12.54 106.58 0.00
John Smith Cashier 4/7/2014 11:47 AM 4/7/2014 11:41PM 11.90 101.16 0.00
John Smith Cashier 4/6/20149:58 AM 4/6/2014 11:10PM 13.19 112,12 0.00
Employee Tohn Smith’ Total 78.88 670.51] 0.00
Bl Jones Kitchen 4/12/20144:28 AM 4/12/2014 4:19PM 11.85 97.79 0.00
Bill Jones Kitchen 4112014 4:31AM 4112014 2:44PM 10.22 84.27) 0.00
Bl Jones Kitrhen 4/10/20144:324M 4/10/2014 12:41PM 8.16 67.33 0.00
B Jones Kachen 4/9/20144:27AM 4/9/2014 12:37PM 8.17 67.37 0.00
Bl Jones Kitchen 4/6/20144:28 AM 4/6/2014 12:53PM 842 6949 0.00
Employee 'Bill Jones’ Total 4682 386.15| 0.00
Annie Huff Server 4/12/2014 10:00 AM 4/12/2014 2:02PM 4.04 29.29) 0.00
Anree HUfF Server 4/8/2014 2:01PM 4/8/2014 9:56 PM 7.92 57.39) 0.00
Arnie HUff Sarver 2782014 2:06PM 4/6/2014 10:31 M 842 6101 0.00
Employee "Annie Huff Total 2038 147.69| .00
Lor Magee Server 4/10/2014 4:51PM 4/10/2014 10:10 PM 5.32 38.50) 0.00
Lori Mages: Server 4/8/2014 5:56PM 4/8/2014 10:31 M 454 3293 0.00
Lon Mages: Server 4/8/2014 11:00 AM 4/8/2014 2:30 PM 3.50 0.00 0.00
Employee “Lor Mages' Total 1336 7153 0.00
Jason Seott Kitchen 4/12/20144:28 AM 4712/20140:28 AM 5.01 36,31 0.00
Jason Scott Kitchen 4112014 4:31 AM 4/11/2014 12:47 FM 8.27 59.95) 0.00
Jason Soott Kitchen 4/8/20144:26 AM 4/8/20149:30 AM 5.07 36,72 0.00
Jason Scott Kitchen 4f6/20144:28 AM 4/6/20149:23 AM 482 35.68) 0.00
Employee * Jason Scott’ Total 23.27 168.66| 0.00
Beth Tire Bar 4/12/2014 1:57PM 4/12/2014 11:16 PM 9.32 67.58) 0.00
Beth Tire Bar 4/11/2014 2:07PM 4/11/2014 11:27PM 9.33 67.57| 0.00
Beth Tire Bar 4/9/2014 £:03PM 4/9/2014 10:31PM 446 32.34 0.00
Beth Tire Bar 4(7/2014 2:05PM 4/7/2014 10:17 PM 8.19 59.40) 0.00
Employee "Beth Tire’ Total 3130 22697 0.00
. Date Printed: 4/16/2014 11:13:00 AM — .
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# Column

Description

1 Header

Header includes:
e The name and address of the store.
e The selected time period for the report.

e The name of the report.

2 Employee

The name of the employee.

3 Clock In The Clock In section includes:

e The job code for which the employee clocked in for the shift.

e The time the employee clocked in.

e The time the employee clocked out.

e The total hours worked for the shift.

4 Pay The Pay section includes:

e The total pay earned by the employee. The system calculates
the total pay by multiplying the hourly rate of the employee by
the hours worked for the shift.

e The total amount of credit card tips declared by the employee.

5 Total The total number of hours worked, pay earned, and tips declared for

each employee.

 PAYCHEX INTEGRATION

NCR Silver Pro Restaurant provides a simple integration with Paychex that enables you to export a labor shift report in the
format required by Paychex. You can then import the report into Paychex for your payroll processing.

CONFIGURING THE PAYCHEX CLIENT ID

Before you can export a labor shift report in the Paychex format, you first need to input your Paychex Client ID.

1. InSilver Back Office, click your username at the top right of the screen. A drop-down box appears.

2. Click My Account.

3. Click My Integrations.
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CD's Cafe Chris Dikes (2] ]

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

Overview

My Integrations

My Stores

My Devices

- Add more value to your solution and work with one of our partners

My Bills
Purchase Terms & Conditions
PAYCHH ) Enter your Paychex Client ID to easily export your employee time clock data into the Paychex upload format

12345678

4. Type your Paychex Client ID.
5. Click Save Changes.

EXPORTING THE LABOR SHIFT REPORT

With the Paychex Client ID configured, you can export a labor shift report which you can then import into Paychex.
The report:
e Contains data from the time period selected in the report filter.
e Contains a clock in and clock out for each employee.
e Does not provide a subtotal or total number of hours worked.
e  Exportstoa.csvfile.
The export completes the following fields. All other fields remain blank.
e Client ID: The Paychex client ID you entered on the My integrations page.
e Worker ID: This is the Silver Pro Employee ID.
e  Pay Component: “Regular”
e Hours: A numeric value.
To export the labor shift report for Paychex:
1. InSilver Back Office, select RESULTS > REPORTS > Labor Shifts.

© 2019 NCR, All rights reserved



Guide to Silver Back Office

SILVER

2. Edit the report filter as necessary, and click & to refresh the report.

CD's Cafe 2] t <]

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
REPORTS | POSTRANSACTIONS  FINANCIAL SHIFTS LABOR SHIFTS CREDIT SETTLEMENT

Operations .
':w summary Labor Shifts B PavcrexeeoRT

Device Activity
Employee Activity

Location Activty O Today O Last 7 Days © Last 30 Days  From: 09/02/2015 [ To: (10/01/2015 [ FEH Fiter: Al Employees [ e punches (@)

Discounts & Promos | expart o the selected format ¥ | Export ) ‘
Taxes -
Labor ' i
CD's Cafe Labor Shifts
Tips 14770 Trinity Bivd
Offine Credit Fort Worth, TX 76155 Wednesday, September 02, 2015 - Thursday, October 01, 2015
Void Audit
Sales
Department Sales
from sales Employee Job Code Time Out TotalHours  TowlPay  Declared Tips
Wodficr Ssles * andrew Store Manager 9/14/2015 5:00 PH 260 000 000
Sales Summary * andrew Store Manager 9/11/2015 5:30 PM 155] 000 000
ancrew Store Manager 9/11/2015 3:33 PM 2727 000 000
Customers * andrew Store Manager 9/9/2015 7:00 PM| 330 000 000
sk Emat andrew Store Manager 9/9/2015 3:42 PM| 23 000 000
i Emal andrew. Store Manager 9/6/2015 10:22 AM| 2517 0.00) 000
Customer Notes anrew Store Manager 9772015 9:12 M| 953 000 000
Customer Sales ~andrew Store Vanager 9/6/2015 545 PH| w27 000 000
anrew Store Marager o/6/2015 5229 PM| 024 000 000
Lists anrew Store Manager o/6/2015 5115 oM 007 000 000
ancrew Store Manager o/6/2015 3551 oM 002 000 000
frems ~ andrew Store Manager 9/4/2015 10:30 M s 000 000
Customers ~ andrew Store Manager of3/2015 12:45 oM 102 000 000
Devicos ~ andrew Store Manager of3/2015 445 oM 575 000 000
~ andrew Store Manager 5/2/2015 3:45 P 590 000 000
Employee ‘andrew Total 12147 000 0.00
* Annie Al [ store Manager | 5/9/2015 4:59 M| 9/3/2015 6:15 PM| 127 0.00] 000
Employee ‘Annie AM' Total 127 0.00 0.00
il Bartender [ serer | 1012015 1uss M) 10/3/2015 11:55 Am| 0.00 0.00] 0.00
Bl Bartender | sener | 10/1/2015 11 0.5 0.00] 000
— [ T - = s o IS

3. Click Paychex Export. The system saves the export in the downloads folder of your computer.
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TIPS REPORT

The Tips report provides a report of the total amount of credit card tips declared per employee, per business day. You can
use this report to identify which employees are receiving the highest and lowest tips. By default, the report includes all
employees; however, you can filter the report to display only a specific employee.

1. Onthe Reports menu, select Tips. The system generates a report for all employees.

2. Click & to display a drop-down list of employees by which you can filter the report.

3. Click @ in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

City Dell 1 Tip Summa
14770 Trinity Bhvd O p ry

Ft. Warth, TX 76051 day, May 29. 2014 - Wednesday, June 04, 2014

Employee Name (Pre-Tax) Gratuity Electronic Tips % of Sales
Chrig Dikes 3/2014
Jimmy Orders 4/2014

W S TRy SR S P el AW ot
# Column Description
1 Header Header includes:

e The name and address of the store.
e  The selected time period for the report.

®  The name of the report.

2 Employee Name The name of the employee

3 Date The business date for which the employee earned tips.

4 Sales (Pre-Tax) The total amount of sales prior to applying sales tax.

5 Gratuity The total amount of gratuities applied to guest checks for the employee.

6 Electronic Tips The total amount of credit card tips applied to guest checks for the employee.

7 % of Sales The percentage of tips earned. The system calculates the percentage as pre-tax sales

divided by electronic tips.

8 Total The total for each column.
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OFFLINE CREDIT REPORT

The Offline Credit report provides a list of the offline credit card transactions and their batch settlement status. For each
offline credit transaction, the report includes detailed information such as the device on which the transaction occurred,
the ticket number, the batch ID, the authorization code, cardholder name, credit card number, and the amount of the
transaction. Use this report to track the status of your offline credit card transactions, and determine if they are ‘Approved,’
‘Pending,’” or ‘Declined.’ You can filter the report to display transaction from a specific device, or to display transactions with
a specific authorization status.

1. Onthe Reports menu, select Offline Credit. The system generates a report for all devices and all statuses.

2. Click & to display a drop-down list of devices by which you can filter the report.

3. Click & to display a drop-down list of statuses by which you can filter the report.

4. Click & inthe Report Preview toolbar to refresh the data. The report appears in the Report Preview screen

City Deli
14770 Trinity Blvd
Ft. Worth, TX 76051

@ Offline Credit

Wednesday, October 15, 2014 - Tuesday, October 21, 2014

Batch ID Auth Code Card Holder Name Card Number
Declined Chris’s iPad 19200006 673792 James Smith 0000000008431 $8.55
Pending Chris's iPad 19100023 216767 Bob Jones HO0O000O00MEAAS $10.70
Pending Chris's iPad 19100024 409354 Mary Moore H000000C00MESEL $8.55
Pending (Chris's iPad 1910002 172150 Lisa Lewy HO0O0000O0NEBETS $8.55

@_

Y -M"wa".*‘\_ _,' - .‘\’a&wxﬂ\‘_" e S

# Column Description
1 Header Header includes:
e  The name and address of the store.
e  The selected time period for the report.
®  The name of the report.
2 Status The status of the offline credit transaction. The possible statuses include ‘Approved,’
‘Pending,” and ‘Declined.’
3 Device The name of the device on which the offline credit transaction occurred.
4 Ticket # The ticket number of the transaction.
5 Batch ID The batch ID number of the offline credit transaction. If you have not submitted the
transaction for credit settlement processing, no number appears.
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6 Auth Code The authorization code for the offline credit transaction.

7 CardHolder Name The name of the credit card holder.

8 Card Number The credit card number of the offline transaction. The system only displays the last
four numbers of the credit card.

9 Amount The amount of the offline credit card transaction.

10 Totals The total amount of offline credit card transactions.
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VOID AUDIT REPORT

The Void Audit report allows you to track the number of clears and voids entered by your employees. NCR Silver Pro
Restaurant distinguishes between clears and voids based on the state of the order when you delete the item or guest
check. Deleting an item or guest check before finalization results in a clear. Deleting an item or guest check after finalization
results in a void. Finalization occurs when you submit the items for order to the kitchen, tap PAY, tap SEND (table service
only), tap SAVE (quick service only), back out of the order, log out of the POS app, or press the home button on the iPad.

Use this report to identify trends among employees in deleting items from tickets or to identify menu items employees
regularly clear or void. The report also includes the name of the employee who approved the clear or void.

ity Del @ Void Audit
14770 Trinity Blvd
Ft. Worth, TX 76051 Tuesday, October 21,2014

10/21/2014| 18900007 PBQ Chix Sandwich [Chris Dikes

PreakfastBumio  [hris Dikes 1 $4.99
18900010
[Mango Madness  [Chris Dikes 1 §4.95
18300020  [runa Sandwich [Chris Dikes 1 §6.95
Jimmy Orders 10/21/2014| 189000 PastramiSandwich [Chris Dikes 1 £6.95
Baklava immy Orders 1 $1.50
18900029 -
pr. Pepper immy Orders 1 §1.75
158900030 |palad Bar immy Orders
1800003 ot " himmy ordes 1 $6.95
Guimess immy Orders 1
18500034
Fhiner Bodc immy Orders 1 §5.50
18900035 ilsner Unquell immy Orders 1

# Column Description

1 Header Header includes:
e The name and address of the store.
e The selected time period for the report.

e The name of the report.

2 Employee Name The name of the employee.
3 Business Day The business date on which the void or clear occurred.
4 Ticket Number The ticket number of the transaction.
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5 Item Name The name of the menu item.

6 Authorized By The name of the employee who approved the clear or void.

7 Voided Qty The quantify of the item voided.

8 Voided Amt The amount of the item voided. The system multiplies the quantity of
the item voided by the sales price.

9 Cleared Qty The quantity of the item cleared.

10 | Cleared Amt The amount of the item cleared. The system multiplies the quantity of
the item cleared by the sales price.

11 | Total (By Employee) The total number and amount of voids and clears for the employee.

12 | Total The total number and amount of voids and clears for the store.
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The Department Sales report enables you to track the sales activity for each department in your restaurant, such as ‘Food,’

‘Beverages,” and ‘Alcohol.” If you want to evaluate the individual categories on your menu, such as ‘Sandwiches’ and

‘Soups,’” you can filter the report to display the categories belonging to each department.

1. Onthe Reports menu, select Department Sales. The system generates the report. Category data remains hidden.

2. Click Show Categories to display the categories associated with each department.

3. Click & in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

City Dell ©) Department Sales

14770 Trinity Bhvd

Ft. Worth, TX 76051 Wednesday, October 01, 2014 - Wednesday, Decamber 31, 2014
Gross Sales — .y Exclusive Taxes % of net sales

BEER 530000 50.00 50.00 590.00 $810.00 50.00 1207 %

BEVERAGE $1,950.00 $10.00 £70.00 000 $1,870.00 $154.28 2787 %

FOOD $4,000.00 $60.00 $110.00 3000 $3,830.00 $315.98 5708 %

RETAL $200.00 50,00 $0.00 50.00 5200.00 $0.00 258 %

sl ‘-—-.‘,“_‘*\__J'-""'—#"'.“"k““r"m""“ 1--\-‘.""\"’_"

City Deli @ Department Sales
14770 Trinity Bhvd
Ft. Worth, TX 76051 Wednesday, October 01, 2014 - Wednesday, December 31, 2014

BEVERAGE $400.00 50.00 520.00) 5000 535000 531.35} 566 %|
ICE COFFEE 3450.00 50.00 515,00 50.00) 5435.00) 53539 .48 %|

COFFEE 5500.00] 510.00 515.00 50.00) 5575.00] 547.44) 857 %

DRINKS $500.00) 50.00 $20.00) 50.00) S480.00] 53850 715 %)

[Total $1.950.00 §10.00) §70.00] $0.00 §1,870.00| $154.28 2787 %|

FOOD SOUPS 5700.00) 10,00 520.00 50.00 SET0.00 545,24 9.99 %|
$500.00 $10.00 525,00 50.00) 548500 536.% 651%

HOT SANDW $900.00 515.00 520.00 5000 5355.00) §71.36 1288 %

COLD SANDW 5900.00) 515.00 525.00) 50.00] $350.00) 570.55 12.82 %

5400.00) 50.00 30.00 50.00 540000 533.00) 5.96 %

ISALADS 3600.00 510.00 520.00 5000 5570.00 547.03] 5.49 %

Total 54,000,040 $60.00| $110.00 50.00) $3,830.00] $315.98| 57.08 %|

RETAL GIFT CARD 5200.00] 50.00 50.00 50.00| $200.00 50,00 258 %
otal $200.00 $0.00 $0.00 $0.00 S200.00| $0.00] 2.08 %/

11

WWW

# Column

Description

1 Header

Header includes:
e The name and address of the store.

e The selected time period for the report.
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e The name of the report.

2 Department The name of the department.

3 Category The name of the category.
You must select Show Categories to display category information.

4 Gross Sales The total amount of gross sales.

5 Gross Refunds (-) The total amount of refunds.

6 Discounts (-) The total amount of discounts for the department.

7 Inclusive Taxes (-) The total amount of inclusive taxes.

8 Net Sales (=) The total amount of net sales.

9 Exclusive Taxes The total amount of exclusive taxes.

10 | % of net sales The percentage of net sales. The system calculates the percentage as
net sales for the department divided by the total amount of net sales.

11 | Total The total for each column.
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ITEM SALES REPORT

The Item Sales report enables you to track the sales activity for each of the items in your restaurant. Use this report to
determine how specific items sell within a specified time period. By default, the report includes all items in your menu. You
can filter the item report by a specific category and hide variations and modifiers.

1. Onthe Reports menu, select Item Sales. The system generates a report for All Items.

2. Click & to display a drop-down list of categories by which you can filter the report.

3. Click Hide Variations to not display the variations associated with each item.

4. Click & inthe Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

e The name and address of the store.

e The selected time period for the report.

e The name of the report.

CD's Cafe Item Sales
14770 Trinity Blvd
Fort Worth, TX 76155 Wednesday, January 13, 2016 - Thursday, February 11, 2016
Current ek Sales
BEER Bud Light $15.00 $10.48 21.00 $220.15
Dos Equis $6.00 $5.23 3.00 $15.70
Guinness $6.00 $5.38 2.00 $10.76
Heineken $6.00 $4.81 2.00 $9.62
Mimosa $9.00 $7.24 1.00 $7.24
Shiner Bock $12.00 $11.09 2.00 $22.17
stella $5.00 $4.62 1.00 $4.62
Total 32.00 $290.26
BURGERS Double $7.00 $7.00 1.00 $7.00
Medium $0.00 $0.00 2.00 $0.00
Single $5.00 $5.00 1.00 $5.00
Triple $8.00 $8.00 1.00 $8.00
Well Done $0.00 $0.00 1.00 $0.00
Total 6.00 $20.00
COFFEE No Foam $0.00 $0.00 21.00 $0.00
Total 21.00 $0.00
DESSERTS Brownie $2.50 $1.76 9.00 $15.87
Cheesscake $4.50 $3.62 17.00 $61.50
Choc Chip Ckie $2.50 $2.50 4,00 $10.00
Ice Cream $3.75 $2.79 3.00 $8.38
Milkshake Small Vanilla $2.50 $1.00 3.00 $3.00
Sundae Strawberries $4.50 $3.50 1.00 $3.50
Test Smoothie $0.50 $0.50 1.00 24.40/0z $12.20
Yogurt $0.40 $0.39 5.00 51.48/oz $20.30
Column Description
Header Header includes:
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Category The name of the menu category.
Item Name The name of the menu or modifier item.
Variations The name of the variation.

Current Price

The current price of the menu item.

Net Sales The Net Sales section includes:

e The average price of the menu item sold. If you discounted the
price of an item, or a ticket with the menu item, the average
price may be lower than the current price.

e The total number of items sold.

e The total weighed quantity sold, if the item is sold by weight.

e The total amount of sales of the item.

Total The total number of items sold and the total amount of sales for the

menu category.
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MODIFIER SALES REPORT

The Modifier Sales report enables you to track the sales activity for each modifier for a selected time period, according to
modifier group. Use this report to determine how specific modifier items sell within a specified time period. This report
shows all modifiers sold, whether the modifier contains a price or not. By default, the Modifier Sales includes all modifier
groups; however, you can filter the report to display only a specific modifier group. You can also elect to hide variations.

1. Onthe Reports menu, select Modifier Sales. The system generates a report for All Modifiers.

2. Click & to display a drop-down list of modifier groups by which you can filter the report.

3. Click @ in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

CD's Cafe

14770 Trinity Bhvd
Fort Worth, TX 76155

@

@ Modifier Sales

Friday, May 15, 2015 - Thursday, May 21, 2015

©) ® O ©

Nel Sakes

Modifier Group Modifier Ttem Variations Current Price  Avg. Price Sold Qty. Amt.
DRESSINGS Ranch $0.00 $0.00 1.00 §0.00
EXTRAS Extra Bacon §0.00 §0.00 .00 §0.00

Extra Cheese $1.00 $1.00 1.00 $1.00
Extra Meat $0.00 $0.00 1.00 $0.00
MEAT OFTIONS Sesk $0.00 $0.00 1.00 $0.00
MEAT TEMP Medium $0.00 $0.00 3.00 $0.00
Medium Rare §0.00 §0.00 5.00 §0.00
Well Dane $0.00 $0.00 1.00 $0.00
SIDES Garlic Fries $2.25 $2.25 2.00 §4.50
TOPPINGS Cheddar Chesse $0.00 $0.00 2.00 $0.00
Lettuce $0.00 £0.00 .00 £0.00
Mustard §0.00 $0.00 .00 §0.00
Onign §0.00 §0.00 .00 §0.00
Pickles $0.00 $0.00 1.00 $0.00

ﬁ
e P e NS TN g T e e s

# Column

Description

1 Header

Header includes:

e The name and address of the store.

e The selected time period for the report.

e The name of the report.

2 Modifier Group

The name of the modifier group.

3 Modifier Item

The name of the modifier item.

4 Variations

The name of the variation.

5 Current Price

The price of the modifier item.
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6 Net Sales The Net Sales section includes:

e The average price of the modifier item. If you discounted the
price of an item, or a ticket with the item included, the average
price may be lower than the current price.

e The total number of items sold.

e The total amount of sales for the item.

7 Total The total number of items sold and the total amount of sales for
modifier items.
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SALES SUMMARY REPORT

Sales Summary provides you with an overview of your sales for a selected time period and enables you to look for sales
trends. By default, the Sales Summary report provides an overview of the last thirty days. Click one of the business days to
generate a Store Summary report for that particular business day.

CD's Cafe

14770 Trinity Bhvd

Fort wirth, T 76155

@ Sales Summary

Sundz fune 28,2015 -iday’ July 27, @

BusinessDay TransactionQty. GuestCount  TaxAmout  RefundedQty.  RefundedAmb  TtemSalesQty  NetSalesAmt

13 6 $16.91 1 $20.00] 55 $182.74|
1 0| 5032 ] $0.00 1 $2.50
10 15 §7.482 0 $0.00 24 $84.44]
4 7 $1.65 0 $0.00 0 $23.12|
18 40 §2320 1 $30.00] 62 §254.18
3 55 $28.20 0 $0.00 7% $375.08|
18 41 §19.47 0 $0.00 121 §239.17|
& 9 $5.00 0 £0.00 3% $79.00
31 50 $37.27| 1 $7.00 144 $348.18|
42 K §45.30 0 $0.00 184 §595.67|
51 80 $23.65 9 $132.00] 176 $250.71f
45 £ §24.59 2 §49.50] 154 §325.78
56 110 $44.99 0 $0.00 358 $543.35|
14 30 $7.98 0 $0.00 4 $82.01
9 20 $4.55 2 $12.00] 35 $55.50
16 30 $6.86 2 $14.00] 49 $84.00
9 5 $5.46 0 $0.00 7 $51.60
B 10 $6.97| 0 $0.00 31 $79.40
0 L] $0.00 0 $0.00 0 $0.00
2 2| $132 0 $0.00 9 $15.95|

# Column

Description

1 Header

Header includes:
e The name and address of the store.
e The selected time period for the report.

e The name of the report.

2 Business Day

The business date for the sales activity.

3 Transaction Quantity

The total number of transactions entered.

4 Guest Count

The total number of guests, according to the ticket seat.

5 Tax Amount

The total amount of sales tax collected.

6 Refunded Qty.

The total number of refunds.

7 Refunded Amt.

The total amount of refunds.
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8 Item Sales Qty. The total number of items sold.
9 Net Sales Amt. The total amount of net sales.
10 | Total The totals for each column.
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HOURLY SALES REPORT

Hourly Sales provides you with a breakdown of your sales by hour and enables you to look for sales trends. You can also
filter the report by specific days of the week.

Column

Description

Header

Header includes:

e The name and address of the store.

e The selected time period for the report.

e The name of the report.

Hour (start)

The beginning hour for the sales calculations.

Transaction Qty.

The number of transactions for the hour.

Guest Count

The total number of guests for the hour.

Tax Amount

The total collected tax for the hour.

Refunded Qty

The total number of refund transactions for the hour.

Refunded Amt.

The total amount refunded for the hour.

Items Sales Qty.

The total amount of items sold during the hour.

Item Sales Amount

The total sales for the hour.
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BULK EMAIL REPORT

The Bulk Email report provides an analysis to assist you in evaluating the success of your bulk email campaign over a
selected time period. The report provides information such as the total number of customers to which you sent a marketing
email message, the number of customers who opened your email message, the number of offers redeemed from the offer
in your marketing email message, and the total dollar amount of sales generated by your email campaign.

City Deli @ Bulk Email Report

14750 Trinity Bhvd.
Ft. L\l’.{th TX 76155

Sl i "JJJ\" S S W W e PO

# Column Description

1 Header Header includes:
e The name and address of the store.
e The selected time period for the report.

e The name of the report.

2 Date Email Sent The date you sent the email message.

3 Email Subject The subject of the email.

4 Number Sent The total number of email messages sent to your customers.

5 Number Opened The total number of email messages opened by your customers.

6 Discount Name The name of the discount offer included in the email message.

7 Qty. Redeemed The total number of discounts redeemed.

8 Total Ticket Sales The total amount of sales generated by your email marketing message.
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CUSTOMER NOTES REPORT

The Customer Notes reports displays all the notes entered about your customers within a selected time period, such as
hobbies, birthdays, delivery information, food allergies, or other information. You can also filter the report to search for

specific keywords.

1. Onthe Reports menu, select Customer Notes. The system generates a report with all notes.

2. Inthe Report Preview toolbar, type a keyword by which to filter your search results.

3. Click & in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

City Deli
14770 Trinity Blvd
Ft. Worth, TX 76051

@ Customer Notes

Thursday, May 29, 2014 - Wednesday, June 04, 2014

Note Contents

[Bob Archer

| bob.srchergemsloom | e fis/z2014 Fish Allergy

Ml W Wit S B gl e, ’krﬂ"""*‘\. >

# Column

Description

1 Header

Header includes:
e The name and address of the store.
e The selected time period for the report.

e The name of the report.

2 Customer Name

The name of the customer.

3 Email Address

The email address of the customer.

4 Phone Number

The phone number of the customer.

5 Note Date

The date an employee entered the note into the system.

6 Note Contents

The customer note.
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CUSTOMER SALES REPORT

The Customer Sales report provides a sales summary for each customer within the selected time period. You can view the
last purchase date and amount, the total dollars spent by the customer, and the average amount spent per visit by the

customer.

City Deli
14770 Trinity Bhvd
Ft. Worth, TX 76051

@ Customer Sales History

Thursday, May 29, 2014 - Wednesday, June 04, 2014

e e {Data shown is for the date r selected) 0 0
o 9 Total 0
Last Purchase Nurmber Last Purchase
Date of visits  Amount Total$ Spent Average § Spent

Lance miller Bi42014 16 $19.32 §202.17 F12.64]
Chris Cikes Retal Ef2/2014 4 §12.17 §70.83 §17.71
Russ Academy [uss@emailom Bi4/2014 1 §40.11 §37.05 §37.05
Mark Apcstraphe mark @emailom Ei4/2014 1 §31.53 §19.50 §25.50
Kelly Almos elly@emai.com Bi4/2014 1 §31.06 §20.63 §20.63
Eob Archer bob.archer@emslom [14/2014 1 $25.37 513.44 523.44]
Dirk Anan irk @emai.com fif4/2014 1 §25.22 §23.30 $23.30
Jimrery Away imeny @emaileam fif4/2014 1 $23.17 521.40 52140
Bill Adarns bill adams @emaicom Ff4/2014 1 $22.03 $20.35 $2035
Debbie Ade Kebbie@emalem fif4/2014 1 $16.48 $15.23 $15.23
Diane Accent :m‘a""’m"t:m S T 1 $10.72 s0.50 $9.00
Jane Amex ane.amex@emailcom  fij4/2014 1 $8.52 815 $8.15

‘*\Mrw‘_ # '\M'J“-,M"r"*f=ww\‘)\_“,“-

# Column

Description

1 Header

Header includes:
e The name and address of the store.
e The selected time period for the report.

e The name of the report.

2 Customer Name

The name of the customer.

3 Customer Category

The category assigned to the customer, if any.

4 Email Address

The email address of the customer.

5 Last Purchase Date

The last date of purchase by the customer.

6 Total Number of Visits

The total number of visits by the customer within the selected time
period.

7 Last Purchase Amount

The last ticket total for the customer, including sales tax.

8 Total $ Spent

The total amount spent by the customer at your restaurant within the
selected time period, excluding sales tax.
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9 Average S Spent

The average amount of each ticket by the customer. The system
calculates the average as total spent divided by the total number of
visits.
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HOUSE ACCOUNTS

The House Accounts report enables you to see a list of your house accounts, their maximum balance, and their last
statement date. You can view a list of all house accounts or filter the report to view a specific house account.

1. Onthe Reports menu, select House Accounts. The system generates a report with all house accounts.

2. Inthe Report Preview toolbar, select a house account by which to filter your search results.

3. Click @ in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

CD's Cafe

14770 Trinity Blvd
Fort Worth, TX 76155

House Accounts

Monday, February 01, 2016 - Monday, April 18, 2016

Maximum Last
Number Name Enabled Balance Address Emai Statement
NCR YES $500.00(14770 Trinity Blvd george.smith@email.com 4/14/2016

Fort Worth 4567

TX

76155

1 SMB YES $100.00|123 Main St 817-444- test@email.com|

Fort Worth 5555

TX

76150

Column Description
Header Header includes:

e The name and address of the store.

e The name of the report.

e The date range for the report
Number The external ID associated with the house account.
Name The name of the house account.
Enabled Identifies if the house account is enabled or not.
Maximum Balance The maximum balance for the house account.
Address The address for the house account.
Phone Number The phone number for the house account..
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Email

The email address for the house account.

Last Statement

The last date for which a statement was issued.
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HOUSE ACCOUNTS ACTIVITY

The House Accounts Activity report enables you to see a list of all activity related to house accounts, including purchases,
credits, debits, payments, and statements created. You can view the device on which the transaction occurred as well as
the user or ticket number and the date and time of the transaction. You can view a list of all house accounts or filter the

report to view a specific house account.
1. Onthe Reports menu, select House Accounts. The system generates a report with all house accounts.

2. Inthe Report Preview toolbar, select a house account by which to filter your search results.

3. Click & in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

CD's Cafe
14770 Trinity Blvd
Fort Worth, TX 76155 Monday, February 01, 2016 - Monday, April 18, 2016
Number Name Device User/Ticket# Date/Time Transaction/Note Amount
NCR SilverProLab 1 10400255 4/11/2016 4:46 PM|Sale $16.24
SilverProLab 1 10400256 4/11/2016 4:47 PM|Sale $33.56
4/11/2016 5:47 PM|Payment Received $10.00
4/11/2016 5:49PM (Sf’lt;&i'_';g:g:)m
SilverProLab 1 10400260 4/11/2016 4:55 PM|Sale $18.40
SilverProLab 1 10400262 4/11/2016 4:55 PM|Sale $18.40
4/14/2016 9:35 AM ?;if&‘ﬁ";gﬁ;‘)m
Total $96.60
Column Description
Header Header includes:
e The name and address of the store.
e The name of the report.
e The date range for the report
Number The external ID for the house account.
Name The name of the house account.
Device The device where the transaction occurred.
User/Ticket# The user or ticket number for the house account transaction.
Date/Time The date and time of the transaction.
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Transaction/Note

The transaction type and/or any note associated with the transaction.

Amount

The amount of the transaction.

© 2019 NCR, All rights reserved

79



Guide to Silver Back Office SILVER

ITEMS REPORT

The Items report displays all of the items on your menu according to category. The report defaults to ‘All’ items; however,
you can filter the report to display specific categories. You can also filter the report to include the variations for a menu
item.

1. Onthe Reports menu, select Items. The system generates a report for All Items.

2. Click & to display a drop-down list of categories by which you can filter the report.

3. Click @ in the Report Preview toolbar to refresh the data. The report appears in the Report Preview screen.

City Deli @ Items
14770 Trinity Blvd
Ft. Worth, TX 76051
Weight/ for Sale
Measure Tax Category on POS  Printer Group
M d Alcohol T Y
M N L N Alcohol Ta Y
N N L N Food Tax Y
Heineken I M N $5.00 N Alcohol T Y
Miller Lite I M N 54.00 N Alcohol Ta Y
[Pilsner Urqual N N $550] N |FoodTa Y
Shiner Bodk I N N §550] N Food Tax Y
Stella Arois I M N §5.50 N Food Tax Y
BREAKFAST Bagelw/CrmChz|Bagd M N §275] N Food Tac Y Gril
= v I N N 5200 N |FoodTa ¥ Gl
Buﬂa’
Bagel/PB3J ¥ N N §3.00] N |FoodTa Y
Ereakfast N N §4.99 N Food Tax Y Gril
Burll'o
cla Scrambl I N N sB.ﬂ N |Food T K
Egg/dw
BUFFET A:I ult Buffet Ir N N 55.99[ N |Food Ta Y
# Column Description
1 Header Header includes:

e The name and address of the store.

e The name of the report.

2 Category The name of the category.

3 Item Name The name of the item.

4 Description The description of the item.

5 Menu ltem Identifies if the item is a menu item.

6 Modifier Identifies if the item is a modifier item.
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7 Barcode Identifies the barcode associated with the item.

8 Prompt For Price Identifies if the system is to prompt employees to enter a price for the
item.

9 Price The price of the item.

10 | Sold by Weight/Measure Identifies if you sell the item by weight/measure.

11 | Tax Category The tax category for the item.

12 | Available for Sale on POS Identifies if the item is actively available for sale in your restaurant.

13 | Printer Group The name of the printer group assigned to the item.
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CUSTOMERS REPORT

The Customers report enables you to see a list of all of your customers. Use the report to evaluate the success of your
employees in collecting customer information, the first purchase of a customer, and the most recent purchase of a
customer.

City Deli @ Customer List
14770 Trinity Blvd
Ft. Warth, TX 76051
Customer Name State  Zip Code Phone # EmaillAddress  Purchase
il Adams [L Main Street Fort Warth pe1s5 817)111-2222 pill.adams@enales hi4/2014  B4/2014
h
Eill Jones 7 Main 5t FL.Worth FE155 [EERETErr
il Smith E?zssslz:n [Uis2009_ pjaajanis |
Bilky Smih F Main 5t Ft. Woth [rx [e150 33-555-7788
[Fob Archer ECirde Drive FortWarth FELss BI7)3355454 ek, FE T ARt
n
[Chris Dk {4770 Trinity Bvd L. Worth | G5 R ) EEEJH E/Z201%
[Chris Rennie Z3Rosd Fiara | IE [0 [23j20ia |
[Chris Thedford = [55-123-3567 V152014 pj23ianis
Deboe iae B Narth Rload FortWarth i3 Feiss B17-955-0000  PebbisBemacom /42012 Fa20i%
[riane Accent P SquareAvenue Fort Worth [T pe155 BJ?WmEWW
b
PikAnon  FDownsidelane  foriwo F6155  plr-ces-7777  Pirk@emalaom  f/42014 /42004 |
Ereg Jacbs Wn
reg knight Sa334 | EEN e
Fonza Fedak |25 MainStreet 785557080 V152004 [1j21/2014 |
Tane Amex Flpsite foad FortWarth i3 FEiss PI7-555-6666  [ane.amexBemaim fi42003 /4201
n
imeny Bway [Far Circle FortWarth i3 Feiss BI7-B80-058  fmmyBemallom /42008 Fja20i%
fimemy it [ianes 5t Fiworh  [% _ palss  puisaee Wz s |
on Lawrence |
on Lawrence
FellyAlmos  [lossfan  foriwo Filss  pi7-123-4567  fellygemalom  F42004  f4j2014 |
[ance miler | e [
Fark Apostrophe [ End Way [Fort Waorth i feiss Pi7-777-6888  [mark@emallom  f/4/2014  F[4/2014
Tike Johmon FEEEEE [rikjEme.com [igR013 szt |
Mike jones frapevne = EEZEFIF]
Fike smith [Fe5as2a5e7 [UG/E019_[yi5/2014 |
ke Wikon pEi3%58677 112013 pji42013
Fichard Adams P176665555 | TEEIFL T TFE TS
Filss Academy [ Turn Sireet Fortwarth [T FEiss PI-000-129  [uss@emalmom /42002 Fjo200%
Eally sman | ]
ERawn Miller 43456775 B0 plaejzois
Eevejons EEpETERE
Wictor | [Fort Worth [T pesas S5E5E7 788
AT e o AN et el O

# Column Description

1 Header Header includes:
e The name and address of the store.

e The name of the report.

2 Customer Name The name of the customer.

3 Address The address of the customer.

4 City The city of the customer.

5 State The state of the customer.

6 Zip Code The ZIP code of the customer.

7 Phone # The phone number of the customer.
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8 Email address The email address of the customer.
9 First purchase The date of the first purchase by the customer.
10 | Last Purchase The date of the most recent purchase by the customer.
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DEVICES REPORT

The Devices report enables you to gather a list of all devices associated with your restaurant. Use this report to identify the
version of Silver Pro Restaurant on your devices and the operating system running each device.

Gty Deli @ Device List
14770 Trinity Bhvd
Ft. Worth, TX 76051
Device Name Station Name App Version Model 05
| Chris-MacBook-2oal chris-macbook-2 3.5.0.3501 Compuer 14.0.0
Terminal 1 [Terminal 1 3.5.0.3501 Pad mini Wi-Fi i0S 8.0
[Terminal 2 [Terminal 2 3.5.0.3501 iPad mini Wi 105 7.0.6
[Terminal 3 Terminal 3 3.5.0.3501 §Pad mini Wi-Fi i0S 8.0

e, [l TN AN et e e N Nt PN e

# Column

Description

1 Header

Header includes:
e The name and address of the store.

e The name of the report.

2 Device Name

The name of the device.

3 Station Name

The name of the station.

4 App Version

The app version of the device.

5 Model

The model of the device.

6 (0N

The operating system of the device.
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POS TRANSACTIONS

VIEWING POS TRANSACTIONS

Use POS Transactions to view details on specific transactions, such as deleted guest checks, and items and payments
deleted from a guest check. For weighed items that have been manually entered, a (M)’ appears behind the weight.

In Silver Back Office, select RESULTS > POS Transactions.

2] a

el

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
REPORTS POS TRANSACTIONS FINANCIAL SHIFTS LABOR SHIFTS ACCOUNTING CREDIT SETTLEMENT

POS Transactions

O Today @ Last7days O Last30days  From: 10/16/14 BB 7o 10/22/14 B Filtery: Q
Date /Time + Ticket Number Transaction Type Customer Name Amount  Operator Name station
1072072014 09:20 AM 19400000 Deleted Ticket Walk-in customer 8.55 Chris Dikes Chris's iPad -
10/17/2014 02:52 PM 19300000 Sale/Return Walk-in customer 528 Shawn Hagist Shawns iPad2
10/16/201 33PM 19100029 Sale/Return Walk-in customer 15.05 Chris Dikes Chris’s iPad
10/16/2014 02:32 PM 19100028 Deleted Ticket Walk-in customer 2576 Chris Dikes Chris's iPad
10/16/2014 02:20 PM 19100009 Sale/Return Lance miller 8.55 Chris Dikes Chris’s iPad
10/16/2014 02:20 PM 19100023 Sale/Return Lance miller 10.70  Chris Dikes Chris's iPad -

4 4 Page 3 of3 Is

Ticket Detail Lines Payments Taxes
tem Name Description Quantity  Sold By Line Type Line Discount  TicketDiscount  Final Sales Price
Fuxedo Fuxedo 460 Eeech Sele 860 880 395
‘Gheivoshe Chaiorhe 460 Eeeh Sele 860 -] 395

Tickets you delete appear with ‘Deleted Ticket’ as the Transaction Type.
To review deleted items in a guest check:
1. Select RESULTS > POS Transactions.

2. Select the guest check.

a (o]

FONT OF SAL
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
REPORTS POS TRANSACTIONS FINANCIAL SHIFTS LABOR SHIFTS ACCOUNTING CREDIT SETTLEMENT

POS Transactions

O Todsy @ Last7days O Last30days  From: 10/16/14 @ To:[10/22/14 [ Fitery: Q
Date / Time + Ticket Number Transaction Type Customer Name Amount  Operator Name station
10/21/2014 10:21 AM 18900015 Sale/Return ‘Walk-in customer 25.00 Chris Dikes Chris's iPad -
10/21/2014 10:20 AM 18900014 Sale/Return AMEX TRACK 1 AND 2 2212 Chris Dikes Chris’s iPad
10/21/2014 10:19 AM 18900013 Sale/Return Chris Dikes 23.49 Chris Dikes Chris's iPad
10/21/2014 10:19 AM 18900012 Sale/Return Chris Dikes 32.04 Chris Dikes Chris's iPad
10/21/2014 10:18 AM 18900011 Sale/Return AMEX TRACK 1 AND 2 2522 Chris Dikes Chris’s iPad
10/21/2014 10:17 AM 18900010 Sale/Return ‘Walk-in customer 10.28 Chris Dikes Chris’s iPad -

M 4 Page2 lofz » M O

Ticket Detail | Lines = Payments | Taxes Q| Preview Receipt

Item Name Description Quantity  Sold By Line Type Line Discount  TicketDiscount  Final Sales Price
BagelPB&J BagelPB&J 1.00 Each Sale 0.00 0.00 3.00
Bagel with Butter Bagel with Butter 1.00 Each Sale 0.00 0.00 2,00
Mixed Berry Smoothie Mixed Berry Smoothie 1.00 Each Sale 0.00 0.00 450
hge- Ree 4080 Eech Yeid 888 o8 495
B B B B 488 Eech Yoid :-2- ) -] 59

3. Click Lines. Deleted items appear with a line strike through the item.
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To review a deleted payment in a guest check:
1. Select RESULTS > POS Transactions.

2. Select the guest check.

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
REPORTS POS TRANSACTIONS FINANCIAL SHIFTS LABOR SHIFTS ACCOUNTING CREDIT SETTLEMENT
O Today O Last7days © Last30days  From: (09/23/14 @R To: 10/22/14 [ Filtersy:

Date / Time Ticket Number Transaction Type Customer Name Amount  Operator Name Station

10/116/2014 12:15 PM 19100020 Sale/Return Tab 19100005 4.28 Chris Dikes Chris's iPad -

10/16/2014 12:14 PM 19100019 Sale/Return Tab 19100005 4.28 Chris Dikes Chris's iPad

10/16/2014 12:14 PM 19100018 Sale/Return Tab 19100017 8.55 Chris Dikes Chris's iPad

10/16/2014 12:05 PM 19100017 Sale/Return Lance miller 428 Chris Dikes Chris's iPad

10/16/2014 12:05 PM 19200005 Sale/Return Lance miller 12.83 Chris Dikes Chris's iPad

10/16/2014 11:54 AM 18800007 Sale/Return Walk-in customer 217 John Ayres Shawns iPad2 -

[ 4 Page 3 ofs b M O

Ticket Detail Lines Payments Taxes

Description Payment Amount Tip Amount  Acct Number Transaction ID

Cash 217 0.00

Cheel{deleted) 247 888

3. Click Payments. The deleted payment appears with a line strike through the payment.
To send an email copy of the receipt to a customer.

1. Select RESULTS > POS Transactions.

2. Select the guest check.

3. Click Preview Receipt. A copy of the customer receipt appears.
4. Type the customer email address.
5

Click Send.

EXPORTING POS TRANSACTIONS

You can also export POS Transactions into a .csv file. When you click Export Transactions, two download files are created:
Ticket Detail.csv and POS Trans.csv.

POS Trans.csv contains details such as Date/Time, Ticket Number, Transaction Type, Customer Name, Customer Number,
Operator Name, Station, Selling Location, Gross Subtotal, Discounts/Promos, Tax, Tip, Total, Tendered, Change, and Method
of Payment (MOP).

Ticket Detail.csv contains details such as Date/Time, Ticket Number, ltem Name, Description, Quantity, Sold by, Line Type,
Line Discount, Ticket Discount, and Final Sales Price.

To export POS Transactions:
1. Select RESULTS > POS Transactions.

2. Click Export Transactions. POS Trans.csv and Ticket Detail.csv download to your computer.

© 2019 NCR, All rights reserved 86



Guide to Silver Back Office SILVER

LABOR SHIFTS

The LABOR SHIFTS page allows you to view and edit employee punches. Additionally, you can view any edits that have been
made to labor shifts.

EDITING EMPLOYEE LABOR SHIFTS

At times, it may be necessary to edit a labor shift, if an employee forgets to clock in or clock out. When you edit a labor shift
for an employee, the system marks the shift with an “*’ to indicate an edited shift.

If an employee forgets to clock in, have the employee clock in on a device, and edit the start of the labor shift at the
conclusion of their shift. If you edit the start of an active shift in Silver Back Office prior to the employee ending their shift,
when the employee accesses the device the POS resubmits the clock in and creates a new shift.

1. Login to Silver Back Office through a Web browser.
2. Select RESULTS > LABOR SHIFTS.

3. Click the employee whose shift you want to edit. The Edit Clock In/Out Activity for ‘Employee Name’ appears.

Edit Clock In/Out Activity for 'Chris Dikes'

TimeIn:  07/03/14 i 138 M

(< B <]

Time OQut: 07/03/14

KA

Role: Manager Pay Rate: 0.00

Notes/Comments:

‘ ‘ Delete Shift Cancel

4. Select the time in or time out from the drop-down list.

5. Type a reason in Notes/Comments for the edit.

6. Click Save Changes.

VIEWING LABOR SHIFT EDITS
You can also view edits made to labor shifts.
1. Select RESULTS > Labor Shifts.

2. Click the employee for whom you want to view any edits to their labor shift. The Edit Clock In/Out Activity dialog
appears.

3. Click Audit Log. The Labor Shift Audit screen appears. The first line indicates the original punch and each each
subsequent line indicates the edit made and who made the edit.

4. Click Done to close the dialog. The Edit Clock In/Out dialog appears.

5. Click Cancel to return to the Labor Shifts page.
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FINANCIAL SHIFTS

The FINANCIAL SHIFTS page enables you to view the TOTAL CASH OWED for a financial shift and to receive cash. Clicking on
a financial shift will display a snapshot of the shift details.

Note: if being used, cash rounding will show.

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

REPORTS POS TRANSACTIONS LABOR SHIFTS CREDIT SETTLEMENT
Financial Shift Detail
Shift Type: employee Users: Chris Dikes
Shift Start: 02/22/2016 04:39 PM Shift End: Shift #:
Total Gross Category Sales: 000 (+) | Payments (included tips)- Total Discounts/Promotions: 0.00
Discounts/Promotions: 000 ) Total Payments: 0.00 Void Count (items): 0
Refunds: 000 ) Crexit Card Tins Void Total: 0.00

I ps-
Inclusive Tax Total: 000 () P Clears Count (jtems): 0
Total Net Category Sales: 0.00 (=) | Total Credit Card Tips: 000 () | Clears Total: 0.00
Gratuity Total: 000 ) | # Guests: 0

Tax Total: 000 ) | paid In/Out Total: 000 ) Guest Average: 0.00
Gift Cards Sold: 000 () | TOTAL CASH OWED: 0.00 (=)
Gift Card Discounts: 000 ()
Charges: 000 ()
Charges Discounts: 000 )
Total Net + Tax + GC + Charge: 0.00 (=)

Note: You will also see the Declared Cash Amount under TOTAL CASH OWED if you are utilizing drawer shifts along with
the total starting and ending cash amounts, if being used.

RECEIVING CASH FROM THE EMPLOYEE AT THE SHIFT END

After the employee ends a financial shift and counts their till, you enter the cash you received from the employee minus
any starting cash amount in the cash drawer. The amount you receive from an employee should equal the TOTAL CASH
OWED amount.

1. Login to Silver Back Office through a Web browser.
2. Select RESULTS > FINANCIAL SHIFTS.

3. Click Receive Cash for the employee and the date for which you are receiving cash. A ‘Cash for Employee Name on
Shift X" prompt appears.

Cash for Chris Dikes on Shift 0

Amount Received: lo4.36)

4. Type the amount received. The system defaults to the expected amount to receive, which is the amount from the
TOTAL CASH OWED line of the Shift End Report.

5. Click Receive Cash. The system returns to the Financial Shifts screen and adds the amount to the ‘Cash/Check
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Received By Store’ Column. The ‘Received By’ column contains the name of the manager who received the money.

CREDIT SETTLEMENT

View the results of your credit settlement to monitor and track the batch processing of your credit card transactions. You
can also export your credit settlement transactions.

VIEWING CREDIT SETTLEMENT

Log in to Silver Back Office through a Web browser, and select RESULTS > CREDIT SETTLEMENT. Filter your results by
‘Today,” ‘Last 7 days,’ ‘Last 30 days,’ or use the calendar to select a start and end date. Click to initiate a search.

Chris Dikes (2] Settings (<]

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
REPORTS  POSTRANSACTIONS  FINANCIAL SHIFTS LABOR SHIFTS CREDIT SETTLEMENT

Credit Settlement

Batches | Failed | Advanced Search

O Todsy O last7days © Last30days From: 050514 @B To: 06/04/14 @R

Batch Number SalesTrans  NetSalesAmount  RetunTrans  Return Amount TotalTrans  Total Amount  Status Settiement Timestamp

21 2 3467 0 0.00 2 3467 Open S
2 4 7370 0 000 4 7370 Settied 06/04/2014 02:00 AM
19 5 7195 [ 000 5 7195 Settied 06/03/2014 10:53 AM
18 1 21 [ 000 1 211 Settied 06/03/2014 02:00 AM
17 3 0% 0 000 3 4056 Settied 0572372014 02:00 AM £
16 1 15.41 [ 000 1 1541 Settied 08/22/2014 02:00 AM
15 2 698 0 000 2 698 Setied 05/16/2014 02:00 AM
14 3 668 [ 000 3 663 Setied 08/15/2014 02:00 AM
13 5 4492 [ 000 s 4492 Setied 05/08/2014 02:00 AM <2
Batch Number: 20 Settlement Timestamp: 06/04/2014 02:00 AM
Transaction Details | Batch Totals by Pay Type
TransID  DatefTime TransType  EntryMode CardType  AcctNumber Exp Date Amount  AuthCode  AVS Card Holder
332 06/0320141056AM  VOID_SALE S AMEX JOOCOO000OKXEA3T 0516 1063 912457 AMEX TRACK.
393 060320141057 AM  SALE s AMEX JOOCOOOCOOXNEA31 0516 16.50 265442 AMEX TRACK.
394 060320141057 AM  SALE s AMEX HOOCOOKHNKNKEE31 0s16 1175 429769 AMEX TRACK.
395 060320141058 AM  SALE s AMEX HOCOOKNNNKEL31 0s16 2188 204436 AMEX TRACK.
386 06/0320141058AM  VOID_SALE S AMEX HOOCOOKHNNKEL31 0s16 17.12 742301 AMEX TRACK.
397 06/03201401:43PM  SALE s AMEX OCOOKHNNKEL31 0516 23.47 839638 AMEX TRACK.
388 06/03201401:44PM  VOID_SALE S AMEX HOCOOHHNNKEL31 0516 3088 448955 AMEX TRACK
400 06/0420140200AM  SETTLE NA UNKNOWN 7370

When you select a batch, the associated credit card transactions appear under Transaction Details. The status of a batch
can be:

Open — Not yet submitted for processing.

Settled — Successfully submitted. Settled batches contain a timestamp with the date and time of when the
processing completed.

Failed — Batch failed due to an error with one or more transactions.

EXPORTING CREDIT SETTLEMENT

You can export a batch of your credit settlement. When you click Export, Silver Back Office downloads two files, Credit
Batch Detail.csv and Credit Batch Summary.csv to the downloads folder of your computer.

Credit Batch Detail.csv includes the Batch Number, Trans ID, Date/Time, Trans Type, Card Type, Account Number, Exp Date,
Amount, Auth Code, AVS, Card Holder, and Ticket Number.

Credit Batch Summary.csv includes Batch Number, Sales Trans, Net Sales Amount, Return Trans, Total Trans, Total Amount,
Status, and Settlement Timestamp.

1. Select RESULTS > Credit Settlement.
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2. Click Export. The files download to your computer.

PROCESSING A BATCH MANUALLY
You can also settle a batch of credit card transactions manually.

1. InSilver Back Office, select RESULTS > CREDIT SETTLEMENT.

Chris Dikes B}  settings B8

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
REPORTS POS TRANSACTIONS FINANCIAL SHIFTS LABOR SHIFTS CREDIT SETTLEMENT

Credit Settlement

Batches | Failed =Advanced Search

O Today O last7days © Last30days From: 05/05/14 @B 7o (06/04/14 R Q

Batch Number SalesTrans  Net Sales Amount  RetunTrans  Return Amount TotalTrans  Tofal Amount  Status Settlement Timestamp.
21 2 3467 ) 000 2 3467 Open -
20 4 7370 0 000 4 7370 Settled 06/04/2014 02:00 AM
19 5 7195 0 000 5 7195 Settled 06/03/2014 10:53 AM
18 1 211 0 000 1 211 Settled 06/03/2014 02:00 AM
7 3 406 0 000 3 4086 Settied 05/23/2014 02:00 AM =
6 1 15.41 [ 000 1 1541 Settied 05/22/2014 02:00 AM
15 2 698 [ 000 2 698 Settied 05/16/2014 02:00 AM
14 3 663 [ 000 3 668 Settied 05/15/2014 02:00 AM
3 5 4482 [ 000 5 4452 Settied 05/08/2014 02:00 AM <
Batch Number: 21 Settlement Timestamp: 06/04/2014 02:00 AM
Transaction Details | Batch Totals by Pay Type Q| Void Transaction
TransID  DatefTime TransType  EntryMode CardType  AcctNumber Exp Date Amount  AuthCode  AVS Card Holder
401 06/D4201401:53PM  SALE s AMEX JOOO0KKXXKXXBAFT 0516 1214 912558 AMEX TRACK....
402 06/D4201401:54PM  SALE s AMEX JOOOOXKXXBAIT 0516 2253 536154 AMEX TRACK.

Select the batch to manually submit for processing.
Click Settle Batch. A confirm batch settlement prompt appears.

Click OK. The system processes the batch, and a success prompt appears.

vk W

Click OK. At the Credit Settlement screen, the status for the batch changes to ‘Settled.’
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When you set up your menu, you define the items for sale in your restaurant and the manner in which they appear on the
POS app. Categories allow you to organize your items for quick navigation on the POS app. You can add modifiers for your
menu items and create discounts, promotions, and special pricing events. Departments allow you to organize your
categories for reporting purposes. Tags enable you to group items for promotions. Price Lists enable you to manage pricing
for your items.

You can create your menu in the Silver Back Office, or you can import a .csv file using the menu template. Prior to importing
a template, you must create your tax categories.

CATEGORIES

Create categories in which to group your items. For example, Salads, Soups, Sandwiches, Desserts, and Drinks. You can also
manage your favorites category so that it is easy to access frequently sold items in the back office and on the POS.

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
CATEGORIES&ITEMS  MODIFIERS ' DEPARTMENTS  DISCOUNTS ~ EVENTS
BY CATEGORY BYITEM [] COLOR CODE MY CATEGORIES Q
(+ ® SOuPs ,
. =] sort Orcer Download lem List Import tems Addtiem
(10 items) = a8 @ (+]
coFFeE
POS® L TEMNAME AVAILAI MENU MOD  TAX CATEGORY PRINTER GROUP Price
oo 1 Chicken Tortilla 77 ) Food Tax 585

HOT SaNDw Size, Flavor

Chicken Noodle Food Tax 295
PASTRIES v v

Flavor

COLD SANDW 3 Chili

<
<
A

Food Tax 295

BREAKFAST Flavor
Lobster Bisque Food Tax 395
SMOOTHIES
Beef/Broccoli Food Tax 295

ICE COFFEE

split Pea Food Tax 195

saLADS French Onion Food Tax 385

Tomato Food Tax 295

DRINKS

© @ N o ;o oa

Vegetable Soup
BEER 10 Lentil

Food Tax 295

Food Tax 195

LN NI N NE SENEN
LN NI NE SR NENEN

BUFFET

1. Select MENU > CATEGORIES & ITEMS.
2. Select Add a Category.

3. Type a name for the category. The maximum number of characters is ten. The category name appears on the POS
app at the order entry screen.

4. (Optional) Select the department for the category from the drop-down list.
5. (Optional) Click Tag to assign a tag to the category.
6. Click Save.

MENU ITEMS

Create an item for each item you offer on your menu and for each item you offer as a modifier. Use modifier groups to
organize your modifier items. Once an item is created, it can be edited in the item details page or through the Edit Multiple
Items function.

CREATING ITEMS

You can create items for use in your restaurant.
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1. Select MENU > CATEGORIES & ITEMS.
2. Select Add Item.

3. Select a category from the drop-down list.

Extended Item Setup Bosi fem Setup
Indicates required fiekd
General Information

Category * BURGER (V]
Item Name *
Printer Group
Print Priority
Availability W This item is active at POS

This item is active Online

Add this item to Favorites
Description
Item Type & Menu Item Modifier Item
LGN SIETCR Assign Modifier Groups...
Modifier Groups
Tags Assign Tag
Variations Add a Variation

Add variations if this item is sold in different sizes, colors, flavors, etc

4. Type a name for the item. The maximum number of characters is twenty. The item name is what you see on the
POS app at the order entry screen.

5. Select a printer group from the drop-down list.

6. Assign a print priority number to the item. Print priority enables the system to sort items and modifiers on the
kitchen chit based on their print priority rather than the order in which you enter them.

e ‘1’isthe highest priority and ‘100’ is the lowest priority.
e [f two items contain the same print priority, they appear on the kitchen chit in the order entered on the POS.

e The system sorts modifiers under the associated parent item.

In Table Service, the system sorts items on the kitchen chit first by seat and then by print priority.
7. Select This item is available at POS to activate the item for the menu.

8. (Optional) Click Add this Item to Favorites to include in the favorites category.

9. (Multi-Store only) Click Assign Stores to assign the item to specific stores.

10. (Optional) Type a description for the item.

11. Select whether the item is a menu item, modifier item, or both.

e Selecting ‘Menu Item’ gives you the option to assign modifier groups to the item. Click Assign Modifier
Groups, choose the appropriate groups, and click Done.

e Selecting ‘Modifier Item’ gives you the option to assign the item to one or more modifier groups. Click Assign
to Group, make the appropriate selections, and click Done.
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(Optional) Click Tag to assign a tag to the item.

Select variations, such as size, color, or flavor. Each item can have up to three variations.

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES ECOMMERCE HELP
CATEGORIES & ITEMS MODIFIERS DISCOUNTS PROMOTIONS PRICE LISTS MORE
Coke @ cssorensaun (@) Remsieiam
ran ai s iy R
Price * Use varistion Size for pricing Prompt for Price at POS
Sold by * @Each O WeightMeasure
Tax Category * Sales Tax V]
@ Non-Sales Revenue Exclude from Net Sales
size oEFAULT uNTCOST  Tacs
SALES PRICE
Medium
e
Price Lists
NawE PRICE

(Optional) Type the bar code number.
(Optional) Assign an External ID number to the item. It is not necessary to enter an External ID number.

e If you leave External ID blank, the system populates the External ID with a system-assigned Master Item ID
when you save the item record.

e If you enter a number for the External ID, the External ID number for the item will be different than the
Master Item ID number.

Select the method by which to sell the item, either by each or by weight/measure. If you price by variation,
additional fields will appear at the bottom of the page for you to enter pricing.

Enter a sales price for the item.

(optional) If you are using the count by item guest counting method (see Store Information section) you can enter
the count per item.

Select a tax category from the drop-down list.

(Optional) Flag the item as non-revenue if this is an item that can be sold at the POS but should not be reported in
the net sales, like a donation item.

(Optional) Add the unit cost for calculating cost and margin.

Click Save.

‘CREATING ITEMS FOR USE WITH A SCALE

For merchants that price items by weight, such as yogurt shops, salad bars, and BBQ restaurants, you can also configure
items to be priced by weight.

When creating items priced by weight, you can also define a tare. Tare refers to the weight deducted from the gross item
weight to allow for the weight of the container. When you establish tares, the total price of the product is calculated based
on the net weight (gross weight minus tare weight) times the unit price.
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To create an item for use with a scale (without variations):

1.
2.
3.

© N o v &

9.

In Silver Back Office, select MENU > CATEGORIES & ITEMS.
Select the category containing the item.

Select the item. The Item Details screen appears.

CD's Cafe 0 Settings G
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
CATEGORIES & ITEMS MODIFIERS PRICES DEPARTMENTS TAGS DISCOUNTS PROMOTIONS EVENTS
Brisket Sandwich @ sosic temsetup @) Remove tem

@ variations Add a Variation

Add variations if this item is sold in different sizes, colors, flavors, etc
@ Barcode
@ External ID 175902

Tax and Pricing

Sold by * O Each ® Weight/Measure
M Use Scale
Units: Pound
Tare Weight 0.50

Sales Price * 7.99 Prompt for Price at POS

FN R GBI ST e BB N g N SN N e

Under ‘Tax and Pricing,” select Weight/Measure.

Select Use Scale.

Select the unit measurement from the drop down list.
Type the tare weight.

Type the sales price for the item.

Click Save.

To create an item for use with a scale (with variations):

1.

2
3
4
5
6.
7
8
9

In Silver Back Office, select MENU > CATEGORIES & ITEMS.

Select the category containing the item.

Select the item. The Item Details screen appears.

Click Add a Variation. The Item Variations screen appears.

Select a variation type, such as size, and add the item variations, such as ‘Small,” ‘Medium,’ and ‘Large.’
Click Done. The system returns to the Extended Item Detail screen.

Under ‘Tax and Pricing,” select Use variation Size for pricing from the Price drop-down list.

Select Weight/Measure.

Select Use Scale.

10. Select the unit measurement from the drop down list.
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11. Type the sales price and the tare weight for each item variation

12. Click Save.

NON-REVENUE ITEMS

You can flag items as non-sales revenue if you want to sell them at the POS but exclude them from their net sales. This is
often also used for donation items.

Game Token e Basic ltem Setup ° Remove ltem ri Duplicate
Sold by * @® Each O Weight/Measure A
Sales Price * 0.00/ [7] Prompt for Price at POS
Tax Category * Sales Tax

@ Non-Sales Revenue [ Exclude from Net Sales

Unit Cost 0.25

Price Lists

NAME PRICE

El | | N =

Non-sales revenue items can appear on the POS with other menu items, and can be used as part of promotions.

MODIFIER GROUPS AND MODIFIER ITEMS

Modifiers exist to provide the kitchen or bar specific instructions for how to prepare an order. These can be a special
request, such as ‘Lite Mustard,” a requirement, such as meat temperature, ‘Steak— Medium Rare,” or an option on a side,
such as ‘Salad— Ranch Dressing.” Modifiers also allow you to charge extra for additional ingredients, such as ‘Bacon’ or ‘Extra
Cheese.” Modifier groups enable you to locate modifier items easily at the Point of Sale.

With NCR Silver Pro Restaurant, you can also price modifiers by variation. For example, you may want to charge different
amounts for a modifier, such as ‘Extra Cheese,’ based on the size of the sandwich.
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CD's Cafe

MY STORE RESULTS

CATEGORIES & ITEMS MODIFIERS

MODIFIER GROUPS

MENU CUSTOMERS EMPLOYEES HELP
DEPARTMENTS TAGS DISCOUNTS PROMOTIONS EVENTS

[.':] Sort Manually [:] Sort Alphabetic ally o Add Modifier

NAME

SIDES

DRESSI

MEATT...

CATERI...

HOT DRI...

MEAT O...

BREAKF...

o Add a Modifier Group

MIN

0

TOPPINGS 0

1

1

1

0

S

LI N N N SR N

SIDES (6 modifiers)

MAX | Show POS#  MODIFIER

AVAILABLE @ DEFAULT PRICE

French Fries
Garlic Fries
Sweet Potato Fries
Potato Salad
Chips

Vegetable Medley

O e W o

1.95
225
1.95
1.95
1.95
1.95

MODIFIER GROUPS

You can create as many modifier groups as necessary for your menu. When you configure a modifier group, you can define
whether you want the prompt for the modifier group to appear when the parent menu item is selected. Additionally, you
can rank the order in which modifier groups appear.

CREATING A MODIFIER GROUP

1. Select MENU > MODIFIERS.

2. Click Add a Modifier Group.

Add Modifier Group

Modifier Group Name:

External ID:
Minimum: 0
Maximum: 0

Show modifier group when O
item is added

|

3. Type a name for the modifier group.

<> <>

4. (Optional) Assign an External ID number to the modifier group. It is not necessary to enter an External ID number.

e If you leave External ID blank, the system populates the External ID with a system-assigned Master Item ID
when you save the item record.

e If you enter a number for the External ID, the External ID number for the item will be different than the
Master Item ID number.

5. Enter a minimum quantity for the modifier group, to define a minimum number of modifier items a customer
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must select for the item.
e A minimum of ‘1’ means the customer must select at least one modifier item from the modifier group.
e A minimum of ‘0’ means the customer need not select a modifier item.

Enter a maximum quantity for the modifier group, which limits the maximum number of modifier items a
customer can select for the item.

e A minimum of ‘1’ and a maximum of ‘1’ means you require a modifier, but the customer can only choose one
modifier item. For example, meat temperature, such as "Well Done’ or 'Rare,’ or a side choice, such as ‘Fries’
or ‘Chips.’

e A minimum and maximum of ‘0’ means you do not require the customer to make a modifier choice, but the
customer can have unlimited modifier choices.

e A minimum of ‘1’ and a maximum of ‘2’ means a customer must choose at least one modifier, but can select
no more than two modifiers.

(Optional) Click Show modifier group when item is added to force the system to display the modifier group
options for an item without requiring the customer to select a modifier.

Click Save.

_EDITING MODIFIER GROUPS

1.

2.
3.
4.

In Silver Back Office, select MENU > MODIFIERS.

Click to the right of the modifier group you want to edit. The Edit Modifier group dialog appears.
Make the desired changes.

Click Save Changes.

'RANKING MODIFIER GROUPS

You can rank modifier groups to change order in which they appear.

1.
2.

In Silver Back Office, select MENU > MODIFIERS.
Click Sort Manually.

Click ® to move a modifier group up one level or click ¥ to move a modifier group down one level. Repeat until
you have the modifier groups ranked as desired.

Click Done Sorting.
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MODIFIER ITEMS

Modifier items can be sold without variation and with variation of size. When modifier items are sold by variation of size,
you can link the size of the modifier item to the size of the parent menu item. When you create modifier items, you must
configure how you want to sell the modifier, price the modifier, and whether the modifier ought to be the default modifier
item for the modifier group.

MODIFIER ITEMS WITHOUT VARIATIONS

In some situations, you may not want to sell the modifier item by variation. In one scenario, for turkey sandwiches, you
have ‘Tomato’ as a modifier item to enable customers to customize their sandwich. In a second scenario, for steaks, you
want customers to determine the meat temperature of their steak, and you create the following modifier items: ‘Rare,’
‘Medium,” and ‘Medium Well.’

To add a modifier item without variations to modifier group:
You must first create the modifier item as an item without variations.
1. InSilver Back Office, select MENU > MODIFIERS.
2. Select the Modifier group for which you want to add the modifier.

3. Click Add Modifier. The Add Modifier dialog appears.

Add Modifier

Each modifier is also an item, Choose an existing item or create a new one:
(+)
When this item is sold as modifier in modifier group "HOT DRINK OPTIONS", should
it be sold with a different price?
Yes, use the following price: 0.00
No, sell with the default price (0.00)

When item using modifier group "HOT DRINK OPTIONS" is sold, should this modifier
be applied by default?

| | | =

4. Select an existing item from the drop-down list to configure an item as a modifier item.
-OR-

Click ‘+’ to add a new item. The Create Modifier Iltem dialog appears. Select a category from the drop-down list,
type a name for the modifier item, and select a tax category from the drop-down list. Optionally, type a price for
the item and an external ID number. You can leave the External ID blank and the system will assign a number to
the modifier item. Click Save Changes.

5. Identify the pricing for the modifier. The system defaults to ‘No, sell with the default price.” Select Yes to specify a
price for the modifier that is different from the menu item price for the same item and then type a price for the
item as a modifier.

6. (Optional) Select Yes to designate the modifier item as the default item for the modifier group. For example, if you
cook all burgers to a medium well temperature unless otherwise requested, select medium well as the default
choice.

7. Click Save Changes.
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MODIFIER ITEMS WITH VARIATIONS

You can also sell modifier items by variation of size. This allows you to price modifier items according to the size of the
menu item. For example, for turkey sandwiches, you offer the modifier item option of ‘Extra Cheese.” You may want to
charge more for extra cheese on a large sandwich rather than a small sandwich.

To sell a modifier with variations, the modifier item must be assigned variations and be priced according to variations.

When you choose to sell the modifier by variation, you can elect to create a modifier variation link, which connects the
modifier variation dimension (i.e., size) to the parent menu item variation dimension. This allows the system to
automatically apply the correct charge for the size of the modifier dimension based on the selection of the parent menu
item. Also, when you enable the modifier variation link, employees cannot change the size of the modifier at the POS, they
can only change the size of the parent menu item, which automatically changes the size of the modifier variation.

For example, you offer the following menu item, ‘Turkey Sandwich,” available in the following sizes, ‘S,” ‘M,” and ‘L.” You also
create a modifier, ‘Extra Cheese,” available in ‘S,” ‘M,’, and ‘L. You then elect to sell it by variation and link the variation of
the modifier to the parent menu item. When a customer orders a medium turkey sandwich with extra cheese, the system
automatically applies the correct modifier dimension and any associated price. If the customer changes their mind and
wants a small sandwich instead, the user changes the size of the sandwich and the system automatically changes the size of
the modifier.

The system links the variation dimension (i.e., ‘Size’) of a modifier only when you configure the variation dimensions of the
modifiers exactly as the variation dimensions of the parent item. Linking the dimension variations of the menu item and the
modifier item requires they have the same dimension name, same number of options, and the option names must be the
same.

The following table provides examples of menu and modifier items with variations and whether they can be linked.

Menu item with the Modifier item with the Can be linked
following following variation
variation options options
S,M, L S,M, L Yes
S,M, L Small, Medium, Large No
S, M, L M, L No
S,M, L Regular, Large No

To add a modifier item with variations to a modifier group:
You must first create the modifier item as an item with variations.
1. InSilver Back Office, select MENU > MODIFIERS.
2. Select the modifier group for which you want to add the modifier item.
3. Click Add Modifier.
4. Select the modifier from the drop-down list.

OR
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Click to add a new modifier item. The Create Modifier Item dialog appears. Select a category from the drop-down
list, type a name for the modifier item, and select a tax category from the drop-down list. Optionally, type a price
for the item and an external ID number. You can leave the External ID blank and the system will assign a number
to the modifier item. Click Save Changes.

Add Modifier

Each modifier is also an item, Choose an existing item or create a new one

[MODIFIERS/Extra Cheese (+)

When this item is sold as a modifier in modifier group "EXTRAS", should it be sold
with a different price?

@ W No, sell with the default item variation prices
Yes, use the following variation prices:

DEFAULT

s 0.50

M 075

~lle|le
=

L 1.00

B 065 065

When item using modifier group "EXTRAS" is sold, should this modifier be applied
by default?

(2] Yes

When this modifier is sold, should point of sale try to keep its variations linked with
parentitem’s variations?

(2] Link modifier variation

S st

5. Select the pricing for the modifier item. The system defaults to No, sell with the default item variation prices.

-OR-

Select Yes, use the following variation prices.

When you select Yes, type the price for which you want to sell each variation for the modifier item.
6. (Optional) Select Yes to designate the modifier item as the default item for the modifier group.

7. (Optional) Select Link modifier variation to link the size of the modifier variation to the parent item. For example,
you select a large sandwich and extra cheese. When you enable link modifier variation, the system automatically
applies the large extra cheese modifier. When you change the sandwich to small, the system automatically
changes the large extra cheese modifier to small. If you do not enable link modifier variation, you must manually
change the size of the modifier item variation.

8. Click Save Changes.

EDITING, REMOVING, AND SORTING MODIFIERS
You can edit a modifier, remove it from a modifier group, and rank the appearance of the modifiers.
To edit or remove a modifier item from a modifier group:
1. InSilver Back Office, select MENU > MODIFIERS.
2. Select the modifier group containing the modifier item you want to edit or remove.
3. Select the modifier item you want to edit or remove.
4. Make the desired edits and click Save Changes.

OR

© 2019 NCR, All rights reserved 100



Guide to Silver Back Office SILVER

Click Remove Modifier to remove the modifier item from the modifier group. A prompt appears. Click OK.
To sort modifier items within a modifier group:
You can rank modifier items within a modifier group or sort them alphabetically.
1. InSilver Back Office, select MENU > MODIFIERS.
2. Select the modifier group for which you want to sort modifier items.
3. Click Sort Alphabetically to sort the modifier items from A-Z.
OR

Click Sort Manually to manually sort the items. Use the up and down arrows to move a modifier item one level, or
drag and drop into place. Repeat until you have the modifier items ranked as desired. Click Done Sorting.

IMPORTING ITEMS, CATEGORIES, AND MODIFIERS

Rather than using Silver Back Office to create categories, items, and modifiers manually, you can import your menu from a
.csv file. Prior to importing a file, it is necessary to create tax categories and select one as your default. You cannot add tax
categories using the Import Items function.

1. Select Menu > Categories & Items.

2. Click Import Items.

3. Click Download Template, and save the file as a .csv file.

4. Open the file, complete the options, and save the file as a .csv file.

Although Silver Back Office allows for unlimited Modified By options, the import function only allows for five. You
can add additional Modified By options in Silver Back Office after completing the import.

5. Atthe Import Items screen in Silver Back Office, click Browse to Select File, navigate to the .csv file, and click
Open.

6. Click Review Item List. Silver Back Office checks for import errors.

Silver Back Office places a red caution icon next to any row with an error. Click the icon to reveal the error. Other
than tax category errors, you can either correct the error on the screen, or cancel the import, correct the error in
the .csv file, and re-import the file.

7. Click Import Item List.
8. Atthe Import Item List screen, click OK.
9. Click Exit.
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DISCOUNTS

Use the Discounts menu to create a means by which you can provide discounts to your customers. The system allows both
item level and ticket level discounts, applying item-level discounts first. You can also promote your discounts in an email
message to your customers.

ADDING DISCOUNTS

1.
2.

Select MENU > DISCOUNTS.

Select Add a Discount.

General Settings
Discount Name * AMOUNTORT
External 1D
Description® Arost Off T
POS Active v
Show discount on
Activity Summary charts v

Discount Settings
Discount Type * Proreted Arost u
Prompted Amount 000

Approval Needed
Barcode Range

Qualification

Applies To * Tucket u

Min Qualifying Amount M

Email Offer Only

Type a name for the discount. For discounts you plan to include in barcodes as part of email marketing, the name
cannot contain any spaces.

(Optional) Type an external ID for the discount. You can leave this field blank and the system will automatically
assign an external ID to the discount when you save the record.

Type a description for the discount.
(Optional) Clear active to deactivate the discount. By default, all new discounts are active.

(Optional) Clear Show the discount on Activity Summary charts to not have the discount calculated as part of the
totals on the Activity Summary page. For example, you may not want to have Employee Discounts appear as part

of the Discounts and Promotions calculation on the Activity Summary page to give you a more accurate reflection
of the effectiveness of your discounts and promotions.

Select the discount type from the drop-down list.

e Amount provides for a fixed dollar discount amount. You must type the amount for the discount.
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e Percent provides for a fixed discount percentage. You must type the percentage for the discount.
e Prompted Amount allows you to change the discounted amount during a sale.

e Prompted Percent allows you to change the discount percentage during a sale.

SILVER

e Set Item Price allows you to create a discount price to apply to an item. You must type the item price for the
discount. For example, if you sell many types of beers with different prices, you can create a special such as

‘All Bottled Beer, $3.00 All Day Tuesday.’
Type the amount or percentage for the discount.

(Optional) Select Approval Needed for a manager to authorize the discount on the POS.

(Optional) Type the starting and ending barcode range for the discount. The following apply to the barcode range:

e The barcode range must involve at least 1 alphanumeric character and no more than 20.
e The length of the start and end of the barcode strings must be the same.

e The barcode end range must be the same or greater than the barcode start range.

e The barcode ranges do not need to be unique across promotions.

Select either Item or Ticket, to specify the level at which to apply the discount.

If this is an item discount, type the minimum item price required to apply the discount.

-OR-

If this is a ticket discount, type the minimum sale amount required to apply the discount.

-OR-

Leave the amount as $0.00, if a minimum item price or sale amount is not required to apply the discount.

Select Email Offer Only to use the discount in your email marketing feature.

Click Save Changes.
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PROMOTIONS

Promotions are an advanced form of discounts you configure to drive sales in your restaurant. Some examples of the
promotions you can create include: BOGOs (Buy One Sandwich Get One Drink Free), combos (Buy One Sandwich, Chips, and
Drink for $7.50), and coupons (Present this coupon to receive 10% off your order).

NCR Silver Pro Restaurant provides you with a variety of options for creating promotions. When creating a promotion, you
define the promotion parameters through General Settings, Buy, and Discount. General Settings involves things such as
the name of the promotion, when the promotion is available (all the time or for a specific event), the trigger for the
promotion (automatically, apply manually by selecting from a list, or scan a barcode), and whether a manager must
approve the promotion.

Buy defines the minimum quantity of items required, the tag containing the items, and the minimum check subtotal
necessary, if any. Promotions rely on tags to specify the items required on a guest check for a promotion discount to apply.
You can create tags prior to configuring promotions or you can do so when configuring promotions.

Discount specifies to what the discount applies (all of the items or a specific item), the type of discount (amount off,
percentage off, or a set amount), and the amount of the discount. When you select percent off as the discount type, you
can define a maximum discount amount to limit the potential dollar amount of the discount.

The following table provides an example of how a discount may apply:

Rule Discount by an amount Discount by Discount to a set price

(To what items to apply
the discount)

percentage

Apply to all the found
items

Discount all the found
items by a total dollar
amount.

Example: When finding
a specified sandwich,
side, and drink,
discount the items by a
total amount of 50.50.

Discount all the found
items by a certain
percentage. Define a
maximum discount
amount.

Example: When finding
a specified sandwich,
side, and drink,
discount the items by
5%, but not more than
52.00.

Set the price of all the
found items to a
specified dollar
amount.

Example: When finding
a specified sandwich,
side, and drink, set the
total price for these
items to 57.00.

Apply to items found by
one of the rules

Discount each found
item by a dollar
amount. Limit how
many found items can
be discounted.

Example: When finding
two sandwiches and
two drinks, discount
each drink by 50.80.

Discount each found
item by a certain
percentage. Limit how
many found items can
be discounted.

Example: Find two
shots, discount one of
them by %100.

Set the unit price for
each found item. Limit
how many found items
can be discounted.

Example: Find two
shots, price one of
them at $3.00

Example 2: Find five
beers, price each of
them at 54.00.

© 2019 NCR, All rights reserved

104



Guide to Silver Back Office : SILVER

When a promotion applies to a guest check, the discount appears as a line item on the guest check screen. As a promotion
applies to items on the guest check, the system considers those items 'consumed.’ If you create more than one promotion,
Silver Back Office allows you to sort the order in which the POS evaluates promotions for inclusion on the guest check.

As part of the promotions feature, you should also review your user roles and access levels. Promotions rely on three access
levels:

e To be able to add and edit promotions in Silver Back Office, an employee must have a user role with the
'Promotions' access level.

e To be able to add promotions to a guest check on the POS, an employee must have a user role with the 'Apply
Discounts/Promotions' access level. This access level was formerly called 'Apply Discounts."'

e To be able to approve promotions requiring manager authorization, an employee must have a user role with
the 'Approve Discounts/Promotions' access level.

For multi-site locations, companies can create promotions and assign them to store. At the store-level, you cannot edit
promotions created at the company-level. However, stores can create their own promotions.

You can review promotions applied to guest checks on the Discounts and Promotions report in Silver Back Office.
An Overview of How Silver Pro Restaurant Adds Promotions to the Guest Check

If you add items to an order that trigger an automatic discount, when you manually apply another discount that uses some
of the same items, the manually applied discount takes precedence over the automatically applied discount. The system
applies the manual promotion and removes the automatic promotion, if the remaining items do not qualify for the
automatically applied promotion.

For example, you have two promotion discounts, a manually applied promotion for 2 sandwiches for $6 and an automatic
promotion of one sandwich, one chips, and one drink for $7.50. In one scenario, you add two sandwiches, apply the manual
promotion, and then add the drink and chips. The manual promotion applies and the system never applies the automatic
promotion.

In a second scenario, you add the following: one sandwich, one chips, and one drink. The system applies the automatic
promotion. You then add a second sandwich and apply the manual promotion of 2 sandwiches for $6. The system applies
the manual promotion and removes the automatic promotion.

An Overview of How Silver Pro Restaurant Removes Promotions From the Guest Check
A promotion discount can be removed in one of the following ways:
e Anitem included in the promotion is voided or cleared from the guest check.
e Anitemincluded in the promotion no longer contains the required quantity for the promotion to apply.
e Asplit ticket causes items participating in the promotion to no longer be on the same ticket.
e An employee manually removes a manually added promotion.

e An employee manually adds a promotion that uses items required by an automatic promotion. The system
removes the automatic promotion if the remaining items do not meet the qualifications for the promotion.

CONFIGURING PROMOTIONS

You can create a number of different promotions. This section includes a general overview of the options for configuring a
promotion and is followed by five examples of configuring different promotions. The scenarios that follow are examples of
some common promotions and are not exhaustive of all the possible types of promotions you can create with NCR Silver
Pro Restaurant.
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To configure a promotion:

1.
2.

In Silver Back Office, select MENU > PROMOTIONS.

Click Add a Promotion.

Promotion Detail

* Incicates regurec Nwic
General Settings
Name * an

Extsrnal 1D

PO2 Aotive "]
Aotivate by Event Tha poeclcn o v ot ol imz u
Print Check on Cloce
Trigger Agply memushy (adiext from had) v ]
Appeoval Need ed
Show promotion on
Aotivity Summary charts -
Buy Rules

Minimum tioket cubdotal oplonsl misimus Dokt 3o

Qty * Itamc tagged with ¢ Mix / Matoh
0
() 1 Trocaeiag - ’
Discount
On ttsme Max Gly Discount Type Amount Off + Maximum Dicoount
Amount
al u Amounz off u amourt
Price Lists
W PRICT

Under ‘General Settings,” type a name for the promotion. The name will appear on the guest check screen when
you apply the promotion.

(Optional) Type an external ID for the promotion. You can leave this field blank and the system will automatically
assign an external ID to the promotion when you save the record.

(Optional-Single Site merchants only) Clear Available to disable the promotion. By default, NCR Silver Pro
Restaurant enables promotions.

(Multi-Sites only) At the company level, click Assign to assign the promotion to stores.

(Optional) Select an event from the drop-down list to activate the promotion. Leave the field blank to make the
promotion active at all times.

(Optional) Select Print check on close to print a duplicate receipt when you close the check.
Select a trigger for the promotion from the drop-down box. The available options are:

e Apply manually (select from list) to require employees to select the promotion from a list on the POS. Only
the promotions that can apply to the guest check appear for an employee to select.

e Detect automatically to have the system automatically apply the promotion when the guest check meets the
requirements of the promotion.
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e Scan barcode to require employees to scan a barcode to apply the promotion. When selecting scan barcode, it
is necessary to configure the barcode range. The following apply to the barcode range:

o The barcode range must involve at least 1 alphanumeric character and no more than 20.
o The length of the start and end of the barcode strings must be the same.

o The barcode end range must be the same or greater than the barcode start range.

o The barcode ranges do not need to be unique across promotions.

(Optional) Select Approval needed for a manager to authorize the promotion on the POS. This option is only
available when you select ‘Apply manually’ or ‘Scan barcode’ as the promotion trigger.

(Optional) Clear Show the discount on Activity Summary charts to not have the discount calculated as part of the
totals on the Activity Summary page. For example, you may not want to have Employee Discounts appear as part

of the Discounts and Promotions calculation on the Activity Summary page to give you a more accurate reflection
of the effectiveness of your discounts and promotions.

(Optional) Under ‘Buy,” enter the amount for the minimum ticket subtotal for the promotion to apply. You can
leave this blank if you do not want to require a minimum.

Define the first rule for the promotion:
e Update the quantity, if greater than ‘1.’
e Select the tag containing the items for the promotion.

e (Optional) Clear Mix/Match to require all items meeting the condition of the rule to be exactly the same. For
example, in a sandwiches promotion, if Mix/Match is not enabled, both sandwiches must be the same, as in
meatball sandwich. By default, NCR Silver Pro Restaurant enables Mix/Match, which allows different items
with the same tag to be combined to meet the rule’s condition. For example, in a sandwiches promotion, if
Mix/Match is enabled, one sandwich could be a meatball and another could be turkey. If the rule quantity is
‘1, then Mix/Match is not an available option.

Click to © add an additional rule for the promotion and repeat step 12. For some promotions, you may have
multiple rules, particularly if you are creating a promotion with items from different tags.

Under ‘Discount,” select the rule for which the discount applies. The system defaults to ‘all.”

e When you select a specific rule for the discount, the discount only applies to that rule. For example, you have
a BOGO promotion of buy one sandwich get one drink free. You would apply the discount to the rule
containing the drink tag.

Select the quantity for the discount. For example, if you are providing a BOGO coupon, the discount applies to ‘1’
item. If you are providing a ‘Buy 4 shots, get 2 half off,” the discount applies to ‘2’ items.

Select the discount type from the drop-down list. The options are:
e Percent Off to provide a discount in the form of a percentage, such as 50% off.
e Amount Off to provide a discount in the form of a dollar amount, such as $2.00 off.

e Set Amount to provide a discount as a set sales amount, such as $7.50. This causes the system to charge a set
amount for the items.

Type the amount for the discount.

(Optional) Type the maximum discount amount. You can only enter a maximum discount amount for the
promotion when using Percent Off. A maximum discount amount provides a limit you are willing to discount. For

© 2019 NCR, All rights reserved 107



20. Click Save.

Guide to Silver Back Office

SILVER

example, you create a promotion for 50% off and you add a maximum discount amount of $10. If the promotion
items total $15, the discount is $7.50. If the promotion items total $30, the discount is $10 rather than $15, since
$10 is the maximum dollar amount you want to discount.

' SCENARIO 1: BOGO

You want to create a promotion where the purchase of one sandwich allows for one free drink. You also want the

promotion to apply automatically and you limit the maximum discount amount to $2.00. Prior to creating the promotion,
you create two tags, one for sandwiches and one for drinks.

The system processes the promotion as follows: When the guest check contains one item from each tag group, the system
automatically discounts the item from the drinks tag by 100% up to $2.00.

1.
2.

© N o v B~ W

In Silver Back Office, select MENU > PROMOTIONS.
Click Add a Promotion.

Promotion Detail

* Indicates required field

General Settings

Name * BOGO Drink
External ID External ID
POS Active [}
Activate by Event This promotion is active at all times
Print Check on Close v
Trigger Detect automatically
Show promotion on
Activity Summary charts
Buy Rules
Minimum ticket subtotal optional minimum ticket subtotal
aty * Items tagged with * Mix / Match
° 1 Choose tag /'
Discount
Onitems Max Qty Discount Type Amount Off * Maximum Discount

Amount

Type a name for the promotion, such as ‘BOGO Drink.”

Select Detect automatically as the event trigger.

© 2019 NCR, All rights reserved

(Multi-Sites only) At the company level, click Assign to assign the promotion to stores.
Leave the Event field blank to make the promotion active at all times.

Select Print check on close to print a duplicate receipt when you close the check.

(Optional) Clear Show the discount on Activity Summary charts to not have the discount calculated as part of the
totals on the Activity Summary page. For example, you may not want to have Employee Discounts appear as part

of the Discounts and Promotions calculation on the Activity Summary page to give you a more accurate reflection
of the effectiveness of your discounts and promotions.
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Under ‘Buy,’ for the first rule of the promotion, select the Sandwich tag.

Click @ to add a second rule for the promotion and select the Drink tag.
Under ‘Discount,” select Drinks (rule#2) from the drop-down list.

Type 1 for the quantity.

Select Percent Off from the Type drop-down list.

Type 100 for the percent off.

Type $2.00 for the maximum discount amount. If the drink costs more than $2.00, the system will only provide a
discount for $2.00.

Click Save.

éSCENARIO 2: HAPPY HOUR SPECIAL

You want to create a promotion where you sell 2 beers and the second beer is 50% off. You want the promotion to apply
automatically during the Happy Hour event and the maximum discount amount is $5.00. Prior to creating the promotion,
you create a Beer tag and a Happy Hour event.

The system processes the promotion as follows: When the guest check contains two items from the tag during the Happy
Hour event, the system automatically applies a 50% discount to the lower priced item up to $5.00.

1.
2.

3.
4.
5.

In Silver Back Office, select MENU > PROMOTIONS.

Click Add a Promotion.

Promotion Detail
* Indicates required field.
~
General Settings
Name * Happy Hour Beer Spec.
External ID External ID
POS Active 7]
Activate by Event happy hour ﬁ
Print Check on Close 7]
Trigger Detect automatically
Show promotion on
Activity Summary charts
Buy Rules
Minimum ticket subtotal optional minimum ticket subtotal
aty * Items tagged with * Mix / Match
° 1 Choose tag Va
Discount
On items Max Qty Discount Type Amount Off * Maximum Discount
v

Type a name for the promotion, such as ‘Happy Hour Beer Special.”
(Multi-Sites only) At the company level, click Assign to assign the promotion to stores.

Select the Happy Hour event from the drop-down list.
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(Optional) Select Print check on close to print a duplicate receipt when you close the check.
Select Detect automatically as the event trigger.

(Optional) Clear Show the discount on Activity Summary charts to not have the discount calculated as part of the
totals on the Activity Summary page. For example, you may not want to have Employee Discounts appear as part

of the Discounts and Promotions calculation on the Activity Summary page to give you a more accurate reflection
of the effectiveness of your discounts and promotions.

Under ‘Buy,’ for the first rule of the promotion, type ‘2’ for the quantity and select the Beer tag.

Under ‘Discount,” select Beer (rule #1) for on items, as you only want to provide a discount to the second beer.
Select Percent Off from the Type drop-down list.

Type 50 for the percent off.

Type 5 for the maximum discount amount.

Click Save.

'SCENARIO 3: COMBO

You want to create a combo promotion where you sell one sandwich, one chips, and one soft drink for the set price of
$7.50. You want the promotion to apply automatically. Prior to creating the promotion, you create three tags: one for
sandwiches, one for chips, and one for drinks.

The system process the promotion as follows: When the guest check contains one item from each tag, the system
automatically applies the defined set price.

1.
2.

In Silver Back Office, select MENU > PROMOTIONS.

Click Add a Promotion.

Promotion Detail

* Indicates required field

General Settings

Name * Sandwich, Chips, Drink Combo

External ID

POS Active v

Activate by Event This promotion is active at al times
Print Check on Close *]

Trigger Detect automatically V]

Show promotion on
Activity Summary charts

Buy Rules

Minimum ticket subtotal

Qty * Items tagged with * Mix / Match
° 1 sandwich ,‘
° 1 chips ,‘
° 1 drink ,'
Discount
On items Max Qty Discount Type Set Price * Maximum Discount
Amount
Al V] Set Price (V] 7.50
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Type a name for the promotion, such as ‘Sandwich, Chips, Drink combo.”

(Multi-Sites only) At the company level, click Assign to assign the promotion to stores.
Leave the event field blank to make the promotion active at all times.

(Optional) Select Print check on close to print a duplicate receipt when you close the check.
Select Detect automatically as the event trigger.

(Optional) Clear Show the discount on Activity Summary charts to not have the discount calculated as part of the
totals on the Activity Summary page. For example, you may not want to have Employee Discounts appear as part

of the Discounts and Promotions calculation on the Activity Summary page to give you a more accurate reflection
of the effectiveness of your discounts and promotions.

Under ‘Buy,’ for the first rule of the promotion, select the Sandwich tag.
Click @ to create a second rule for the promotion and select the Chips tag.

Click @ to create a third rule for the promotion and select the Drinks tag.
Under ‘Discount,’ select All for on items.

Select Set Price from the Type drop-down list.

Type 7.50 for the set price amount.

Click Save.

'SCENARIO 4: COUPON

You want to create a promotion for a free cookie with the purchase of a sandwich and the presentation of a coupon. The
promotion will only be good for the month of April. Additionally, you want to cap the maximum discount amount at $2.50.
Prior to creating the promotion, you create two tags, one for sandwiches and one for cookies. You also create an event for
the promotion.

The system process the promotion as follows: The customer presents the coupon at the time of payment. The employee
scans the coupon and the system confirms the guest check contains the necessary items for the promotion to apply. If it
does, the system applies the discount to the cookie up to $2.50.

1.
2.

In Silver Back Office, select MENU > PROMOTIONS.

Click Add a Promotion.
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CD's Cafe (2] (5]
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
CATEGORIES & ITEMS MODIFIERS DEPARTMENTS TAGS DISCOUNTS PROMOTIONS EVENTS
Promotion Detail © s ramton
General Settings
Name * [Fee Cookid
External ID
Available v
Activate by Event Cookie Coupon V]
Print Check on Close v
Trigger Scan barcode
Barcode Range * 12345 - 12345
Approval Needed
Buy
Minimum ticket subtotal
Qty * Items tagged with * Mix | Match
[-) 1 Sandwiches Va v
-} 1 Cookies Va @
Discount
On items aty * Type Percent Off * Maximum Discount
Amount
Cookies (ule #2) 1 Percent OFf 100 25
‘ ‘ Discard Changes

Type a name for the promotion, such as ‘Free Cookie.”

(Multi-Sites only) At the company level, click Assign to assign the promotion to stores.
Select the event from the drop-down list.

Select Print check on close to print a duplicate receipt when you close the check.
Select Scan barcode as the event trigger.

Type the starting and ending barcode range.

(Optional) Clear Show the discount on Activity Summary charts to not have the discount calculated as part of the
totals on the Activity Summary page. For example, you may not want to have Employee Discounts appear as part

of the Discounts and Promotions calculation on the Activity Summary page to give you a more accurate reflection
of the effectiveness of your discounts and promotions.

Under ‘Buy,’ for the first rule of the promotion, select the Sandwich tag.

Click @ to create a second rule for the promotion and select the Cookies tag.
Under ‘Discount,” select Cookies (rule #2) for On items.

Select ‘1’ for the quantity.

Select Percent Off from the Type drop-down list.

Type 100 for the percent off.

Type 2.50 for the maximum discount amount.

Click Save.
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. SCENARIO 5: AMOUNT OFF

You want to create a promotion for $3.00 off one hamburger when a customer purchases two hamburgers. You want the
promotion to require the presentation of a coupon and have a manager authorize the discount. Additionally, the promotion
is only to apply for the month of April. Prior to creating the promotion, you create one burger tag and an event for the
promotion.

The system processes the promotion as follows: The customer presents the coupon at the time of payment. The employee
scans the coupon and the system confirms the items are from the Burger tag. If the guest check meets the promotion
requirements, the system prompts the employee for manager authorization to apply the discount. The system captures a
count of which barcode and promotion has been scanned.

1. InSilver Back Office, select MENU > PROMOTIONS.
2. Click Add a Promotion.

CD's Cafe (2] (5]
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
CATEGORIES&ITEMS | MODIFIERS = DEPARTMENTS = TAGS | DISCOUNTS = PROMOTIONS | EVENTS

Promotion Detail @ oeete romonen
General Settings -

Name * $3 OFf Burger

External ID

Available [~

Activate by Event Burger Special (V]

Print Check on Close v

Trigger Scan barcade

Barcode Range * 333 - 333
 Approval Needed

Buy

Minimum ticket subtotal

aty* Items tagged with * Mix / Match
(-] 2 Burgers Va @
+)
Discount
on items aty* Type Amount Off * Maximum Discount
Amount

(Burgers (rule #1) QY20 rrnnnns,  Amount OFf 3

=

Type a name for the promotion, such as ’$3 Off Burger.’
Select Available to enable the promotion.

Select the event for the promotion, such as ‘Burger Special.’
Select Print check on close.

Select Scan barcode as the trigger.

Type the starting and ending barcode range.

W N U ~w

Select Approval needed.

10. (Optional) Clear Show the discount on Activity Summary charts to not have the discount calculated as part of the
totals on the Activity Summary page. For example, you may not want to have Employee Discounts appear as part
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of the Discounts and Promotions calculation on the Activity Summary page to give you a more accurate reflection
of the effectiveness of your discounts and promotions.

11. Under ‘Buy,’ for the first rule of the promotion, type 2 for the quantity and select the Burgers tag from the drop-
down list.

12. Under ‘Discount,” select Burgers (rule#1) for on items, as you only want to discount the second burger.
13. Type 1 for the quantity.

14. Select Amount off from the Type drop-down list.

15. Type ‘3.00’ for the amount off.

16. Click Save.
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SORTING PROMOTIONS

After you create promotions, you can sort the order in which the POS seeks to apply them. The POS stops searching for
promotions once it finds the first promotion that applies to the guest check.

For multi-site operations, additional rules apply when sorting promotions. At the company level, you can sort all

promotions. At the store level, you can only sort promotions created at the store level.

Eal A

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES ECOMMERCE HELP
CATEGORIES & ITEMS MODIFIERS DISCOUNTS PROMOTION S PRICE LISTS MORE ...
Search All Promotions Q
PROMOTIONS [2] oonesoriva () AdasPromatn
RANK . NAME POS ACTIVE ACTIVATE BY EVENT
1 Burger Comto Yes
2 BOGO Coffee Yes
B Free Drink with Sandwich Yes
i Facebock Camba Yo
5 ML Test Yes
3 SIMPLE Yes
I Beer + Token $2 Yes

In Silver Back Office, select MENU > PROMOTIONS.

Click Sort Order.

Enter the Enter the rank in which you want to order the promotions, 1 being the first in line.

Click Done Sorting.

DELETING PROMOTIONS

In some cases, you may wish to delete a promotion, which you can do in Silver Back Office at the PROMOTIONS page.
However, if you think you may use the promotion at some point in the future, you may want to deactivate the promotion
rather than deleting it.

In Silver Back Office, select MENU > PROMOTIONS.

1.

2
3.
4

Select the promotion you want to delete.

Click Remove promotion. A warning prompt appears.

Click OK.
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PRICE LISTS

Price Lists are a convenient way for you to manage all of your prices in NCR Silver Pro Restaurant. Price Lists allow you to
quickly update prices in one place in Silver Back Office without having to edit each item record. Additionally, you can

schedule when you want the prices to take effect. Price Lists also enable you to schedule and manage pricing for events and

promotions.

For multi-stores, you can use price lists to manage pricing for individual stores. Users assigned to a specific store can only
see the price lists assigned to their store. Additionally, price lists can be created at the store level.

Price Lists allow you to set prices for:

e [tems and items with variations.

e Modifier items and modifier items with variations (as long as the modifier is set to be priced differently than

the underlying item).
e  Promotions using Set Price and Amount Off discounts.

How does the POS know which price to apply?

e  First, the POS checks for an active event-based price list. If two or more event-based price lists overlap (i.e.,

the events occur at the same time), the POS uses the price list with the higher ranking. (See ‘Ranking Event-
Based Price Lists.”)

e If an active event-based price list does not exist, the POS checks for an active non-event based price list.

e (Multi-store only) If a non-event based price list does not exist, the POS uses the store override price, if any.

e If anon-event based price list does not exist and a store override price does not exist, the POS uses the
company price. This is the price assigned to the object on the corresponding item or modifier record.

How does the POS know which price to use when a promotion applies?

e  First, the POS checks for an active event-based price list. If two or more event based price lists overlap, the
POS uses the price list with the higher ranking. (See ‘Ranking Event-Based Price Lists.’)

e [f a active event-based price list does not exist, the POS checks an active non-event based price list.
e [f an active non-event based price list does not exist, the POS uses the value from the promotions page.

With price lists, NCR Silver Pro Restaurant adds one new access level, 'Price Lists,” which allows you to control the users
who can access the Price Lists page in Silver Back Office. Review your user roles to ensure they possess the appropriate
access levels.

© 2019 NCR, All rights reserved
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CONFIGURING PRICE LISTS

When you create a price list, you can associate it to an event or you can set a specific start date. If you do not assign an
event or a specific start date, the start date is considered to be the current date and the new price list takes effect at the

next data sync.

CD's Cafe | e 0 e a
= Tronrors
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
CATEGORIES & ITEMS MODIFIERS DISCOUNTS PROMOTIONS PRICELISTS MORE ...
Pr|ce Lists [::] Sort Order o Add a Price List
NAME EVENT SCHEDULE START DATE END DATE
Tier 1 Price List 09/01/2015
Tier 2 Price List 1110172015
Happy Hour Happy Hour
Burger Special Burger Special
Tax Day Special Tax Day Special
New Years New Years
July 4th July 4th

CONFIGURING A NON-EVENT BASED PRICE LIST
1. InSilver Back Office, select MENU > PRICE LISTS.
2. Select ADD A PRICE LIST.
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MY STORE RESULTS MENU CUSTOMERS EMPLOYEES ECOMMERCE HELP
CATEGORIES & ITEMS MODIFIERS DISCOUNTS PROMOTIONS PRICE LISTS MORE ...
Edit Price List 'Type A' B owon Q) Remove prce st ([ Dupicate Price Lis
* Indicates required fiekd
Price List Settings
Name *: Type A
Activate by Event: This Price Ust is Active At All Times
Start Date: B o Piease note: There are other Price Lists that conflict with this date range.
End Date: 52}
Store Assignment “Store #1
Apply To Order Mode ¥ Al Order Modes v v v ¥4 ¥4
Prices
Ttems Q n Import Price List
CATEGORY/
MODIFIER GROUP/
TYPE . PROMOTION NAME DEFAULT PRICE LIST PRICE
ftem 88 BURG BACON BURGER 12.50 13.00
ftem 88 BURG BB LETTUCE 1
ftem 88 BURG CHEESE BURGER-1 150
ftem 88 BURG MUSH BURGER 150 12.00
ftem 88 BURG TURKEY BURGER 10.50 1.00
ftem BB CAT43 CO ITEM 1 (ALLSTORE) 1.00
ftem BB CAT43 CO ITEM 2 (STORE1) 2.00
ftem BBCAT43 CO ITEM 3 (STORE2) 3.00
ftem BBCAT43 HAMBURGER 10.50
ftem BBCAT43 Store 1 ltem 1 150
m rara 88 Tam ¢ <nn
- a

Under ‘Price List Settings,” type a name for the price list.

Use the default setting, ‘This Price List is Active At All Times.” You can use the start and end date to control the
activation of the price list. To create a price list with an event, see ‘Configuring an Event-Based Price List.’

(Optional) Select a start date for the price list. The start date allows you to create a price list and have it take effect
on a certain date, rather than immediately. If you want the price list to take effect immediately, leave the start
date blank.

Optional) Select an end date. If you do not want to have an end date for the price list, leave end date blank.

If you have a price list with a start date of 01/01/2015 and no end date, and a second price list with a start date of
09/01/2015 and no end date, the first price list remains active until 09/01/215 when the second price list takes
effect.

(Multi-Store only) Click Assign Stores to assign the price list to a store. The Stores screen appears. Select the stores
for which to assign the price list and click Done.

Select which Order Modes the price list should be applied to.

Under ‘Prices,’ select the filter by which to edit prices from the drop-down list. The options are ‘All,” Items,’
‘Modifiers,” and ‘Promotions.’

-OR-

© 2019 NCR, All rights reserved 118



Guide to Silver Back Office SILVER

Type the name of the object for which to search and click “L to initiate a search. You can type the entire name of
the object or a string of characters. For example, if you type ‘be,” the search results include all objects containing
the character string ‘be.’

The matching objects appear on the screen. Each object is identified with:
e An object type, such as ‘Item,’ ’Item Variation,” ‘Modifier,” ‘Modifier Variation,” and ‘Promotion.’
e An object identifier, such as ‘Category,” ‘Modifier Group,” or ‘Promotion.’
e Theitem name.
e The default price, which is the price of the object on the individual record.
10. Under ‘List Price,” type the price for the item.
11. Click Save.
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éCONFIGURING AN EVENT-BASED PRICE LIST

Event-based price lists allow you to set the prices of items for an event on one screen, rather than having to edit each
individual item. Prior to creating an event-based priced list, you must create the event at MENU > EVENTS.

1. InSilver Back Office, select MENU > PRICE LISTS.
2. Select ADD A PRICE LIST.

Start Date:

B o Piease note: There are other Price Lists that conflict with this date range.

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES ECOMMERCE HELP
CATEGORIES & ITEMS MODIFIERS DISCOUNTS PROMOTIONS PRICE LISTS MORE ...
Edit Price List 'Type A' g Export ° Remave Price List r. Duplicate Price List
* Indicates required fieid.
Price List Settings
Name *: Type A
Activate by Event: This Price List s Active At All Times

End Date: 2]
Store Assignment m “Store #1
Apply To Order Mode ¥ Al Order Modes v v v ¥4 ¥4
Prices
Items B oo price st
CATEGORY/
MODIFIER GROUP/
TYPE . PROMOTION NAME DEFAULT PRICE LIST PRICE
item 88 BURG BACON BURGER 1250 13.00
ftem 88 BURG BB LETTUCE 1
ftem 88 BURG CHEESE BURGER-1 11.50
ftem 88 BURG MUSH BURGER 11.50 12.00
ftem 88 BURG TURKEY BURGER 1050 11.00
ftem BBCAT43 COITEM 1 (ALLSTORE) 1.00
Hem BB CAT4.3 CO ITEM 2 (STORE1) 2.00
ftem BB CAT4.3 CO ITEM 3 (STORE2) 3.00
ftem BBCAT43 HAMBURGER 1050
item BB CAT4.3 Store 1 Item 1 1.50

am AT 08 Tam ¢ “nn

3. Under ‘Price List Settings,” type a name for the price list.

4. Select an event from the drop-down list to associate with the price list. When you select an event for a price list,
you cannot add a start date or an end date for the price list. The occurrence of the price list for the event is
determined by the event configuration on the Events page.

5. (Multi-Store only) Click Assign Stores to assign the price list to a store. The Stores screen appears. Select the stores
for which to assign the price list and click Done.

6. Select which Order Modes the price list should be applied to.

7. Under ‘Prices,’ select the filter by which to edit prices from the drop-down list. The options are ‘All,” Items,’
‘Modifiers,” and ‘Promotions.’

-OR-
Type the name of the object for which to search and click Q to initiate a search. You can type the entire name of

the object or a string of characters. For example, if you type ‘be,” the search results include all objects containing
the character string ‘be.’
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The matching objects appear on the screen. Each object is identified with:

e An object type, such as ‘Item,” ‘Item Variation,” ‘Modifier,” ‘Modifier Variation,” and ‘Promotion.’
e An object identifier, such as ‘Category,” ‘Modifier Group,” or ‘Promotion.’

e Theitem name.

e The default price, which is the price of the object on the individual record.

Under ‘List Price,’ type the price for the item.

Click Save.

EDITING A PRICE LIST

You can easily edit a price list.

1.

2
3.
4

In Silver Back Office, select MENU > PRICE LISTS.
Select the price list you want to edit. The Edit Price List screen appears.
Make the necessary changes.

Click Save.

DUPLICATING A PRICE LIST

In some cases, you may want to duplicate an existing price list. For example, you created a price list for 2015 and now you
want to create a price list for 2016. You can duplicate the 2015 price list and edit the prices.

1.
2.
3.

In Silver Back Office, select MENU > PRICE LISTS.
Select the price list you want to duplicate.

Click Duplicate Price List on the top right of the screen. The system duplicates the price list and retains all of the
information except the name. In Multi-Store, if you assigned the original price list to a specific set of stores, the
duplicated price list will be assigned to those same stores. Click Assign Stores to edit the store assignment of the
price list.

Type a name for the duplicated price list.
Make any other necessary changes.

Click Save.

REMOVING A PRICE LIST

In some cases, you may want to remove a price list. You can easily do so.

1
2
3.
4

In Silver Back Office, select MENU > PRICE LISTS.
Select the price list you want to remove.
Click Remove Price List on the top right of the screen. A prompt appears.

Click OK. The system removes the price list and returns to the Price Lists screen.
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RANKING EVENT-BASED PRICE LISTS

Event-based price lists have priority over non-event based price lists, when both are active. On occasions when two event-
based price lists overlap, the POS uses the event-based price list with the higher ranking. You can sort event-based price
lists to designate one with a higher ranking than the other should they overlap.

1. InSilver Back Office, select MENU > PRICE LISTS.

2. Click Sort Order on the top right side of the screen.

3. Select the price list you want to sort.

4. Click & to move a price list up one level or click ¥ to move a price list down one level.
5

Click Done Sorting.

VIEWING PRICE LISTS ON THE POS

On the POS, you can view which price lists are currently active and which are upcoming.
1. Atthe POS home screen, tap E to view the slide out menu.
2. Tap Details.

3. Tap Price Lists. The Price Lists screen appears.

£ Details Price Lists

ACTIVE PRICE LISTS
Happy Hour Price List Ends at 2015-Jul-02 10:30 AM|
Event: Happy Hour Mon, Tue, Wed, Thu, Fri (12:00 AM - 10:30 AM)f
Tier 2 Price List Has no end date|
No Event

UPCOMING PRICE LISTS
Tier 1 Price List Starts at 2015-Sep-01
No Event

4. Tap Details.

5. Tap Close.
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Use the Departments menu to organize your categories. For example, when viewing reports, you may want to evaluate
your restaurant according to departments, such as, ‘Food,” ‘Beverage,’ and ‘Alcohol,” rather than by categories such as,
‘Sandwiches,” and ‘Soups.” The Department Sales Report includes an option for you to display the corresponding categories

for each department on the report.

O Add a Department

Unassigned (0 Categories)
BEER (0 Categories)

BEVERAGE (6 Categories)

FOOD (7 Categories)
LIQUOR (0 Categories)
RETAIL (0 Categories)
WINE (0 Categories)

MY STORE

CATEGORIES & ITEMS

® FOOD

RESULTS

MODIFIERS

(7 Categories)

CATEGORY NAME

MENU

DEPARTMENTS

DISCOUNTS

CUSTOMERS

EVENTS

B

EMPLOYEES

HELP

SOUPS

HOT SANDW

PASTRIES

COLD SANDW
BREAKFAST

SALADS
BUFFET

NCR Silver Pro Restaurant includes five default departments, ‘Food,” ‘Liquor,’ ‘Beer,” ‘Wine,” and ‘Retail.” You can add
additional departments and remove existing ones, as long as the department does not contain any categories. When you
move a category from one department to another, the system automatically removes the category from the previous
department as categories can only belong to one department.

ADDING A DEPARTMENT

1.
2.

o v &~ w

Click Add a Department.

Click Save.

© 2019 NCR, All rights reserved

Select MENU > DEPARTMENTS.

Edit Department

Department Name: {Foon)

Category Assigned

DRINKS
COFFEE
BREAKFAST
PASTRIES
LIQUOR
RETAIL
SOUPS
SALAD
SANDWICHES
BURGERS
SIDES

|

=

OoREOE

SEEEEC

Current Department
FOOD
FOOD

FOOD
LIQUOR
RETAIL
FOOD
FOOD
FOOD
FOOD
FOOD

Type the name for the department.

Select the categories to assign to the department.

(Optional) Click Tag to assign tags to the department.
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EDITING A DEPARTMENT

You can assign categories to a department, or delete a department. You can only delete a department with no categories
assigned to it.

1. Select MENU > DEPARTMENTS.

2. Click D next to the department you wish to edit or remove.

3. Select the categories to assign to the department and click Save.

-OR-

Select Remove to delete the category and tap OK.

TAGS

Tags are a way to group items for things such as promotions. Tags can include departments, categories, items, and items
with variations, which are referred to as objects in this guide. When you configure a promotion, NCR Silver Pro Restaurant
uses tags to identify the items required for a promotion to apply.

Before you configure a promotion, you must first create a tag. Tag creation and editing occurs in Silver Back Office and
requires the access level ‘Tags.” You can create a tag at the TAGS page or when creating a promotion. You can assign a
department, category, item, or item with variation to a tag at the specific object page. For multi-site locations, you can only
create and edit tags at the company—level. Tags are read-only at the store level.

Other important information regarding tags:

You can have multiple tags.
A department, category, item, or item with variation can belong to different tags.

When you assign a department or a category to a tag, all items belonging to the department or category
belong to the tag.

You cannot create tags from the POS.
The Item Import function does not support tag assignment.
The Edit Multiple Items function does not support tag assignment.

If a promotion uses a tag, you cannot delete the tag.

CONFIGURING TAGS

To create a tag and assign objects to the Tag:

1. In Silver Back Office, select MENU > TAGS.
2. Click Add a Tag.

© 2019 NCR, All rights reserved 124



Guide to Silver Back Office

SILVER

6.
7.

Type Name Type
Departm... BEER (All ltems)

Departm... FOOD (All items)

Departm... LIQUOR (All items) i ‘
Departm... RETAIL (All items)

Departm... WINE (All ltems) N

‘ Discard Changes

CD's QS Demo Dale Lipscomb B Settings a
[ON=M SILVER
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
CATEGORIES & ITEMS MODIFIERS DISCOUNTS PROMOTIONS PRICE LISTS MORE ...
Name Tag Name External ID
Filter Search
Al Q
Untagged Tagged

Type a name for the tag.

Type an external ID number (optional. Used in 3™ part solutions).

Select a method by which to filter the items available to tag from the drop-down box. The options are ‘All,’

‘Departments,” ‘Categories,’ ‘Items,” and ‘Item variations.” The system defaults to ‘All.” The objects available to tag
appear under ‘Matching untagged objects.’

OR

Type the name of the object to search and click to initiate a search. The search results appear under ‘Matching
untagged objects.” You can type the entire name of the object or a string of characters. For example, if you type
‘be,’ the search results include all objects containing the character string ‘be.’

Under ‘Matching untagged objects,’ select the object to tag and click Tag. The system moves the object to

‘Matching tagged objects.’

Repeat steps 4 through 5 to add additional objects to the tag.

Click Save.

To assign an individual item to a tag:

1.
2.
3.

In Silver Back Office, select MENU > CATEGORIES & ITEMS.

Select the item to tag. The Item Details screen appears.

Click Tag. The Tag dialog appears.

© 2019 NCR, All rights reserved
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Tag Tacos

Which Tags apply to Tacos?
Name Owner

[[] ANTags
[[]  Sandwiches

|

4. Select the tags to apply to the item.

5. Click Done. The system returns to the Item Details screen.
6. Click Save.
To assign an item with a variation to a tag:
1. InSilver Back Office, select MENU > CATEGORIES & ITEMS.
2. Select the item with variations to tag. The Item Details screen appears.

Size

© Barcode

Assign Bar codes
© Extemnal ID Assign Extemal ID

Tax and Pricing

Price * Use variation Size for pricing [] Prompt for Price at POS
Sold by * ©Each O WeightMeasure
Tax Category *  Food Tax

size DEFAULT SALES PRICE TAGS

S % e iEm
Bowl | 0 EM h

Event Based Pricing

o= event VARIATION Price

E | \ \
3. Under ‘Tax and Pricing,” select the variation you want to tag and click Tag. The Tag dialog appears.
4. Select the tags to apply to the variation.
5. Click Done.
6. Click Save.
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To assign a category to a tag:

1. InSilver Back Office, select MENU > CATEGORIES & ITEMS.

2. Click I:l for the category to tag. The Edit Category dialog appears.

Edit Category

Category Name: SANDWICHES

Department: FOOD

@ Tags Sandwiches

No Color

Sample Item

SANDWICHES

= E3

3. Click Tag. The Tag dialog appears.

4. Select the tags to apply to the category.

5. Click Done. The Edit Category dialog appears.
6. Click Save.

To assign a department to a tag:

1. InSilver Back Office, select MENU > DEPARTMENTS.

2. Click Dfor the department to tag. The Edit Department dialog appears.

Edit Department

Department Name: i FOOD)

Category Assigned Current Department
DRINKS FOOD
COFFEE FOOD
BREAKFAST =

PASTRIES FOOD
LIQUOR = LIQUOR
RETAIL [} RETAIL
SOuUPS FOOD
SALAD FOOD
SANDWICHES FOOD
BURGERS FOOD
SIDES FOOD

0 =

A

© 2019 NCR, All rights reserved
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Click Tag. The Tag dialog appears.
Select the tags to apply to the department.
Click Done. The Edit Department dialog appears.

o v M w

Click Save.
To remove a department, category, or item from a tag:
1. In Silver Back Office, select MENU > TAGS.
2. Select the tag you want to edit.
3. Under ‘Matching tagged objects,” select the object you want to remove from the tag.
4. Click Untag.
5. Click Save.
To delete a tag:
1. In Silver Back Office, select MENU > TAGS.
2. Select the tag you want to delete.
3. Click Remove Tag. A warning prompt appears.
4

Click OK.

© 2019 NCR, All rights reserved 128



Guide to Silver Back Office

SILVER

EVENTS

Use Events to establish special pricing for use during specific times of the day, such as Happy Hour, on a specific day of the

week, such as every Sunday, or for a specific date range, such as the month of April. First, define when each event is to

occur, and then access each of the items subject to the special pricing and designate which events apply to the item and at
what price you wish to sell the item during the event time frame. For events enabled with a starting and ending date, the
system places a green check mark in the corresponding active column, if the event is active. Active events without a starting
and ending date have a black check mark under the corresponding active column.

CD's Cafe B Settings a
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
CATEGORIES & ITEMS MODIFIERS DEPARTMENTS TAGS DISCOUNTS PROMOTIONS EVENTS
Event Schedules @ ~cdanEvent scheaue
Event Name Day(s) Start Time End Time Active? Active Start Date Active End Date
Cookie Coupon All Days 12:00 AM 12:00 AM 03/31/2015 04/28/2015
Happy Hour Mon, Tue, Wed, Thu, Fri 04:00 PM 07:00 PM
MNF Mon 07:00 PM 10:00 PM
Pizza Promotion All Days 12:00 AM 12:00 AM J
1. Select MENU > EVENTS.
2. Select Add an Event Schedule.
N
Add Event Schedule
Name:

Sunday: Start Time: | 12:00 AM

Monday: End Time: | 12:00 AM

Tuesday: Active: ¥4

Wednesday: Activate by Start @

Thursday: date range: End E

Friday:

Saturday:

‘ Cancel

Type a name for the event.

o v & Ww

Select Active to enable the event.

-OR-

Select the start date and end date to enable the event for a specific date range. When you enable the event

Select the days for the event. Select all days if the event is to occur every day.

Select a start time and an end time. The system defaults to 12:00 AM to 12:00 AM.

according to date range, you cannot select Active as the event is activated by the date range.

7. Click Save Changes.
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CUSTOMERS

NCR Silver Pro Restaurant enables you to compile customer information, create a loyalty program for your customers, use
email messages to market to your customers, and link to social media pages, such as Facebook and Twitter.

EMAIL MARKETING

NCR Silver Pro Restaurant enables you to market to your customers using email messages. With easy to use templates, you
can send coupons, receipts, and thank you email messages to customers. You can use this feature to let customers know
about upcoming events, provide soft copies of receipts rather than printed copies, welcome new customers, and touch
base with customers who haven’t visited recently. Include special offers in these email messages to entice a return visit to
your restaurant and to assist you in tracking the effectiveness of your email marketing campaign.

Chris Dikes ) settings B

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

EMAIL MARKETING LOYALTY PROGRAM CUSTOMERS SOCIAL

Bulk Email

B Your Campaign

Ma r ket Follow Best Practices
to Customers - oo erta canpaina WS

. Include Offers in your campaign to
Create your own custom emails incent customers back

using existing templates and
send to customers anytime.

Customize Email g m Social Sharing

Increase Your Reach

* Include links to your Facebook &
Twitter page in every email you

Recurring Emails send
* Push campaigns directly to your
EMAIL RECEIPTS WELCOME MISS YOU Facebook page.

Thank New 4 Bring A%: ‘ Performance
Customers = Customer: v Track and React

Back P See response rates and track sales
. performance for your email campaigns.

Send Receipts
via Email

%

@ cat Q setue Q setue

Market to Customers — Create a custom message to send to all customers, or to a select category of customers, letting
them know about upcoming events and special menu offerings.

Customer Receipts as Email Messages — Create a custom receipt to send to customers, in lieu of a printed receipt, using an
email message.

Welcome Email Messages — Create a custom email message to welcome new customers. The system automatically sends
the message to a new customer as soon as you add their email address to your customer database.

Miss You Email Messages — Create a custom email message to send to customers who have not recently visited your
restaurant. You establish the number of days between visits at which to send the message.

Email Tips and Tools — Access the tips and tools provided by NCR Silver Pro to assist you in creating powerful, appealing
email messages, and to track the effectiveness of your email campaign. This includes templates, an email designer, social
sharing links, and more.

ADDING A ‘FROM EMAIL" ADDRESS

Prior to creating your email messages, confirm the email address from which to send your email messages. This email
address appears on all email messages you send.

1. Select Settings > Company Information.
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Under ‘Email Marketing Information,’ verify the From Email address is the one you want to use for email
messages. If not, enter the correct email address and click Save.

DESIGNING YOUR EMAIL MESSAGES

Each email message type uses a designer tool to assist you in creating the message. Although all types share basic similarity,
each contains settings specific to that message type. This section guides you in the basics of designing an email message.
Each email message type can contain up to three sections: image, text, and offer. If you do not configure a section, it does
not appear in your email message.

The Receipt email message type only contains an image and offer section for you to design.

CREATING A MARKETING EMAIL MESSAGE

1.
2.

In Silver Back Office, select CUSTOMERS > EMAIL MARKETING.

Click the email marketing message you wish to create. You can select from Market to Customers, Send Receipts
via Email, Thank New Customers (Welcome), and Bring Customers Back (Miss You).

Use the default template, or click Start New Email to choose another template for your email message.

If you click Start New Email, the Select Template screen appears. Click the template you want to use and then click
Select. The Change Template prompt appears with three options. Click Discard to discard the current email
content, click Copy to copy the subject and text to the new email message, or click Cancel to return to the previous
email template.

If after selecting a new template, you wish to revert to the previous template, click Discard Changes.

Click Click here to add image. The Edit Image screen appears.

Edit Image

Image can be up to 600 pixels wide and must be in jpg, pnag, or gif format.

File: Browse

Click Browse. The Choose File to Upload screen appears.

Navigate to the image file location, select the image file, and click Open. The system returns to the Edit Image
screen.

Click Upload. The system uploads your image to the email template. A Success prompt appears.

Click OK.
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Chris Dikes ) settings B8

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
EMAIL MARKETING LOYALTY PROGRAM CUSTOMERS | SOCIAL

Bulk Email

To: (Al Customers) @ Q|  Preview N Testemal

Subject: 00

~
Edit Image
/ﬁ Replace Image
Clear Image
Stretch Image
PRO Left Align
Center Align

Right Align

Check " Send Email

Click here to insert text

Duplicate Section

Move Section Down

Remove Section

Click here to add offer

Save Changes il Discard Changes [l Start New Email

Hover over the image frame and click EEin the top right corner to edit the image settings, the placement of the
image within the message, or remove the image from the message.

9. Click Click here to insert text. The Edit Text screen appears.

Edit Text

/B2 U|EEE

| Font Family '~ Fontsize v |A ~l| o6 a3 @ @ & 4|2

Click here to insert text

I o [l |

10. Type your email message and click OK.

You can use the editing toolbar to adjust the font type and size, the layout of the text, and much more.

Hover over the text frame and click E&lin the top right corner to return to the Edit Text screen, edit the placement
of the text within the message, or remove the text from the message.
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11. Click Click here to add offer. The Offer Setup screen appears.

Offer Setu o] Al fields are required
Discount Select an offer

Discount Name JULY4 SPEC (2]

Description 10% off July 4th Weekend (2]
Discount Type Percent Percent Off 1000 %
Applies To O Item @ Ticket

Minimum Purchase

Required 0.00

Offer good July 3-6, 2014 . One discount per customer. Cannot be combined
with any other offers|

Disclaimer.

Save Changes Discard Changes

12. Select an existing discount to use or select ADD NEW from the drop-down list.

SILVER

If you select ADD NEW, it is necessary to type a name for the discount offer. The name does not appear in the

email message.

If you use an existing discount offer, you will not be able to accurately track the redemptions from the email offer.

13. Type a description for the offer. The description appears in the email message.

14. Select a discount type from the drop-down list.

If you select Amount or Percent, it is necessary to enter the percentage or amount of the discount.

15. Select either Item or Ticket, to specify the level at which to apply the discount.

16. Type the minimum amount required to apply the discount.

Leave the amount as $0.00, if a minimum purchase amount is not required to apply the discount.

17. Accept the default disclaimer information, or type your own disclaimer information for the offer.

18. Click Save Changes. The system returns to the email designer.

Hover over the offer frame and click 8 in the top right corner to return to the Offer Setup screen, edit the

placement of the offer within the message, or remove the offer from the message.

19. Click Save Changes.
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PREVIEWING YOUR EMAIL MESSAGE

Preview

If you are having problems viewing this email, or wish to view it as a webpage click here
Make sure to add QA_Shawn.Hagist@radianthosting.net to your address book for uninterrupted delivery

m

Join us this 4th of July for restaurant specials.

10% off July 4th Weekend
Discount Name: JULY4 SPEC

customer. Cannot be combined with any other
JULY4 SPEC

offers.

At any point during the creation of your message, click Preview to display your email message.

 USING SPAM CHECK

NCR Silver Pro contains a utility that calculates the likelihood a spam checker may capture your email marketing message.
Click Spam Check after creating your email message to determine which, if any, spam triggers exist in your email message.

If the spam check score is Low, you can proceed to send your email message.

If the spam check score is Medium, the utility identifies the triggers that could classify your email message as spam. You can
proceed to sending your message; however, the chance exists that your customer may not receive your email message.
Review your email message and modify where necessary.

If the spam check score is High, the utility identifies the triggers which classify your email message as spam. The system will
not send your email message as long as the spam score remains High. Review the triggers identified by the utility, modify
your email message, and run Spam Check again.

Tips to lower your Spam Check Score:
e  Make sure your email message does not consist solely of images.
e Avoid the following words and phrases:
o The word ‘test’ in the subject line.
o “Dear ___ ) inthe subject line or in the introduction of the message.
o ‘Money back guarantee’ anywhere in your email message.
® Do not use an excessive number of exclamation points, as in “I11”

e Do not use all CAPITAL LETTERS.
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éSENDING A TEST EMAIL MESSAGE

Prior to sending your email message to your customers, you can send a test email message to a maximum of five email
addresses. Use Test Email to verify the formatting of your email message on different email clients.

1. Atthe email designer, click Test Email. A Send Test Email screen appears.
2. Enter up to five email addresses, each separated by a comma.

3. Click Send Test. The Email Queued prompt appears.
4

Click OK. The system sends your email message.

WORKING WITH MARKET TO CUSTOMERS EMAIL MESSAGES

Use the Market to Customers email message type to send marketing email messages to a maximum of 2,500 of your
customers. As part of the configuration, you can elect to send your email marketing message to all of customers, or to a
specific customer category.

éCONFIGURING YOUR BULK EMAIL MARKETING MESSAGES
1. At EMAIL MARKETING, under ‘Bulk Email,’ click Market to Customers.

Chris Dikes B} settings ]

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
EMAIL MARKETING LOYALTY PROGRAM CUSTOMERS  SOCIAL
Bulk Email
To: (Al Customers) @ Q Preview N Testemail
Subject: 00

@ seomone O  SsendEmai

Click here to add image

Click here to insert text

Click here to add offer

Save Changes Discard Changes Start New Email

2. Click ‘To:" to select to whom you want to send your email marketing message. The Select Recipients screen
appears.
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Select Recipients

Category Name Customers

(All Customers)

(No Customer Category Assigned)
Preferred

Retail

ooooE

Wholesale

ﬁ Cancel

3. Click the customer category to include in your email message, and click OK. You can select All Customers, No
Customer Category Assigned, Preferred, Retail, and Wholesale.

When you assign a customer to an order, you can classify a customer to one of three categories: Preferred, Retail,
and Wholesale. You can also edit a customer record to assign a customer to a category in Silver Back Office at
CUSTOMERS > CUSTOMERS.

4. Accept the default subject line, or type a subject line for your email message.
5. Design your email message. Refer to ‘Designing Your Email Message.’
6. Click Save Changes and continue to the next procedure to send your email message.

Remember to preview your email message, test your email message with spam check, and send a test email
message.

SENDING YOUR BULK EMAIL MARKETING MESSAGES

Once you complete the design of the marketing email message and the selection of your recipients, you are ready to send
your marketing message.

1. Atthe email designer, click Send Email. The Confirm Send screen appears.

If your email message contains a spam check score of Medium, a prompt appears with the option to not send the
email message or to continue with sending the email message.

2. Click Send. The Email Queued prompt appears.
3. Click OK. The system sends your marketing message.

4. Click Close to exit EMAIL MARKETING.
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WORKING WITH WELCOME EMAIL MESSAGES

Use the Welcome email message type to thank new customers for their patronage and to entice them to return by
attaching an offer for them to use on their next visit. Once you activate the feature, the system automatically sends the
Welcome email message when you add a new customer to your customer database.

1. At EMAIL MARKETING, under ‘RECURRING EMAILS,” select WELCOME.

MY STORE RESULTS MENU

EMAIL MARKETING LOYALTY PROGRAM

Welcome Email

CUSTOMERS

CUSTOMERS

Chris Dikes (2]

EMPLOYEES

SOCIAL

Settings

HELP

Turn Email ON

Subject: | Welcome

Welcomel

Our wayy of saying Thanks!

Q Preview

@ svemone

Click here to add offer

T Come back and see s again soon to take advantage of this special offer!

Start New Email

A

Test Email

2. Accept the default subject line, or type a subject line for your email message.

3. Design your email message. Refer to ‘Designing Your Email Message’ for more information.

Remember to preview your email message, test your email message with spam check, and send a test email

message.

4. Click Turn Email ON once you are ready for the system to begin sending the Welcome email message to new

customers.

5. Click Save Changes.
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WORKING WITH MISS YOU EMAIL MESSAGES

Use the Miss You email message type to entice customers to return to your restaurant. You configure the number of days
since a last visit for the system to send a Miss You email message to your customers.

1. At EMAIL MARKETING, under ‘RECURRING EMAILS,” select MISS YOU.

Chris Dikes (2]

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES

EMAIL MARKETING LOYALTY PROGRAM CUSTOMERS  SOCIAL

Miss You Email

Setti

ings

HELP

Turn Email ON

Send this emal to customers who have not made a purchase in the last (90 & o

Subject: | We Miss You 3

Miss Youl

We haven't seen you in a while.

Click here to add offer

T Come back and see us again s00n o take advantage of this special offerl

= SantowEnai

2. Accept the default subject line, or type a subject line for your email message.

3. Select the number of days since the last visit by a customer at which to send the message. You can choose from
30, 60, 90, 120, 180, and 365 days.

4. Design your email message. Refer to ‘Designing Your Email Message,’ for more information.

For Miss You email messages, consider including an offer to entice customers to visit your restaurant.

Remember to preview your email message, test your email message with spam check, and send a test email

message.

5. Click Turn Email ON once you are ready for the system to begin sending the Miss You email message to your

customers.

6. Click Save Changes.
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WORKING WITH SEND RECEIPTS VIA EMAIL

NCR Silver Pro provides you the option to send your customers their receipts as an email message. Use this feature to
collect customer email addresses, to provide an added convenience to your customers, and to connect with your
customers. You can add an image and an offer to your email receipts.

By default, the receipt email message displays the store information near the top of the receipt. The system uses the store
information found in Settings > Store > Receipt Information.

The receipt email message displays the transaction details in the middle portion of the screen with a gray background. You
cannot edit this information.

You can also display a message underneath the transaction details. Access Settings > Store > Receipt Information > Receipt
message to edit the receipt message. This message appears on both printed and receipts sent through email.

1.

At EMAIL MARKETING, under ‘RECURRING EMAILS,” select EMAIL RECEIPTS.

Chris Dikes

MY STORE RESULTS MENU CUSTOMERS

EMAIL MARKETING LOYALTY PROGRAM CUSTOMERS SOCIAL

Receipt Email

(2] Settings

EMPLOYEES

o]

HELP

M| Customize My Receipt

Subject: | Thank you for your business ")

THANK YOU FOR YOUR BUSINESS

Shawn Hagist's Shop
14770 Trinity Bivd

Ft. Worth TX 76051

Ticket# 10000950 User:  AA11-BOS

Station: MOBILE92 Al AA11-80S

5/14/2012 8:04:59 AM

Item Qty Price Total
Description

100021 10 1.00 10.00
coke

Subtotal 10.00

Discount (DISCOUNT) -2.00

Tav. na9

Save Chges |l Diccard Changes

Click Customize My Receipt.

Accept the default subject line, or type a subject line for your receipt email message.

Click Edin the top right corner of the image frame to add an image file to your email receipt. Refer to ‘Designing
Your Email Message’ for more information on adding and editing images.

By default, the system places the image above the store information.

At the bottom of the email message, click in the top right corner of the offer frame to add an offer to your email.
Refer to ‘Designing Your Email Message’ for more information on adding and editing offers.

By default, the system places the offer at the bottom of the email message.

It is not necessary to remove the offer if you do not plan to include an offer in your email receipt message. The

receipt email message only includes the offer if you configure an offer to include.
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Remember to preview your email message, test your email message with spam check, and send a test email
message.

6. Click Save Changes.

USING EMAIL TIPS AND TOOLS

NCR Silver Pro contains a number of email tips to assist you in creating a powerful and effective email marketing campaign.
At CUSTOMERS > EMAIL MARKETING, you can find tips, such as ‘Creating Powerful Promotions,” ‘Appealing Subject Lines,”
and ‘Evaluating Effectiveness.’

NCR Silver Pro also provides tools to help you track the success of your email messages.

Gty Deli

John Smith

Activity Summary

MY STORE

ACTIVITY SUMMARY

RESULTS MENU

SALES DASHEOARD

B setns ]

CUSTOMERS ~ EMPLOYEES HELP

CUSTOMER DASHBOARD

@

Activity Snapshot
Apri2,2014 v
Nt Sales

Transa

Tips
$45.00

Payment Types

Last Six Week Trend

=

s6.2¢8

0
w5 0wt ou13 0325

vs Yesterday
$1,847.72 V1%
78 V2%

Taxes
$152.43

=

041

VIEW REPORT >

Alerts (3 new)

vs Last Saturday
A5y
A1s%

Voids
0.0

Discounts & Offers. VIEW REPORT >

During the last 6 months,
your promotions generated sales
1234 f,,
ofers
redeemed

$4,871.39

VIEW MORE >

0408 o415 VIEW MORE >

Duri

you
sale

$1,088.16

When you log in to Silver Back Office, the system directs you to the Activity Summary page. At the right side of the screen,
the system provides you with a quick snapshot regarding the effectiveness of your Email Campaigns over the previous six

months.

Email Marketing (Last 6 months)

Total Customers  Total Sales
Reached Generated

Bulk Email 0 $0
Welcome Email 48

$2,350

Miss You Email 22 $52

EDIT WELCOME EMAIL >}

Welcome Email Results  se [l Ovens [l Ofers Redeames I

$87 $186 $5 $155 $771 $1,146

April March

February

January December  November

Click VIEW MORE to access the Customer Dashboard to see a graphical chart depicting the success of your email messages
over the previous six months.

In addition to these snapshots, you can access specific reports, and configure a time period for which to evaluate the
success of your email marketing messages.
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LOYALTY PROGRAM

NCR Silver™ Pro Restaurant Edition enables you to use a loyalty program to connect with your customers and increase sales
from visitors to your restaurant. You can use the Silver built-in loyalty program, or a third-party loyalty program via API.

Choose the loyalty program that best meets your needs. The following options are available:
e  Punches (Silver Built In Loyalty_
e  Points (Silver Built in Loyalty)
e Paytronix Loyalty APl (Requires a loyalty account with Paytronix)

e Silver Generic Loyalty API (Supported providers include Punchh.)

‘UNDERSTANDING THE DIFFERENCES BETWEEN THE LOYALTY PROGRAMS:

Silver Built-In Loyalty Program

With the built-in loyalty program, you select the method by which your customers earn rewards, either punches (number of
visits) or points (number of dollars spent), and you define the rewards your customers can earn. NCR Silver Pro Restaurant
automatically enrolls every customer and tracks customer sales by the customer record. Because the loyalty program keys
off the customer record, you do not need for cards or other devices.

NCR Silver Pro Restaurant offers you the following options for the built-in loyalty program:
e Punches
A customer accumulates a reward with each visit to your restaurant.
e Points

A customer accumulates a reward based on each dollar spent in your restaurant. One dollar spent
corresponds to one point.

When a customer meets the defined threshold for either punches or points, they earn a reward, either a specific amount or
percentage discount, which you define, to use on their next visit. The system then resets the loyalty value to zero, and the
customer begins accumulating more punches or points toward their next reward.

Silver Generic Loyalty APl and Paytronix Loyalty API

With a third-party loyalty program, the Silver host communicates with the loyalty provider host using the an API Interface.
You assign the ticket to a customer by phone number, barcode, QR code, or mag card. When the customer earns a loyalty
reward, the loyalty provider may send a notification to the POS app, or they may send a coupon to the customer for the
customer to redeem the reward.

Refer to the loyalty provider for details on the available options for the loyalty program.

Using a third-party loyalty program with NCR Silver Pro Restaurant requires an Internet connection. If you operate without
an Internet connection, the POS app stores the customer purchase information, and submits it when you return to a
connected state; however, without an Internet connection, the POS app cannot receive notifications of earned rewards by
the customer.

WORKING WITH THE SILVER BUILT-IN LOYALTY PROGRAM

You can quickly configure the Silver Built-In Loyalty program for use with your restaurant. You manage and monitor your
loyalty program in Silver Back Office.
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 CONFIGURING THE SILVER BUILT-IN LOYALTY PROGRAM

With the Silver built-in loyalty program, determine how to you want customers to earn rewards, either by punches or
points, before proceeding to configure your program.

1.
2.

Log in to Silver Back Office through a Web browser.

Keep customers coming back
with a Loyalty Program!

1 Setup Your Program
Either Points or Punches

2 Create a Reward
Incentivise customers

Get going in 2 easy steps

10% Off Your Next Vigit

=2 VOB G

3. Click Get Started. The Create Loyalty Program screen appears.

Select CUSTOMERS > LOYALTY PROGRAM. The loyalty program setup screen appears.

MY STORE

EMAIL MARKETING

Create Loyalty Program

RESULTS

CUSTOMERS

CUSTOMERS

2]

EMPLOYEES

SOCIAL

HELP

* Indicates required field

Program

Minimurn Purchase Required* 0

Reward
*Reward applies to Ticket

Reward Type Amount
Amount Off*

Minimurn Purchase Required*

Expires None

Receipt Message @ View Examples

Reward Description” X more visits for

Disclaimer

|

program Type [ Punches V]

Punches” —

4. Under ‘Program,’ select punches or points from the ‘Program Type’ drop-down list.

5. Type the number of punches or points a customer must accumulate before receiving a reward.

6. If you select Punches as your loyalty program type, you must type a minimum purchase required to earn a punch.

This number can be ‘0.

7. Under ‘Reward,’ select a reward type from the drop-down list. Select Amount, to provide a dollar amount discount
to the guest check total, or select Percentage, to provide a percentage discount to the guest check total.

8. Type the amount of the reward discount.
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For example, if you select Amount as your reward type and type ‘2’ as the amount, the customer receives $2.00 off
the guest check as their reward.

If you select Percentage as your reward type and type ‘10’ as the amount, the customer receives a ten percent
discount on the guest check as their reward.

Type the minimum purchase required to earn the reward.

Select an expiration deadline for the reward from the drop-down list. You can select None, 30 Days, 60 Days, 90
Days, 6 Months, or 12 Months.

Under ‘Receipt Message,” type the reward description to appear on the customer receipt. The message defaults to
the Amount Off value and ‘X’ represents the actual values recorded in the system by the customer.

For example, if you provide a reward of $2.00 off after five visits, and a customer makes their third visit to your
restaurant, the system displays the following message on the customer receipt ‘2 more visits for $2 off.’

Click View Examples next to ‘Receipt Message’ to see examples of emailed and printed receipts with the reward
description.

Type the desired disclaimer.

If you selected a time period for the reward expiration, the system automatically adds an expiration disclaimer.
You can add an additional disclaimer. If you add disclaimer information, make sure to publish the program rules
somewhere else, such as on your Web site.

Consider adding the following disclaimer information:
You cannot use rewards cannot with any other discounts.
You can change your rewards or discontinue the loyalty program at any time.

Click Save. The Loyalty Program screen appears.

MANAGING YOUR BUILT-IN LOYALTY PROGRAM

You can edit your built-in loyalty program to best meet the needs of your restaurant. You can edit the program details,
deactivate the program, and reactivate the program.

EDITING YOUR BUILT-IN LOYALTY PROGRAM DETAILS

Use caution when editing your program details.

1.

2
3.
4

Access CUSTOMERS > LOYALTY PROGRAM.
Click Edit. The Create Loyalty Program screen appears.
Make the necessary changes.

Click Save.

DEACTIVATING YOUR BUILT-IN LOYALTY PROGRAM

At any time, you can deactivate your built-in loyalty program.

1.
2.
3.

Access CUSTOMERS > LOYALTY PROGRAM.
Click OFF. The Turn Off Loyalty Program prompt appears.

Click OK. The system deactivates your loyalty program.
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REACTIVATING YOUR SILVER BUILT-IN LOYALTY PROGRAM

When you reactivate the Silver Built-In Loyalty program, you must re-enter the program details. Prior to clicking ON, select
View, and note the details of your deactivated Silver Built-In Loyalty program.

1. Access CUSTOMERS > LOYALTY PROGRAM.
2. Click ON.
3. Enter the program details for your loyalty program.

If you are unsure of your program details, click Cancel to return to the Loyalty screen, click View, and note your
program details.

4. Click Save.

MONITORING YOUR BUILT-IN LOYALTY PROGRAM

You can monitor the Silver Built-In Loyalty program in Silver Back Office. In Silver Back Office, select CUSTOMERS > LOYALTY
PROGRAM to monitor and track your loyalty program. Under ‘Earned Rewards,” you can view the rewards earned, the
redemption rate, and the rewards earned but not redeemed. Use the ‘From’ and ‘To’ date options to change the time
period you want to monitor.

cisoikes [ setungs B
MY STORE RESULTS MENU CUSTOMERS  EMPLOYEES HELP
EMAILMARKETING | LOYALTY PROGRAM customers oo
Loyalty Program
gHowItWorks
Required Visits: 2 7

Active Reward: s20f

Earned Rewards
Fom: (05/0314  |@H To:06l214 @@ Q
g Best Practices
Total Sales Rewards
(0eamrewars) | Eameq | Redeemed | Expred | RedemplonRale

$92.20 6 0($0.00) 0 0%

Earned But Not Redeemed Rewards 6

In Progress

MANUALLY ADDING LOYALTY
If needed, you can manually add loyalty amounts. To do this:
1. Access CUSTOMERS > CUSTOMERS
2. Click the customer name you wish to add loyalty to, a pop up window will appear.
3. Click the Loyalty Program tab.
4

Click Add Punches/Points, enter the amount and click save.
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Loyalty balances can also be entered as part of the customer list import.

CONFIGURING YOUR LOYALTY PROGRAM TO USE SILVER GENERIC LOYALTY API

To configure a third-party loyalty program for use with NCR Silver Pro Restaurant, you need two pieces of information: the
server URL of the loyalty provider and your access token. Your loyalty program provider supplies you with this information.
You can also add a barcode and a message to appear on the receipts of those customers who are not part of your loyalty
program to encourage them to join.

1. Select CUSTOMERS > LOYALTY PROGRAM.
2. Click Get Started. The Create Loyalty Program screen appears.

3. Under ‘Program,’ select Silver Generic Loyalty API from the ‘Program Type’ drop-down list.

CD Muti Store Company View (All Stores) (5] (2] (]
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
EMAIL MARKETING LOYALTY PROGRAM SURVEY CUSTOMERS ~ SOCIAL  HOUSE ACCOUNTS
Create Loyalty Program
* Indicates required field.
Program
Program Type Silver Generic Loyalty API|
NCR Silver pubiishes API o loyalty integration with extemal systems and several loyalty providers are integrated or integrating to this APL.If your loyalty provider supports
the AP, they will be ab to provide the information below and you will be able to connect your NCR Siver Point of Sale to the.
Page last modified by System on 01/14/2016 08:53:20 PM UTC @
Required Parameters
Server Ul hitp://silverprol.cloudapp.net:443/loyalty e
Access Token: 123456 e
Optional Parameters
Barcode on Receipts without Loyalty Member: ¥/ (2]
Download the app (]
Message on Receipts without Loyalty Member:
Merchant ID: e
Allow Card Activation: e
Enable Manual Card Entry: v ]
Send Tag IDs: e

4. (Multi-Site Only) Click Assign Stores and select the stores you want to use the third-party loyalty program. Stores
not assigned to third-party loyalty will not have a loyalty program.

5. Under ‘Required Parameters,” type the server URL provided by your loyalty provider.
6. Enter the access token provided by your loyalty provider.

7. (Optional) Under ‘Optional Parameters,’ select Barcode on Receipts without Loyalty Member to print a barcode
on the receipt of a customer who does not belong to your loyalty program. A Customer can join, usually by
downloading an app from your loyalty program provider, and scan the barcode in to the app to have the
transaction count toward their loyalty rewards.

8. (Optional) Type a message to appear on the receipt of customers who do not belong to your loyalty program.

9. (Optional) Type the merchant ID. You will only need to enter a merchant ID if your Silver Pro merchant ID differs
from your loyalty host merchant ID. Otherwise, leave this field blank.

10. (Optional) Select allow card activation, if your loyalty provider allows for loyalty card activation at the POS.

11. (Optional) Select enable manual card entry, if allowed by your loyalty provider, to allow employees to manually

© 2019 NCR, All rights reserved 145



12.

13.

Guide to Silver Back Office SILVER

enter the loyalty card number of a customer.

(Optional) Select Send Tag IDs to send the tag ID of the items on the ticket to the loyalty provider. Only select this
option if you have been advised to do so by your loyalty provider.

Click Save.

‘CONFIGURING YOUR LOYALTY PROGRAM TO USE PAYTRONIX LOYALTY API

To configure your Paytronix loyalty program for use with NCR Silver Pro Restaurant, you need the Server URL and the access
token. Additionally, you will need to know if a merchant ID is required and whether you can activate cards at the POS and
enter loyalty cards manually.

1.
2.
3.

10.

Select CUSTOMERS > LOYALTY PROGRAM.
Click Get Started. The Create Loyalty Program screen appears.

Under ‘Program,’ select Paytronix Loyalty API from the ‘Program Type’ drop-down list.

€D Mutti Store Company View (All Stores) ) (2] a
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
EMAIL MARKETING LOYALTY PROGRAM SURVEY CUSTOMERS ~ SOCIAL  HOUSE ACCOUNTS
Create Loyalty Program
* Indicates required field.
Program
Program Type Paytronix Loyalty APT
NCR Silver publishes API to allow for Paytronix loyalty integration. Paytronix wil provide you with the information below so that you will be able to connect your NCR Silver
Point of Sale to your Paytronix loyalty program.
o
Required Parameters
Server Ul http://silverprol. cloudapp.net:443/loyalty e
Access Token: 123456 2}
Optional Parameters
Merchant ID: e
Allow Card Activation: 4 e
Enable Manual Card Entry: 7] 2]
Send Tag IDs: v e

(Multi-Site Only) Click Assign Stores and select the stores you want to use the third-party loyalty program. Stores
not assigned to third-party loyalty will not have a loyalty program.

Under ‘Required Parameters,” type the server URL provided by your loyalty provider.
Enter the access token provided by your loyalty provider.

(Optional) Type the merchant ID. You will only need to enter a merchant ID if your Silver Pro merchant ID differs
from your loyalty host merchant ID. Otherwise, leave this field blank.

Select Allow Card Activation to enable employees to activate new loyalty accounts at the POS.
Select Enable Manual Card Entry to allow employees to manually enter loyalty card numbers.

(Optional) Select Send Tag IDs to send the tag ID of the items on the ticket to the loyalty provider. Only select this
option if you have been advised to do so by your loyalty provider.
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11. Click Save.

MANAGING SILVER GENERIC LOYALTY API PROGRAM OR PAYTRONIX LOYALTY APl PROGRAM

To change the terms of your third-party loyalty program or to monitor the progress of your loyalty program, contact your
third-party loyalty provider. If necessary, you can change the third-party settings in Silver Back Office.

EDITING THE THIRD-PARTY LOYALTY PROGRAM SETTINGS

Use caution when editing the Silver Generic Loyalty API settings as these can affect the ability of NCR Silver Pro Restaurant
Edition to communicate with your loyalty provider. In most instances, you will not need to edit these settings.

1. Access CUSTOMERS > LOYALTY PROGRAMS.
2. Click View.

3. Make the necessary changes.

4

Click Save.
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SURVEY

NCR Silver™ Pro Restaurant enables you to gather feedback about your restaurant from your customers through a survey.
Using the Survey Interface, you can add a survey message to the bottom of guest receipts with instructions on how to
contact the survey company. The guest receipt also includes a twenty-digit survey code to identify the store, ticket number,
date, and time of the transaction. The survey message and code appear under the transaction information and above the
store receipt message. In addition to specifying the survey message text, you can configure the frequency with which the
system prints survey information on guest receipts.

You can partner with NCR Customer Voice or an outside company, such as SMG.

CONFIGURING THE CUSTOMER SURVEY

You configure the frequency with which the survey appears on guest receipts and the survey message text to appear on
guest receipts.

1. InSilver Back Office, select CUSTOMERS > SURVEY.

2. Click Get Started to configure the survey interface.

a a

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

EMAIL MARKETING LOYALTY PROGRAI SURVE CUSTOMERS | SOCIAL

Setup Customer Survey

How often should the survey message be printed?
Every 1 *tickets)

Hint: Every 1 ticket will print a survey message for every ticket. Every 2 tickets will print a survey message for every other ticket Every 3 tickets will print a survey message for every 3rd
ticket Andso on

We'd love to hear from you. Cal (888) 123-

4567 and provide the code below to give us

feedback on your vist today
Survey Message

* Indicates required field

3. Enter the number to specify the frequency with which the survey message and code appear on guest receipts. For
example, enter ‘1’ to print a survey message on every ticket, enter ‘2’ to print a survey message on ever other
ticket, and enter ‘3’ to print a survey message on every third ticket.

4. Type the survey message text to appear on guest receipts. Make sure to include the phone number for the
customer to call for the survey and any other additional information.

5. Click Save.
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TURNING OFF THE CUSTOMER SURVEY

You may decide to deactivate the survey message and code for a period of time. You can do so without deleting your survey

settings.
1.
2.
3.

Select CUSTOMERS > SURVEY.

Click OFF to deactivate the customer survey message and code. A Turn Off Survey Program prompt appears.
Click OK.

To reactivate the survey feature, access CUSTOMERS > SURVEY and click ON.

CHANGING THE CUSTOMER SURVEY SETTINGS

You can change the frequency of the customer survey message and code, and the text of the survey message.

1.
2.

Select CUSTOMERS > SURVEY.

Optionally, change the number specifying the frequency with which the survey message and code appear on guest
receipts.

Optionally, change the survey message text to appear on guest receipts.
Click Save. A Confirm Survey Program Changes prompt appears.

Click OK.

USING THE CUSTOMER SURVEY

Once you configure the customer survey, NCR Silver Pro Restaurant automatically begins printing the customer survey on
guest receipts.

L] 1
Shawn Hagist’s Shop
14770 Trinity Blvd
Ft. Worth, TX 76051
(817) 785-1687
Ticket #17000005 User: Chris D
8/25/14, 11:43:49 AM CDT

Iten Oty Price Total

Breakfast Burrito 1 4.9 4.99
Chai Latte 1 39 3.95
Subtotal 8.94
Tax 0.74

Total

Tender :
CASH 9.68

We'd love to hear from you. Call (888)
123-4567 and provide the code below to
give us feedback on your visit today!

Survey Code:
010 008 000 050 217 051 70 *

Thank you for visiting our restaurant. We
look forward to seeing you again!
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CUSTOMERS

Under the Customers menu, you can create a customer list, add a customer, and import customers. You can capture the
name, email address, phone, and address information of a customer at the time of a sale, identify any customers who have
opted out of your marketing, and you can capture any notes about your customers to assist your employees. You also have
the capability to divide customers into separate categories. Access customers at CUSTOMERS > CUSTOMERS.

SOCIAL SHARING

SILVER

Social Sharing enables you to add your social media pages, such as Facebook, Instagram and Twitter, to any email messages
you send to clients and to post your marketing email messages to your Facebook page. Access social sharing at CUSTOMERS
> SOCIAL.

Social Sharing

Social Media - Follow Us
This enables customers to link to your social media home pages. These links will appear in the footer of any emails you send out

Enter Facebook link
To find your link, go to your Facebook profile and copy the link on your browser's address bar.

3 Enter Twitte:
To find your link, go to your Twitter page and copy the link on your browser’s address bar.
|@l Enter Instagram lin

To find your link, go to your Instagram page and copy the link on your browser's address bar.

Social Media - Post
This enables you to auto-post your bulk email campaigns to Facebook

ﬁ Connect To Facebook

To include links to your social media sites in the footer of your email messages:

1.

2
3
4.
5

Select Customers > Social.

Under ‘Social Media—Follow Us,’ click the Facebook box and enter the link for your restaurant Facebook page.
Click the Twitter box and enter the link for your restaurant Twitter page.

Click the Instagram box and enter the link to your restaurant Instagram page.

Click Save.

To auto-post your bulk emails to your Facebook page:

1.
2.

Select Customers > Social.
Under ‘Social Media—Post,” click Connect to Facebook. The system opens Facebook in a new Web browser.

Click Okay at each prompt to authorize NCR Silver with your Facebook account. After the last Facebook prompt,
the new Web browser closes, and returns you to Silver Back Office.

It may be necessary for you to log in to your Facebook account before you can authorize NCR Silver to post your

email messages to your Facebook page.
At the Connect to Facebook prompt, click Continue.

Confirm the Facebook page to which you want NCR Silver Pro to post, and click Continue.
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Click Save and exit the Social function.

HOUSE ACCOUNTS

In v3.11, NCR Silver Pro Restaurant introduces house accounts, which enables merchants to charge established clients on
the date of sale, but bill them at a later date. Scenarios in which you may consider using house accounts include catering
customers, delivery services, hotel room charges, manager comps, and forward day charges among others. Additionally,

you can create a statement for House Accounts and export it to multiple formats for sending to customers.

With House Accounts, NCR Silver Pro Restaurant adds additional access levels. Make sure to review your user roles and
ensure they have the proper assignments for house accounts.

When setting up house accounts:

You establish house accounts in Silver Back Office before you can use them at the POS.

You must link a customer with a house account. You may also link additional customers to a single house account.

O

For example, at ABC Company, Sarah Smith and Tim Jones are authorized to charge food on behalf of ABC
Company at CD’s Café. Sarah is the bookkeeper and is responsible for paying the account monthly. Thus,
she is the house account owner. Tim is linked to the account as a customer, making him eligible to charge
food as well. When either Sarah or Tim walk into CD’s Café, the cashier will look up Sarah or Tim at the
POS in order to link the house account to the order.

You create house accounts at the store level.

You define the maximum credit limit for a house account, up to $99,999.00

You may disable a house account without deleting it.

Once you create your first house account, a house account tender appears on the POS.

In Silver Back Office, you can perform the following functions related to house accounts:

You can enter account activity, such as credits, debits, and payments received.

You can create statements, which can be exported into a variety of formats and sent to customers.

You can view two new reports, House Accounts and House Accounts Activity.

At the POS, you can perform the following functions with house accounts:

You can charge a guest check to a house account.

You search for a house account by searching for a linked customer record.

You can accept payment for an outstanding balance through the use of a house account charge.

NOTE: Without an Internet connection, you cannot charge a guest check to a house account or accept payment for a house
account at the POS.

ADDING A HOUSE ACCOUNT

You can only add house accounts in Silver Back Office and they must be lined to a customer record. When you create a
house account, you can link additional customers to the house account.

In multi-site environments, house accounts must be added at the store level.

1.

In Silver Back Office, select CUSTOMERS > HOUSE ACCOUNTS.
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2. Select Add a House Account. The Add House Account dialog appears.

Add House Account

* Indicates required field.

Name*: House Account Name Email*: Ema
External ID: External ID Phone*: Phone
Maximum Balance: Address 1:  Address 1
Owner*: Select Owner... Address 2:  Address 2
Address 3: | Address 3
Notes: City: Cit
State: None

Customers: Select Customers [KeiSGIeY Zip:
‘ Cancel The account must have a unique name

3. Type a name for the house account.

4. (Optional) Enter an external ID for the house account. For example, if you already have an existing account
number you want to use, enter that number here.

5. Enter the maximum balance for the house account.

6. Click Select owner to select an owner for the house account. A Select House Account Owner dialog appears. A
house account must have an owner linked to it. Select the owner and tap Done.

7. (Optional) Add notes for the house account.
8. (Optional) Click Select customer to identify additional customers who can use the house account.
9. (Optional) Click “X Customer” button to view which customers are currently associated with the house account.

10. Enter the following information for the house account if you do not want to use the owner information or if the
owner information did not include the following:

e Enter the email address to associate with the house account.
e Enter the phone number to associate with the house account.

e Enter the address, city, state, and zip for the house account. This information appears on the statements you
generate.

11. Click Save Changes.

ADDING A HOUSE ACCOUNT TRANSACTION

When you close a ticket associated with a house account at the POS, the information appears on the history for the house
account. In Silver Back Office, you can also add transactions to the house account.

You can add the following transactions: Debit, Credit, and Payment.
1. InSilver Back Office, select CUSTOMERS > HOUSE ACCOUNTS.
2. Select the house account.

3. Select Add Transaction. The Add Transaction dialog appears.
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Add Transaction

Type: | Credit '
Debit

Amount: Credit
Payment

Note:

‘ Cancel

4. Select the transaction type: Debit, Credit, or Payment.

5. Enter the transaction amount.

6. Enter a note for the transaction, such as the reason for the debit or credit or information about the payment, such

as the check number.

7. Click Save Changes.

VIEWING HOUSE ACCOUNT ACTIVITY

You can view house account activity in Silver Back Office. The activity view includes POS transactions, any transactions
entered in Silver Back Office (debits, credit, and payments), and statement creations.

To view details of the transaction at the POS, click on the specific transaction and the system takes you to the POS

Transactions screen where you can view the details of the transaction.

1. InSilver Back Office, select CUSTOMERS > HOUSE ACCOUNTS.

2. Select the house account. The activity view appears.

CD's Cafe | D a

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

EMAIL MARKETING LOYALTY PROGRAM SURVEY CUSTOMERS SOCIAL HOUSE ACCOUNTS

N c R 0 Edit House Account o Add Transaction g Create Statement
Q

DATE/TIME USER/TICKET TRANSACTION/NOTE DEBIT/CREDIT BALANCE

4/11/16 5:49 PM System Statement Requested (#10001-00004) 59.80

4/11/16 5:47 PM System Payment Received 10.00 59.80

4/11/16 4:47 PM 10400256 Sale 33.56 49.80

4/11/16 4:46 PM 10400255 Sale 16.24 16.24

3. Select HOUSE ACCOUNTS to return to a list of all house accounts.
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CREATING A STATEMENT FOR A HOUSE ACCOUNT

In Silver Back Office, you can create a statement to provide to your house account customers. The statement includes all

house account activity. You can print the statement or export it to a variety of formats.

In Silver Back Office, select CUSTOMERS > HOUSE ACCOUNTS.

1.
2.
3.

4.
5.

Select the house account for which you want to create a statement.

Select Create Statement. The Create Statement dialog appears.

Create Statement

Save Changes

Thank you for your business.

From Date: 04/11/16 ﬁ ﬁ
Export to the selected format ¥ | Export {8
CD's Cafe Monday, April 11, 2016
14770 Trinity Blvd
Fort Worth, TX 76155
B1ll To: Amount Due: $59.80
NCR From: 4/11/2016
Georgs Smith To: 4/11/2016
14770 Trinity Blvd
Fort Worth , TX 76155
Description Date/Time Amount
Sale (Ticket £10400253) 4/11/2016 9:46:00 BM +00:00 $16.24
Szle (Ticket £10400258) EM +00:00 $33.5¢
Payment Received 4/11/201& 3:47:43% EM +00:00 $10.00
$§59.80

Select the date range for the statement. A preview of the statement appears.

Click Save Changes. A statement creation line item appears in the activity view. Click Cancel if you do not want to

create a statement.
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EMPLOYEES

The Employees menu enables you to create and manage user roles and add and manage your employees.

NCR Silver™ Pro Restaurant enables you to create user roles that define the access available to each employee in both Silver
Back Office and the POS app. The size, layout, and policies of an operation, as well as the number of employees, determine
the user roles you need to create and the access you need to assign to each user role.

-V LI\
POINT OF SALE +

MY STORE

EMPLOYEES

User Roles

CD's Cafe

RESULTS MENU

USER ROLES

s Dikes 2] Settings %]

CUSTOMERS EMPLOYEES HELP

# BARTENDER #'BUsSER

# CASHIER

I:] Sort User Role Rank I O Add a User Role |

/' SERVER # STORE MANAGER
L~

POS Access

POS Access (All)
POS (All)
Time Clock Only
Ring Up Sales (All)
Can Accept Payments
Can Close Orders
Cash Drawer
Declare Tips
No Sale (Open Drawer)
Void Items/Ticket
Void Online Orders
Apply Discounts/Promotions
Approve Discounts/Promotions
Change Tax
Exempt Tax
Perform Refunds
Recall Any Order
Reopen Ticket
Adjust Tips for Others
Category/ltem Management
Pending Credit
POS Settings.
Offine Mode Management
Business Date Management
Take Order Ownership
Add Charge to Ticket
Enter Manual Weight for Scale Items

R R e

Back Office access.

Back Office Access (All)
My Store (All)
Activity Summary and Alerts

] = |

| = |

i i i i Y 5 e S S S S S )

OOCOOOOCOCOOOOOCOCOCOOOOCCOCOOOOOoOoEOO

OOO0O0O0OCO0O0O0O0O0CO0O0O0O0O0O0O0REO0O0000REEEOEO

Sl

og

[SESESESESHSESISISISHSHSESES]

V|

<

OOOCOOOOOCOCOOOCOOCOCOOOOOCOCO0OOREEEEO

Click to sort user role
rank.

Click to add a user
role.

Existing user roles.

MANAGING USER ROLES

NCR Silver Pro Restaurant provides three default user roles; however, you can add additional user roles and remove the
default user roles, with the exception of Account Manager. You then assign the appropriate level of access to each user role
and assign one or more user roles to each employee. Additionally, you can rank the user roles that access Silver Back Office.
This prevents an employee with a lower ranked user role from changing their user role to one with a higher ranking. At the
USER ROLES screen, user roles appear in order of ranking from lowest to highest, from left to right.

To create a new user role:

1. Log in to Silver Back Office through a Web browser.

2. Select EMPLOYEES > USER ROLES.

3. Click Add a User Role. The Add User Role prompt appears.

4. Type a name for the user role, such as Bartender or Server.
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5. Type a standard pay rate for the user role. The pay rate you specify here becomes the default payment rate for the
user role; however, you can override the standard payment rate for an employee at the EMPLOYEE screen.

6. (Optional) Check box to exclude from labor reporting calculations. This feature allows salaried user roles to clock into
the POS without impacting labor calculations.

7. Click Save Changes to return to the User Roles screen.
To rank user roles:

1. Select EMPLOYEES > USER ROLES.

2. Click Sort User Role Rank.

Sort User Role Rank

Only user roles with Silver Back Office permissions will be ranked. Account
Manager is always the highest rank.

Account Manager
¥ Manager
AV Asst Mgr

A Shift Mgr

|

3. Click El to increase the rank of a user role or click Eto decrease the rank of a user role. You can only rank the
user roles that access Silver Back Office.

4. Click Save Changes.
To assign the appropriate access to each user role:

1. Atthe User Roles screen, for each user role listed across the top of the screen, select the appropriate access from
the options available on the left of the screen. The first section from which you make selections controls access to
the POS app, and the lower section controls access to Silver Back Office.

2. Click Save and exit the User Roles function.

UNDERSTANDING THE ACCOUNT MANAGER USER ROLE

The Account Manager user role automatically has complete access to everything in Silver Back Office, and this user role is
necessary for registering hardware, accessing devices, and for viewing your bill. The system assigns the Account Manager
user role to the individual who signs up for the account; however, you can re-assign the Account Manager user role to
another individual, as well as assign this user role to multiple individuals. This user role is a Silver Back Office user role only;
it is necessary to also assign each individual with the Account Manager user role another user role that provides access to
the POS app.
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UNDERSTANDING LEVELS OF ACCESS TO THE POS

It is necessary to assign appropriate access to user roles for employees to perform their job in the POS app. Every employee
has access to the POS app for time clock functions. For employees, such as a cook and a dishwasher, who only need to clock

in and out, assign them the Time Clock Only access level.

POS (All) — Provides employees access to all POS settings in this section.

Time Clock Only — Enables employees access to the POS to clock in and out
who have no other requirement to access the POS.

Ring Up Sales — Enables employees access to the order entry screen, for
actions such as adding items to the guest check and accepting payments.

Can Accept Payments (Ring Up Sales) — Enables employees access to
the order entry screen, for actions such as adding items to the guest.

Can Close Orders (Ring Up Sales) — Enables employees access to the
order entry screen, for actions such as accepting payments.

Use Employee Shifts (Can Close Orders) — Enables
employees to use an employee financial shift for tracking
financial responsibility of orders.

Note: You must have Drawer Checkout enabled to see this
option.

Use Drawer Shifts (Can Close Orders) — Enables employees
access to use a drawer shift for tracking financial
responsibility of orders.

Note: You must have Drawer Checkout enabled to see this
option.

Cash Drawer Recount — Enables employees access to recount their
cash at the cash reconciliation screen.

Print/Show End Shift Totals — When enabled, the end of shift
summary will display on the POS and be printable on the POS.

Cash Drawer — Allows employees with Ring Up Sales and Cash Drawer access
to open a cash drawer during the course of a normal transaction. For example,
you may provide a bartender Cash Drawer access but not a server. If they both
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use a device connected to a cash drawer, the cash drawer will open for the

bartender, but not for the server.

Declare Tips — Requires employees to declare credit card tips at the end of a v v
labor shift.

No Sale (Open Drawer) — Permits employees to open the cash drawer by v v
tapping No Sale at the order entry screen.

Void Items/Ticket — Permits employees to void individual items or an entire v v
guest check.

Void Online Orders — Permits employees to void online orders. v v
Apply Discounts/Promotions — Permits employees to apply a discount or v
promotion to an item or a guest check. An employee with this ability can apply

any active discount or promotion available to a guest check.

Approve Discounts/Promotions — Permits employees to approve a discount v
or promotion to an item or a guest check. An employee with this ability can

apply any active discount or promotion available to a guest check.

Change Tax — Permits employees to change the tax rate on a guest check to a 4
different rate.

Exempt Tax — Permits employees to change the tax rate to ‘0’ on a guest v v
check.

Perform Refunds — Permits employees to perform a refund for a customer. v
Recall Any Order — Permits employees to recall orders created by other v
employees. By not enabling this access, an employee can only recall their own

orders.

Reopen Ticket — Permits employees to reopen any guest check to add items 4
or to change the payment tender.

Adjust Tips for Others— Permits employees to adjust the credit card tips of 4
other employees.
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Category/Item Management — Permits employees to add categories and
items to the menu at the order entry screen in the POS app, and to re-arrange
the item and category buttons on a device, which changes the appearance and
arrangement of the item and category buttons across all devices.

Set Item Availability — Permits employees to manage item availability on the
POS.

Pending Credit — Permits employees to view data in the Pending Credit
screen.

POS Settings — Permits employees to access the Settings screen and change
the settings for the device they are actively using.

Scoreboard Access — Permits employees to access the Silver Scoreboard report
on the POS.

Offline Mode Management — Permits employees to put a device into offline
mode when a device becomes disconnected from the server.

Business Date Management — Permits employees to manage previous
business dates in the POS app, and perform functions such as closing open
labor and financial shifts, reopening a financial shift, and closing a previous,
open business date.

Take Order Ownership — Allows employees to take ownership of a table
owned by another employee, and to modify the order. When an employee
assumes ownership of a table, they become financially responsible for the
table. By not enabling this access, the order is read-only to the employee, and
the employee can only print a guest check that belongs to the table of another
employee.

Add Charge to Ticket — Permits employees to manually add a charge to a
guest check.

Enter Manual Weight for Scale Items — Permits employees to enter a manual
weight for scale items.

Approve Early Break Return — Permits employees to approve an early break
return.
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UNDERSTANDING LEVELS OF ACCESS TO SILVER BACK OFFICE

For employees with access to Silver Back Office, you assign them the ability to access each screen. Once you grant an
employee access to a screen in Silver Back Office, they can perform any of the functions available on that screen. The
system divides access to the various Silver Back Office screens into the following sections: My Store, Results, MENU,
Customers, Employees, Settings, Help, and Account Information. You can also select Back Office Access (All) to provide a
user role with access to all the screens and functions in Silver Back Office.

My Store (All) — Permits employees access to all My Store settings in this section. v v
Activity Summary and Alerts — Permits employees access to the Activity Summary and Alerts v v
screen.

Sales Dashboard — Permits employees access to the Sales Dashboard screen. v v
Customer Dashboard — Permits employees access to the Customer Dashboard screen. v v
Results (All) — Permits employees access to all the Results settings in this section. v v
Reports (All) — Permits employees access to all reports in Silver Back Office. You can restrict access v v

to only specific reports by selecting those specific reports.

POS Transactions — Permits employees access to the POS TRANSACTIONS screen where employees v v
can search POS transactions for a selected time period and re-print customer receipts.

Financial Shifts — Permits employees access to the FINANCIAL SHIFTS screen where they can enter v v
Receive Cash amounts from employees.

Credit Settlement — Permits employees access to the CREDIT SETTLEMENT screen where employees v v
can view and search credit card batches, void credit card transactions, and settle batches.
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Menu (All) — Permits employees access to all the MENU settings in this section. v
Categories and Items — Permits employees access to the CATEGORIES & ITEMS screen where v
employees can view, add, modify, and delete categories and items for your menu.

Modifiers — Permits employees access to the MODIFIER GROUPS screen where employees can view, v
add, modify, and delete modifiers and modifier groups.

Department — Permits employees access to the DEPARTMENTS screen where employees can view, v
add, modify, and delete departments.

Tags — Permits employees access to the TAGS screen where employees can view, edit, add, modify, v
and delete tags. By default, the system only assigns this access level to the Account Manager user

role.

Discounts — Permits employees access to the DISCOUNTS screen where employees can view, add, v
modify, and delete discounts.

Promotions — Permits employees access to the PROMOTIONS screen where employees can view, v
add, modify, and delete promotions.

Price Lists — Permits employees access to the PRICE LISTS screen where employees can view, add, v
and modify prices.

Events — Permits employees access to the Events screen where employees can view, add, modify, v
and delete events.

Customers (All) — Permits employees to access all settings in the CUSTOMERS section. v
Email Marketing — Permits employees access to the EMAIL MARKETING screen where employees v
can view, add, modify, delete, send, and activate email marketing messages.

Loyalty Program — Permits employees access to the LOYALTY PROGRAM screen where employees v
can view, add, modify, and disable your loyalty program.
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Understanding Levels of Access to Customers Shift Manager

Manager

Survey Program — Permits employees access to the SURVEY screen where employees can view, add, v
and modify your survey program.

Customers — Permits employees access to the CUSTOMERS screen where employees can view, add, v v
modify, and delete customers from your customer database.

Social — Permits employees access to the SOCIAL screen where employees can view, add, modify, v
and delete your social media settings.

House Accounts — Permits employees access to the HOUSE ACCOUNTS screen where employees can v
view, add, modify, and delete your house accounts.

Understanding Levels of Access to Employees Shift Manager

Manager

Employees (All) — Permits employees access to all settings in the EMPLOYEES section. v

Employees — Permits employees access to the EMPLOYEES screen where they can view, add, v v
modify, and delete employee information, permissions, pay rates, and login credentials.

Labor Shifts — Permits employees access to the LABOR SHIFTS screen where they can view, add, v v
modify, and delete labor shifts for employees.

User Roles — Permits employees access to the USER ROLES screen where they can view, add, v
modify, and delete user roles, and modify levels of access for user roles.

Understanding Levels of Access to Settings Shift Manager
Manager

Settings (All) — Permits employees access to all the Settings available in this section. v

Company — Permits employees access to the Company screen to view and modify company v

information.

Store — Permits employees access to the Store screen to view and modify store and receipt v
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Understanding Levels of Access to Settings Shift Manager
Manager

information.

Taxes — Permits employees access to the Taxes screen to view, add, modify, and delete tax v

categories, tax rates, locations, and tax jurisdictions.

Payments — Permits employees access to the Payments screen to view, add, modify, and delete v
tender information.

Pay In/Out Codes — Permits employees access to the Pay In/Out Codes screen to view, add, modify, v
and delete pay in and pay out codes.

Charges — Permits employees access to the Charges screen to view, add, modify, and delete v
Charges.
Kitchen Routing— Permits employees access to the Kitchen Routing screen to view, add, modify, and v v

delete kitchen printer groups, and to associate a kitchen printer with a kitchen printer group.

Admin — Permits the account manager access to the Admin screen. v

Understanding Levels of Access to Help Shift Manager

Manager

Help — This feature is slated for a later release.

Understanding Levels of Access to Account Information Shift Manager
Manager

Account Information (All) — Permits employees access to all Account information available in this v

section.

Reset Password — Allows employees to reset their own password. v v

Logout — Allows employees to log out of Silver Back Office. v v
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Understanding Levels of Access to Account Information Shift Manager

Manager

My Account — Permits employees access to view the My Account screen, to add additional stores, to v
deactivate devices, and to view My Bills.

Buy Hardware — Permits employees to purchase hardware for your restaurant. v
Register Hardware — Permits employees access to register hardware for use in your restaurant. v
Register Device — Permits employees to activate a device upon installation of the NCR Silver Pro v v

Restaurant app on a device.

ADDING AN EMPLOYEE

1. Select EMPLOYEES > EMPLOYEES.
2. Click Add an Employee.

Chris Dikes B settings B8
<21V EIN
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
EMPLOYEES USER ROLES
Employee Detail © rerevesnoinee
* Indicates required field
Employee Information
Employee Name® | Chris Dikes
@ Employee ID 16
Short Name* Chis D
Email Address® | chris.dikes@ncr.com
Phone
Permissions & Access
@ UserRoles Rssigned?  User Role Rate
“Account Manager 000 ~
@ Asstvgr 000
Bar Back 715
@l Bartender 450 7
Prompt for Adjust Tips at End shift
Login Credentials
@ Username* chris.dikes@ncr.com

Type the employee name.
Type an employee ID or leave the field blank to accept a system generated ID number.

Type a short name for the employee. The short name appears on reports.

o v & w

Type an email address for the employee. This is required for employees needing access to Silver Back Office.
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7. (Optional) Type a phone number for the employee.

8. Under Permissions and Access, select the user roles for the employee. Select all that apply. You must provide an
employee with at least one user role.

You can only assign an employee a user role with your user role rank or lower.

When an employee with multiple user roles clocks in, the employee selects a user role for the shift; however,
when an employee selects a user role with a lower access level, the system applies the highest access level
assigned to the employee rather than the user role.

9. (Multi-Store only) Click Assign Stores and select the stores for which the employee will be working.

10. Select Prompt for Adjust Tips at End Shift for the POS app to prompt the employee to adjust tips on credit card
transactions when they end a shift. By default, NCR Silver Pro Restaurant enables this feature.

11. Under Login Credentials, type a name, such as an email address for employees who will access the Silver Back
Office.

12. Create a unique four to eight-digit PIN for each employee who requires access to the POS app, even if only to
clock in and out. Give the PIN to the employee.

13. Type a password for Silver Back Office and then type it again in Confirm Password.

14. Click Save Changes.
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ONLINE ORDERING

For successful receipt and processing of online orders, you must provide certain APl information to the online ordering
system. You may also need to make additional changes to your NCR Silver Pro Restaurant configuration.

Online Ordering can be configured to auto-close fully paid orders. If you wish to implement this configuration for your
restaurant, please contact Silver customer care and request this.

Use the following as a checklist in preparing your system for online ordering:

1 Provide the API information to your online ordering system provider. Refer to ‘Locating Your API Information’
in this section.

2 In Silver Back Office, configure store locations for online ordering by selecting Enable Takeout and Delivery, if
you have not previously done so.

o (Optional) Set guest receipts to auto-close fully paid checks for online orders.

o (Optional) Change the default takeout and delivery download threshold times. The default time is
30 minutes for takeout orders and 60 minutes for delivery orders.

3 Configure the necessary kitchen printers for takeout and delivery, if you have not previously done so. When
the POS app receives an online order, it prints a kitchen chit to the defined takeout and delivery printer. If
desired, you can configure the kitchen printer to print one item per chit.

4 Confirm your menu items contain a kitchen printer assignment.

5 Review your user roles and ensure the appropriate user roles possess the required access levels to work with
online orders. To process online orders, an employee must have a user role with the ‘Take Order Ownership’
access level; otherwise, online orders appear read-only. To void online orders, an employee must have a user
role with the ‘Void Online Orders’ access level.

6 Optionally, restrict the devices that can process online orders. By default, all devices can process online
orders. On the devices you set to receive online orders, set the iPad Auto-Lock feature to never to ensure the
iPad remains awake and receives incoming online orders.
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LOCATING YOUR API INFORMATION

You must provide your client ID and client secret for your online ordering system to communicate with the Silver host for
your restaurant. The client ID is a unique identifier for your restaurant, and the client secret, which you must create if you
have not previously done so, is a lengthy string of unique characters the system creates, similar to a password.

1. Login to Silver Back Office through a Web browser.

Chris Dikes B B

Reset Password
Logout
MY STORE RESULTS MENU cusToM s HELP
My Account
Buy Hardware
Register Hardware

My Stores

My Devices
My Bills

Account Number
Purchase Terms & Conditions

Active Subscription

Account Status Active @
Customer Since 12/13/2012
Operation Mode Table service
Server Mode Demo mode
# of Devices 31

Client ID A12345678

Client Secret 50c47fb0-4676-4097-9930-3389cb0521b3 Create Client Secrel

2. Click your username at the top right side of the screen and select My Account from the drop-down list that
appears, to display your account information.

3. If you do not see a character string listed in ‘Client Secret’ on the My Account screen, click Create Client Secret.
The system creates your unique client secret and inserts it into the field. If you see a character string, do not click
Create Client Secret.

4. Provide your Client ID and the client secret character string to your online ordering system provider

CONFIGURING THE STORE LOCATION PHONE/DRIVE THRU

Since NCR Silver Pro Restaurant delivers online orders to the Phone/Drive Thru queue of the POS app, you must enable
takeout and delivery.

1. Select Settings > Store.

2. Select Store Options.

3. Enable any of the desired order modes like Takeout and Delivery.
4

Click Save.
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REVIEWING ONLINE ORDERS IN SILVER BACK OFFICE

Once you begin receiving online orders, you can use the POS Transactions screen to search and review transactions. Access
this screen in Silver Back Office at RESULTS > POS Transactions.

Chris Dikes a Settings 8
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
REPORTS POS TRANSACTIONS FINANCIAL SHIFTS LABOR SHIFTS CREDIT SETTLEMENT
© Today O Last7days O Last30days  From: |09/05/14 B 7o 090514 & Fiter o: Q
Date / Time Ticket Number Transaction Type Customer Name Amount  Operator Name Station
09/06/2014 12:00 AM 17100014 Sale/Retun Jane Amex 29.01 Online User Online Device
09/05/2014 04:29 PM 17100015 Sale/Return Jane Amex 29.01 Online User Online Device
09/05/2014 03:37 PM 17100017 Sale/Return Bob Jones 27.01 Chris Dikes Chris's iPad
09/05/2014 03:30 PM 17100000 Sale/Return Jane Amex 6.40 Online User Chris's iPad
08/05/2014 03:29 PM 17100016 Sale/Retun Bob Jones 27.01 Online User Chris's iPad
08/05/2014 03:00 PM 17100010 Sale/Return Jane Amex 2161 Online User Online Device
09/05/2014 02:34 PM 17100009 Sale/Return James Smith 2361 Chris Dikes Chris's iPad
09/05/2014 02:34 PM 17100008 Sale/Return Lance Miller 1621 Chris Dikes Chris's iPad
09/05/2014 02:31 PM 17100007 Sale/Return Jane Amex 10.80 Chris Dikes Chris's iPad
09/05/2014 02:29 PM 17100006 Sale/Retum Jane Amex 6.40 Chris Dikes Chris's iPad
08/05/2014 01:31 PM 17100005 Sale/Return Jane Amex 6.40 Chris Dikes Chris's iPad
09/05/2014 01:30 PM 17100004 Sale/Return Jane Amex 6.40 Chris Dikes Chris's iPad
Page |1 of 1 o
Ticket Detail | Lines Payments Taxes Q) Preview Receipt
Transaction Type: Sale/Return Order Number: 1001 Totals
Date/Time: 09/06/2014 12:00 AM Order Due: 09/06/2014 12:00 AM Gross SubTotal: 24.05
Ticket Number: 17100014 Order Status: Submitted Total Discounts: 0.00
Customer Name: Jane Amex Last Printed: Tax: 2.06
Customer Number: 15100003 Contact Name: Bob Jones Gratuity: 0.00
Operator Name: Online User Phone Number: 817-555-6666 Gratuity Tax: 0.00
Station: Online Device Address 1: 4 Upside Rd. Tip: 2.00
Selling Location: Online Address 2: Total: 29.01
City, State, Zip: Fort Worth, TX, 76155 Tendered: 200
Change: 0.00

The POS Transactions screen includes details about the online order, including the items for order, the customer name, the
ticket number, and much more. This screen also provides information regarding:

e The Operator Name, which identifies the virtual or actual employee in possession of the order.
If the system displays ‘Online User’ as the operator, then an actual employee has yet to touch the order.

If the system displays an employee name, the named employee is the last employee to touch the order on the POS
app.

e The Station, which identifies whether the order resides at the Silver host (referenced as the Online Device), or on a
specific device.

e The Order Status. An online order passes through three states:

o Submitted — An order starts as ‘Submitted’ when the Silver host receives the order from the online
ordering system. A submitted order has yet to be sent to the POS app.

o Processed — An order changes to ‘Processed’ when the Silver host sends the order to the POS app. The
order now resides on the POS app.
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o Picked Up — An order ends as ‘Picked Up’ when an employee closes the guest check. The system
identifies the operator as the employee who closed the guest check, and is, therefore, financially

responsible for it.

UNDERSTANDING THE ONLINE USER EMPLOYEE

When the Silver host receives an online order from the online ordering system, the Silver host assigns the order to the
‘Online User’ employee, which is a virtual employee. The system automatically creates the ‘Online User’ employee, and this
virtual employee does not appear in your employee list. Additionally, the system initially assigns the financial responsibility
for the online order to the Online User employee; however, when an actual employee closes the guest check of the online

order, the system assigns the financial responsibility to that employee.
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MULTI STORE ENVIRONMENTS

For restaurants with multiple stores, NCR Silver Pro Restaurant enables you to centrally manage multiple stores with one
login. NCR Silver Pro Restaurant contains a company level and specific store levels for you to manage your operation. Each
level includes different configuration, control, and managing capabilities.

At the company level, you can control such things as items, modifiers, discounts, user roles, and mores. At the store level,
you can customize information specific to each store, such as tax rates, receipt information, pricing, and more.

ADDING A STORE

To add additional stores, contact the customer care team at 877-270-3475.

LOGGING IN TO A MULTI-STORE ENVIRONMENT

You access Silver Back Office through a Web browser to configure the majority of settings related to your restaurant, such
as your company and store information, menu, employees, user roles, taxes, payments, and more. When you log in to Silver
Back Office, you select whether to access data at the company level or for a specific store. You can easily change from one
to the other.

To restrict an employee from accessing data at the company level and specific stores, refer to the ‘Using EMPLOYEES’
section.

To select the company level or a specific store:
1. Access Silver Back Office through a Web browser.

2. Type your username and password. The ‘Select Store’ prompt appears.

Select Store

Search Stores Q

Store Name

Company View (All Stores)
Baritone Multi-Store

Store A

Store B

Store C

SN RESEREE:

3. Click Company View (All Stores) or the specific store you want to view.

The name of the selected location appears to the left of your username at the top right side of the screen.
To switch to a different store view or to the company level, refer to the section ‘Changing the Location View.’

4. Click Continue. The Web browser opens to the My Store page for the level you selected.
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You can quickly change your view from the company level to a specific store, from one store to another, or from a store to

the company.

1. Click to the left of your username at the top right side of the screen. The ‘Select Store’ prompt appears.

Select Store

Store Name

Company View (All Stores)
Baritone Multi-Store

Store A

Store B

Store C

C - RSP

2. Select the specific store or Company View (All Stores) and click Continue. The system switches your view in Silver
Back Office to the selected location.

DIFFERENCES BETWEEN COMPANY AND STORE LEVEL ACCESS

The following section outlines which Silver Back Office pages are accessible, editable, or read-only at the company and store

levels.

SETTINGS

Use the Settings menu at the top right side of the screen, to configure company information, store information, taxes,
payments and kitchen printing. Click Settings to access the drop-down menu.

Menu Option

Company Level

Store Level

Company Information

Add and edit company information.

Read-only.

Store Information

Add and edit at the Store
Configuration screen. Store Options is
not accessible.

Add and edit the Store Configuration
and Store Options screens.

Taxes Add and edit. Edit the tax rates for a tax category,
and add and edit tax jurisdictions.

Payments Not available. Add and edit.

Pay In/Out Codes Add and edit. Read-only.
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Charges

Add and edit.

Read-only.

Kitchen Routing

Add and edit kitchen groups only.

Add and edit kitchen printers only.

RESULTS

Use the RESULTS menu to access reports, review and edit POS transactions, financial and labor shifts, and credit settlement.
Some screens you access at the company level, and others at the store level.

At the company level, the reports summarize the data for your entire company; the reports do not break out the
information on a store-by-store basis. To gather data for a specific store, switch the viewing level to the specific store and

run the desired report.

Menu Option Company Level Store Level

REPORTS Available at company and store level. | Available at company and store level.
POS Transactions Not available. Available at the store level.

Financial Shifts Not available. Available at the store level.

Labor Shifts Not available. Available at the store level.

Credit Settlement Not available. Available at the store level.

MENU

When you set up your menu, you define the items for sale in your restaurant and the manner in which they appear in the
POS app. Categories allow you to organize your items for quick navigation in the POS. You can add modifiers for your menu
items and create discounts and special pricing events. Some features are only available at the company level.

Menu Option Company Level Store Level
Categories & ltems Add and edit categories and items. Categories are read-only.
Sort order of categories and items. Add items, and edit prices.
Modifiers Add and edit modifier groups and Modifier groups are read-only.
items. Edit pricing and availability for
Sort order of modifiers. modifier items.
Price Lists Add and edit price lists. Add and edit price lists.
Departments Add and edit departments. Read-only at the store level.
Tags Add and edit tags. Read-only at the store level.
Discounts Add and edit discounts. Read-only at the store level.
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Promotions Add and edit promotions. Add and edit store-level promotions.
Company-level promotions are read-
only.

Events Add and edit events. Read-only at the store level.

To create an item at the company level for specific stores:

By default, when creating an item at the company level, the system assigns the item to all stores. To assign an item to a
specific store, it is necessary to identify the stores at which the item is available. You can also edit an item to modify the

stores for which it is available.

1. Click Add item to create a new item.

-OR-

Click the item you want to edit.

The Extended Item Setup screen appears.

2. For new items, enter the item information.

3. Under ‘General Information,’ click Assign Stores to assign the item to specific stores. A POS AVAILABILITY prompt

appears.
4,

5. Click Done.
6. Click Save.

Click the stores for which you want to make the item available.

Company View (All Stores)

MY STORE RESULTS MENU CUSTOMERS

ATEGORIES & ITEMS | MODIFIERS

Big Kahuna Burger

DISCOUNTS  EVENTS

Q=

2]

* Indicates required field.

General Information

Category * BURGERS

V]
Item Name *

Big Kahuna Burger

Printer Group

Description Long Name (30 char ma

Availability

tem Type & Menu tem

@ item Modifiers [t AR BURGER ADD-ONS

© Modifier Groups

Modifier tem

Add variations if this item is sold in different sizes, colors, flavors, etc.

© variations

On the item screen, the system identifies the stores to which you assigned the item. If the item is available to all
stores, All Stores appears next to Assign Stores.

To create an item at the store level:

At the store level, you can create an item for use in your store; however, you cannot assign the item to other stores or
assign modifier groups to the item. To assign modifier groups to the item, switch to the company level, select the item, and

add the modifier groups to it.
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To assign the item to other stores, switch to the company level, and assign the item to the stores where you want to make
it available. Refer to the section ‘Creating an Item at the Company Level for Specific Stores,” for more information.

To filter the item availability view:

You can filter items based on whether they are POS Active when viewing menu items in the Silver Back Office. This makes it
easier to view the items currently in use on the POS.

CD's Cafe Dale Lipscomb B Settings G
(O SILVER
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES ECOMMERCE HELP
CATEGORIES & ITEMS MODIFIERS DISCOUNTS PROMOTIONS PRICE LISTS MORE ...
BY CATEGORY | BY ITEM W COLOR CODE MY CATEGORIES | Filter by [all Items u Search All Items Q
All ltems
Active ltems
o Add a Category DRINKS
4 [& nactive tems Jownioad temList ] importitems @) Acd ttem
(23 items) - -

FAVORITES >

POS# . ITEMNAME POSACTIVE MENU MOD  TAX CATEGORY PRINTER GROUP PRICE

Root Beer v v v Food Tax Expo 325 -

COFFEE 2 Non-Sweet Tea v v 7 Food Tax Expo 2.00

3 Dr. Pepper Food Tax Expo 3.00
BREAKFAST PP v v o

4 Sprite 4 ¥4 v Food Tax Expo 2.00
HQUOR! 5 Sweet Tea v v v Food Tax Expo 2.00
PASTRIES 6 Btl Water 4 ¥4 v Food Tax Expo 2.00

7 Decaf Coffee Food Tax Expo 2.00
RETAIL v v v o

3 Big Red v 4 /  FoodTax Expo 2.00
SOuPS 9 Fanta Orange v FoodTax Expo 200
SALAD 10 Coke Zero v v /  FoodTax Expo 2.00

1 Dr. Pibb J o o  FoodTax Expo 2.00

ITEM ASSIGNMENT IN NEW STORES

When adding a new store to a multi-store, you can select how you want to assign items to that store, simplifying your menu

set up.

The selection pop-up is displayed on the Menu page for the new store after it has been added to your multi-store account.

You can assign all items, Copy the item assignment from an existing store, or not assign any items.

CUSTOMERS

NCR Silver Pro Restaurant enables you to compile customer information, create a loyalty program for your customers, use
email messages to market to your customers, and link to social media pages, such as Facebook and Twitter.

program.

Menu Option Company Level Store Level

Email Marketing Add, edit, and manage email Not available.
marketing messages.

Loyalty Program Add, edit, and manage the loyalty Read-only.

Survey

Read-only.

Add, edit, and manage survey
settings.
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links.

Customers Add, edit, and manage customer Add, edit, and manage customer
database. database.
Social Add, edit, and manage social media Not available.

House Accounts

Add, edit, and manage house
accounts.

Add, edit, and manage house
accounts.

EMPLOYEES

The EMPLOYEES menu allows you to create and manage user roles and to add and manage your employees.

USER ROLES is read-only at the store level.

You can create employees at both the company and store level; however, you can only assign an employee to multiple
stores at the company level. When you create an employee at the store level, the system assigns the employee to that
same store. To assign the employee to additional stores, it is necessary to switch to the company view, and assign the

employee to the other stores.

éADDING AN EMPLOYEE AT THE COMPANY LEVEL

When you add an employee at the company level, it is necessary to assign the employee to the stores at which they will
work. You can also edit an employee to assign them to additional stores.

1. Click Add an Employee.

-OR-

To edit an existing employee, click the employee name.

The ‘Employee Details’ screen appears.

2. For new employees, enter the employee information.

3. Under ‘Permissions and Access,’ click Assign Stores. The Select Stores prompt appears.
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Select Stores

Which store(s) does this employee have access to?

Search Stores Q

STORE NAME

Company View @
Baritone Multi-Store
Store A

Store B

Store C

~

EOoEOO

~

Done Cancel

4. Select the stores to assign to the employee.

5. Click Done.
6. Click Save Changes.

Company View (All Stores) (5] chris Dikes (2] Settings <]
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
EMPLOYEES USER ROLES
Employee Detail (-]

* Indicates required field.

Employee Information

Employee Name* | Bob Smith

© Employee ID

Short Name* Bob

Email Address

Phone

Permissions & Access

@ UserRoles Assigned?  User Role Rate
[&] Account Manager 0.00

[ Cashier ’ 800

[]  StoreManager 000

Stores Store A, Store C 1

Loain Credentials

Savs Cranges [l DscardCroes

On the Employee Detail screen, the system identifies the stores you assigned to the employee. If you assign the employee
to all stores, All Stores appears next to Assign Stores.

DEFINING THE LOCATIONS AN EMPLOYEE CAN ACCESS
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You control whether the employee can access the company level or specific stores in Silver Back Office. To allow access to
both the company level and all stores, assign the employee to All Stores under ‘Permissions and Access’ on the Employee
Detail screen. To restrict access to specific stores, assign the employee to the specific stores you want them to access.
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HELP

NCR Silver Customer Care: 877-270-3475

Customercare.ncrsilver.com

tions?
Ui e " Call us at 1677-270-3475
Using NCR Silver in the mobile food trucks means | can *

do business anywhere, anytime.” Log i to Siver Back Ofce to
Mac the Cheese & Allanta Burger Truck chat with 8 representative

(OICH SILVER

Visit NCRSilver.com

H Welcome NCR Silver and NCR Silver Pro Restaurant users!
L Select your product on the left, NCR Silver or NCR Silver Pro Restaurant, and view artces, videos and user uides. These resources wil help you lear ho o set up
Jour system, navigate through the Siler Back Offce and use the POS a3p. You can afo use the search function on the top let o find nformation auicky.

®Both O NCRSiver O NCR Siler Pro

Browse by categories.
Weicome
siver
CR Silver Pro Restaurant Edition

1f you have any questions, fee! free to contact one of our fiendly customer service agents, vailable to you 247, 3651

Call us at: 1-877-270-3475
Chat vith us by logging in to your Back Office and clicking on the Chat button.
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APPENDIX A: TAX TABLES

The following provide a list of examples of creating tax tables.

FLORIDA 4.5% TAX TABLE

Select Settings > Taxes.

Click Add Tax Table.

Enter the .09’ in ‘TAX.’

N oo o~ w N oe

tax table.

Enter the ‘2.00’ for ‘REPETITION.’

Leave the amount as ‘0.00’ for ‘START.

Type a name for the tax table, such as ‘Florida 4.50%.’

NCR Silver Pro Restaurant Tax Table Entered Values

IV EIN

MY STORE

RESULTS

MENU

Chris Dikes B

CUSTOMERS EMPLOYEES

Settings [}

START OF REPETITION
REPETITION PERIOD

000
0.00
0.00
0.00

e Tax Tables
e
Florida 7.0%
Florida 6.75%
Florida 6.5%
Florida 6.25%
Florida 6.00%
Florida 4.5%
-]

BREAKPOINT TAX

r\

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

0.00
010
023
045
067

0.00

Florida 4.50% Tax Table

Example

Click ‘+' to add a breakpoint for the amount of ‘0.00,” and then click ‘+’ again to add the first breakpoint from your

Amount of Sale Tax
10 20 01 |
23 44 02
45 66 .03
67 88 .04
89 111 .05
1.12 133 .06
1.34 155 .07
1.56 1.77 .08
1.78 2.09 .09 |

8. Referring to the Florida 4.5% tax table, enter the starting sales amount for the breakpoint. For example, if the
sales range for the breakpoint is .10’ to “.22,” you only need to enter ’.10. The system automatically enters the

amount for the TAX column.

9. Click ‘4’ to move to the next breakpoint.

10. Repeat for as many breakpoints as necessary. In this example, the period of repetition is 2.00. Enter breakpoints
up to the sales amount of ‘$2.09.
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11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.

FLORIDA 6.0% TAX TABLE

Select Settings > Taxes.

Click Add Tax Table.

Type a name for the tax table, such as ‘Florida 6.00%.
Leave the amount as ‘0.00’ for ‘START.

Enter the ‘1.00’ for ‘REPETITION.

Enter the .06’ in ‘TAX.

N oo ok~ w N

Click ‘+’ to add a breakpoint for the amount of ‘0.00,” and then click ‘+" again to add the first breakpoint from your
tax table.

NCR Silver Pro Restaurant Tax Table Entered Values Florida 6.0% Tax Table

Example

(] Semngs [T

SILVER ' Amount of Sale  Tax

MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP

o Tax Tables © orroxtan

Florida 7.5% 000 200

Florida 7.0% 0.00
200 013
400 025
1.00 0.06 v

Florida 6.75% 0.00

Florida 6.5% 0.00
Florida 6.25%
Florida 6.00%

][] BREAKPOINT  TAX /

Repeating 0.00 0.00
Repeating 010 001
Repeating 017 002
Repeating 038 003
Repeating 05t 0.0¢
Repeating 087 005
Repeating 08e 006

8. Referring to the Florida 6.0% tax table, enter the starting sales amount for the breakpoint. For example, if the
sales range for the breakpoint is .10’ to ‘.16,’ you only need to enter ’.10.” The system automatically enters the
amount for the TAX column.

9. Click ‘+’ to move to the next breakpoint.

10. Repeat for as many breakpoints as necessary. In this example, the period of repetition is 4.00. Enter breakpoints
up to the sales amount of ‘$1.09.

11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.
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FLORIDA 6.25% TAX TABLE

1
2
3
4.
5
6
7

10.

Select Settings > Taxes.

Click Add Tax Table.

Type a name for the tax table, such as ‘Florida 6.25%.’

Leave the amount as ‘0.00’ for ‘START.’

Enter the ‘4.00’ for ‘REPETITION.’

Enter the .25’ in ‘TAX.

Click ‘+’ to add a breakpoint for the amount of ‘0.00,” and then click ‘+" again to add the first breakpoint from your

tax table.

NCR Silver Pro Restaurant Tax Table Entered Values

Florida 6.25% Tax Table

MY STORE

RESULTS

Chris Dikes 2]

Settings B8

MENU CUSTOMERS EMPLOYEES HELP

°W/

START OF REPETITION fAX FOR
REPETITION PERIOD PERIOD

0.00 700
0.00
0.00
0.00

100
400
200
400

0.08 <
015

0.07
027
013

025 -

Toes Tax Tables

Florida 8.0%

Florida 7.5%

Florida 7.0%

Forcas 7%

Forca %

Florida 6.25%

-]

BREAKPOINT  TAX

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

N Ow Y Sy N

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

0.00
010
017
033
049
065

273
289
205
221
237
353
269
285

M‘-\“

=l TN Repating e e 23 e e S

Example
Amount of Sale Tax
.10 .16 .01 |
a7 .32 .02
.33 .48 .03
.49 .64 .04
.65 .80 .05
.81 .96 .06
.97 1.12 .07
1.13 1.28 .08
1.29 1.44 .09
1.45 1.60 .10
1.61 1.76 1M
1.77 1.92 A2
1.93 2.08 13
2.09 2.24 14
2.25 2.40 15
2.41 2.56 .16
2.57 2.72 A7
2.73 2.88 .18
2.89 3.04 19
3.05 3.20 .20
3.21 3.36 21
3.37 3.52 22
3.53 3.68 .23
3.69 3.84 24
300 .25 ]

Referring to the Florida 6.25% tax table, enter the starting sales amount for the breakpoint. For example, if the
sales range for the breakpoint is .10’ to ‘.16,’ you only need to enter ’.10.” The system automatically enters the

amount for the TAX column.

Click ‘+’ to move to the next breakpoint.

Repeat for as many breakpoints as necessary. In this example, the period of repetition is 4.00. Enter breakpoints
up to the sales amount of ‘$4.09.
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11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.

FLORIDA 6.50% TAX TABLE

Select Settings > Taxes.

Click Add Tax Table.

Enter the .13’ in ‘TAX.

N oo ok~ w N

tax table.

Enter the ‘2.00’ for ‘REPETITION.’

Leave the amount as ‘0.00’ for ‘START.’

Type a name for the tax table, such as ‘Florida 6.50%.

NCR Silver Pro Restaurant Tax Table Entered Values

MY STORE

RESULTS

MENU

Chris Dikes

CUSTOMERS

Settings B8

EMPLOYEES HELP

© sosrena

START OF
REPETITION

RePETITION
PERIOD

For
PERIOD

700
0.00
0.00

006 =
0.08

015
0.07
027

013

e Tax Tables

oo

Florida 8.0%

Florida 7.5%

Florida 7.0%

Fora£75%

Florida 6.5%

][]

BREAKPOINT

TAx

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeatng
Repeating
Repeating
Repeating

0.00
010
0.16
031
0.47
062
077
033
1.08
124
129
154
170
185

0.00
001
002
003
0.0¢
005

0.07
0.08
009
010
o1
012
013

e s e

Florida 6.50% Tax Table

Example

Amount of Sale Tax

Click ‘+’ to add a breakpoint for the amount of ‘0.00,” and then click ‘+’ again to add the first breakpoint from your

1 .10 15 .01 |
16 30 .02
31 46 .03
47 61 04
62 76 .05
77 92 .06
93 1.07 .07
1.08 123 .08
1.24 138 .09
1.39 153 .10
1.54 169 .1
1.70 184 12
l 1.85 209 .13 |

8. Referring to the Florida 6.50% tax table, enter the starting sales amount for the breakpoint. For example, if the
sales range for the breakpoint is .10’ to ‘.15,’ you only need to enter ’.10.” The system automatically enters the
amount for the TAX column.’

9. Click ‘+’ to move to the next breakpoint.

10. Repeat for as many breakpoints as necessary. In this example, the period of repetition is 2.00. Enter breakpoints

up to the sales amount of ‘$2.09.

11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.
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FLORIDA 6.75% TAX TABLE

Select Settings > Taxes.

Click Add Tax Table.

Type a name for the tax table, such as ‘Florida 6.75%.’

Enter the ‘4.00’ for ‘REPETITION.’

Enter the .27’ in ‘TAX.

1
2
3
4. Leave the amount as ‘0.00’ for ‘START.
5
6
7

Click ‘+' to add a breakpoint for the amount of ‘0.00,” and then click ‘+" again to add the first breakpoint from your

tax table.

NCR Silver Pro Restaurant Tax Table Entered Values

Florida 6.75% Tax Table

Example

Amount of Sale Tax

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

[ S AT T S N

e

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

0.00
010
015
030
045
060
075

S

“om

297
312

0.00

e e e

Chris Dikes B setiings B8
IV EIN
R
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
Toes Tax Tables © ooy
Florida 7.75% 0.00 021
Maryland 6% 1.00 0.06
Florida 8.0% 0.00 0.08
Florida 7.5% 0.00 200 015
Florida 7.0% 0.00 1.00 0.07
Florida 6.75% 4.00 027 -
-] [ /

10 - 14 01 ]
A5 - 29 .02
30 - .44 .03
45 - 59 .04
60 - .74 .05
75 - 88 .06
89 - 103 .07
104 - 118 .08
119 - 133 .09
134 - 148 .10
149 - 162 .11
163 - 177 .2
178 - 192 .13
193 - 207 .14
208 - 222 .15
223 - 237 .16
238 - 251 .17
252 - 266 .18
267 - 281 .19
282 - 29 .20
297 - 311 21
312 - 325 .22
326 - 340 .23
341 - 355 .24
356 - 370 .25
371 - 385 .26
386 - 400 27 ]

8. Referring to the Florida 6.75% tax table, enter the starting sales amount for the breakpoint. For example, if the
sales range for the breakpoint is “.10’ to “.14,” you only need to enter ’.10.” The system automatically enters the

amount for the TAX column.

Click ‘+’ to move to the next breakpoint.
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10. Repeat for as many breakpoints as necessary. In this example, the period of repetition is 4.00. Enter breakpoints
up to the sales amount of ‘$4.09.

11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.

FLORIDA 7.0% TAX TABLE

Select Settings > Taxes.

Click Add Tax Table.

Enter the .07’ in ‘TAX.

N o vk~ w N

tax table.

NCR Silver Pro Restaurant Tax Table Entered Values

-V LI\

MY STORE

Leave the amount as ‘0.00’ for ‘START.’
Enter the ‘1.00’ for ‘REPETITION.’

RESULTS MENU

Type a name for the tax table, such as ‘Florida 7.00%.’

Chris Dikes

CUSTOMERS

EMPLOYEES

Settings ]

HELP

© rssoxrane

Florida 7.00% Tax Table

Example

Amount of Sale Tax

START OF
REPETITION

REPETITION
PERIOD

TAX FOR
PERIOD

0.00
1.00
0.00
0.00
000

4.00
1.00
1.00
200

100

031
0.06
0.08
015

007

10
15
.29

.58
72
.86

.01
.02
.03
.04
.05
.06
.07

T
— Tax Tables

Foraa 7

Maryland 6%

Florida 8.0%

Florida 7.5%

Florida 7.0%

o=

BREAKPOINT  TAX

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

0.00
010
015
029
043

0.00
001
002
003
0.0¢
005
006
007

Click ‘+’ to add a breakpoint for the amount of ‘0.00,” and then click ‘+" again to add the first breakpoint from your

8. Referring to the Florida 7.0% tax table, enter the starting sales amount for the breakpoint. For example, if the
sales range for the breakpoint is .10’ to ‘.14,’ you only need to enter ’.10.” The system automatically enters the

amount for the TAX column.

9. Click ‘+’ to move to the next breakpoint.
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10. Repeat for as many breakpoints as necessary. In this example, the period of repetition is 1.00. Enter breakpoints
up to the sales amount of ‘$1.09.

11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.

FLORIDA 7.5% TAX TABLE

N o vk~ w N

Select Settings > Taxes.

Click Add Tax Table.

Type a name for the tax table, such as ‘Florida 7.50%.

Leave the amount as ‘0.00’ for ‘START.’

Enter the ‘2.00’ for ‘REPETITION.’
Enter the .15’ in ‘TAX.

Click ‘+’ to add a breakpoint for the amount of ‘0.00,” and then click ‘+" again to add the first breakpoint from your

tax table.

NCR Silver Pro Restaurant Tax Table Entered Values

Florida 7.50% Tax Table

Example

IV LN

Taxes

[ Tax Tables

MY STORE

RESULTS

Chris Dikes

MENU CUSTOMERS

EMPLOYEES

Settings B8

HELP

Amount of Sale Tax

10 - 13 01 ]

14 - 26 .02
Tax Tables +] / 27 - 40 .03
41 - 53 .04
e / 54 - 66 .05
Florida 7.75% 0.00 %00 031 67 - .80 '06
i v e 81 - 93 .07
Florida 7.5% 0.00 200 015 94 - 1 _w 08
107 - 120 .09
oe oo w4 121 - 133 .10
T 134 - 146 .M
Repeating 0.14 0.02 1 .47 - 1 _60 .1 2
— e e 161 - 173 .13
Repeating 054 005 1 .74 - 1 QG 1 4

e 187 - 209 15 ]

Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating
Repeating

094
1.07
121
134
1.47
161
174
1.87

0.08
0.09
0.10
o1
012
013
0.1¢
015

Referring to the Florida 7.50% tax table, enter the starting sales amount for the breakpoint. For example, if the
sales range for the breakpoint is .10’ to “.13,’ you only need to enter ’.10.” The system automatically enters the

amount for the TAX column.

Click ‘+’ to move to the next breakpoint.
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10. Repeat for as many breakpoints as necessary. In this example, the period of repetition is 2.00. Enter breakpoints

up to the sales amount of ‘$2.09.

11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.

FLORIDA 8.0% TAX TABLE

N o vk~ w N

Select Settings > Taxes.

Click Add Tax Table.

Type a name for the tax table, such as ‘Florida ‘8.0%.’

Leave the amount as ‘0.00’ for ‘START.

Enter the ‘1.00’ for ‘REPETITION.

Enter the .08’ in ‘TAX.

Click ‘+’ to add a breakpoint for the amount of ‘0.00,” and then click ‘+’ again to add the first breakpoint from your

tax table.

NCR Silver Pro Restaurant Tax Table Entered Values Florida 8.00% Tax Table

Example

Chris Dikes u Settings a

=2ILVEIR Amount of Sale Tax
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES HELP
10 - 12 01 J
. 13 - .25 .02
Tax Tables © AssTagak 26 . a7 03
.38 - .50 .04
staToF repenmon frror
wane Ertmon Tenos Tenion 5 - 62 05
Forda 775% o % o =
Waryiand 6% 00 o .63 - .75 .06
Florida 8.0% 0.00 100 “ose | . o 8Z 07
Florida 7.5% 0.00 200 015
|es - 100 08 ]

Florida 6.75% 400 027 -

= BREAKPOINT  TAX /

Repeating 010 0.01
Repeating 013 0.02

Repeating 026 0.03
Repeating 038 0.0¢
Repeating 0st 005
Repeating 083 0.06
Repeating (23 0.07
Repeating 088 0.08

Referring to the Florida 8.0% tax table, enter the starting sales amount for the breakpoint. For example, if the
sales range for the breakpoint is .10’ to .12,’ you only need to enter ’.10.” The system automatically enters the
amount for the TAX column.

Click ‘+’ to move to the next breakpoint.
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10. Repeat for as many breakpoints as necessary. In this example, the period of repetition is 1.00. Enter breakpoints
up to the sales amount of ‘$1.09.

11. Click Save Changes. Refer to ‘Setting Up a Tax Category’ for how to specify a tax table for a tax category.

APPENDIX B: SAFE DROPS

The Safe Drop Pay Out can be used to track money that's been taken out of the POS and put into a safe but should still be
included in a bank deposit.

Safe Drops are now reported separately from POS Cash Deposits on the store summary page so that managers can more
accurately track the store’s money.

The Safe Drop Pay out code has always been available on the POS, but it can no longer be removed from the reason codes.

Shawn's Restaurant | Dale Lipscomb Settings
SILVER u a
MY STORE RESULTS MENU CUSTOMERS EMPLOYEES ECOMMERCE HELP
REPORTS POS TRANSACTIONS FINANCIAL SHIFTS LABOR SHIFTS CREDIT SETTLEMENT
Operations
A
m Store summary
Device Activity
Employee Activity
Location Activity © Today O Yesterday O Last7Days O Last30Days  From: 03/16/2018 [ To: 03/16/2018 [H Location: (All Locatic ¥ (©)
Discounts & Promos :
Taxes | Export to the selected format V| Export s I
L
Labor Shifts Catering A
Tips Drive Thru
Offline Credit
i i Ticket Total
Void Audit
Sales
Pepastment, Sales Payment Types Quantity  Tip Amount Amount Total Amount
Item Sales
Modifier Sales
yins
Sales Summ; Payouts
POS Cash Deposits

Hourly Sales Dro v

Safe Drop Example:

The example below illustrates how a Safe Drop work:
e  Cashier completes a $349.00 cash sale.
e The Manager does a $10.00 Miscellaneous Payout (Pay Out Other) to get some supplies for the store.
e The Manager completes a $100.00 Safe Drop (with the exclude from store summary cash deposit flag enable)
e Shift ends
If the financial shift started with $0.00 in cash.
e  After transactionl, the financial shift has $349.00 in cash.

e  After the first pay out, the financial shift has $339.00 in cash.
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e  After the safe drop, my financial shift has $239.00 in cash.
e Once the shift ended, the cash drawer has $239.00 in cash, which is placed into the safe.

e At the end of the day, the manager takes the $100 safe drop from the shift and the $239 from the shift to
the bank. He has $339.
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