One Blue Hill Plaza, 16th Floor, PO Box 1546
Pearl River, NY 10965

1-800-PC-AMERICA, 1-800-722-6374
(Voice) 845-920-0800 (Fax) 845-920-0880

10 Stepsto Geting Started with
Restaurant ProExpress

Your copy of Restaurant Pro Express (RPE) must be registered before use. To register your software,
chooseRegisterfrom the Filemenu at theLogin Screen Restaurant Pro Express will prompt you for your
activation number; enter the serial number located on your RPE box.

After entering your activation number, Restaurant Pro Express will access the pcAmerica registration
server over the internet to redisr your software.

NOTE The registration process requires an active internet connection. If you do not have an internet
connection, please contact your pcAmerica sales representative to manually register your software.

For more information see step of thel0 Steps to Getting Startesglection of the manual.
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10 Steps to Getting Started

The first step of setting up your point of sale system is plugging in the equipment. Some of the devicedeeduiage drivers
which is what your computer uses to talk to each piece of equipment.

Step by step instructions on how to plugyiour newPOS hardware, peripherasdinstall drivers are located at:

9 http://fag.pcAmerica.com/hardware

Pole Display Cash Drawer Receipt Printer KitchenPrinter

Your Pole Display allows  Store cash for the day in Recept printers allow your A kitchen printer is

customers to quickly and  one safe and convenient  customers to have an designed for speed. Order:
easily view theitransaction place. RPHeatures an itemized breakdown of immediatelyprint to the
as it is being entered into  antitheft setting to only their transaction. RPEwill kitchen and food items can
the system. allow employees to ring in ¢ also enable you to place be designated to print at
transaction with the cash ~ your company logo and certain stations.
drawer closed. bounce back coupon on the
receipt.

For more detailed information about hardware and hardware configurations please setatidevare Setugsection of the
manual.
Note: These are common connection arrangements. Depending on the equipment you purchased, your connecti
arrangements will vary.
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10 Steps to Getting Started

Below are instructions on installiRestaurant Pro Expreasd starting it for the first time.

You must be logged onto your computer as an Administrator with full access rights in order to properlyRiestalirant
Pro Express

If you have multiple stations within your store, it is vémportant that youinstall the server first! We also recommend you reac
the Configure Multiple Stationsection later in this manual.

If you have multiple stores communicating to a corporate office, it is recommended you sign up for a pcAmaigiiog session
to ensure ya fully understand the process.

InstallShield Wizard

Restaurant Pro Express requires that the following requirements be installed on your
~1 camputer priot to instaling this application. Click 0K o beain instaling these requirements:

u 1. Insert theRestaurant Pro Expre€D into the CEROM drive. Before
installingRPE the installer will scan for any prerequisites. Whatev
is listed on this screen MUST be installed pricthisRPEnNstall. If
nothing on this screen is installed you will get prompted to select
to install everything.

i Restaurant Pro Express - InstaliShield Wizard 3]
InstallShield Wizard Completed
B e e o
2. After all prerequisites have been installed tR®Enstaller should
automatically launch and bring you to the next step.
3. After the install has completed seleinishto exit the wizard.

B8 pcAmerica B

Thank you for choosing a pcAmerica point of sale system.

s about this
running.

4. SelectNextto begin the configuration process. You will be asked
series of questions that will determine how your system is installe

t our technical support

<< pravious Next 5> Gancel
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10 Steps to Getting Started

Step 2¢ Install and StartRestaurant Prdexpress

W
Please Click a Business Type
Ao
P 5. Restaurant Praexpresswill prompt you to select your industry
A S O type, selectA Retail Store Otherwise, choosA Corporate Office
Hoem TR for a Chain of Stores or Restaurar®NLY IF this computer is an
R office computer in your corporate office (not an office computer i
= a retail store).
P i P

E pcAmerica Database Selection BB
R 6. The next screen in the wizard will be tbatabase Selectiomab.
‘Configure this Computer’ option to start & Configure This
B s s Computer
We Inciude a few sample databases to help.

e T Try Out a Sample . .
Ssasmbie ooy Oatabase 1 SelectConfigure This Computdp start a NEW database. To

connect to your server please see tBenfigureMultiple
Stationssection later in this manual for more information.

£ Use Advanced Configuration

e e | or m

BS pCAMerica  aswauestons to getyou stutes BB reromprocys

Fice (for 3 chan of restsurares)

7. You will need to answer a series of questions to help configure \
system properly.

<< rovious et 52> _M

network. Pick that
connect to.

1001 - PCA-STORE-SERVER: 50000

1001 :PCA-STORE-SERVER :50000

8. If you are connecting more than one computer in your store to a
server you must select theéght server that station will be

_x connecting to.
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10 Steps to Getting Started

Step 2¢ Install and StartRestaurant Praexpress

Select or create a station

1001 Turquoise Steokand Grifle ll:g— Station Role:
03 Standard

8. To setup &tore Serveyou will need to choose the appropriate

o N — Store IDby highlighting it. In addition, you need to selec®tation.
For connecting &tation to a Store Servarlease see th€onfigure
cnentee _M Multiple Stationssection later in this manual.

Note: Every station must have a unique number.

Selected Store ID: 1001 Selected Station ID: 01

EpcAmerica Setup Complete! A restart s required. BB s o

9. After you have configured your system select eitBeginor Exit
and restart the program.

pcAmerica

B Freciandresentsosns 10. In order to gain access to your new software you must now reg
Qo Regier xpress it. Select theRegister Nowtab and scan or enter the registration
number that came \ith your software. You must have an internet
connection to register your software or call your customer service
representative (1800-722-6374 x278) to guide you through the manu
registration process.

pcAmerica
Wiy pcAmerica.com

sales@pcAmerica.com
1-800-722-6374

80
estaurant Pro express
BE e

"You are tunning an evaluation copy of CRE/RPE. You have 189 invoices left. Please consull your
vendar o irformalian an purchasing tis praduct,

Reg\sterwi Register Later

Please enter your ID
swipe your card

11. If you are not connecting to a corporate offiBegstaurant Pro

Express will proceed to tHeogin Screemfter a brief loading process.
you are connecting to a corporate office, you will be prompted for th
corporate office information before pragssing to the_ogin Screen.

For a detailed installation guide please see the link below:

1 http://fag.pcamerica.com/maintenance/crepe-installation

5|Page


http://faq.pcamerica.com/maintenance/cre-rpe-installation

10 Steps to Getting Started

Employees are configured within tliEmployee Maintenancecreen ofRestaurant Pré&xpress. Cashiers and servers must be
added into the system before they can log in and ring up sales. Other types of employees can be added and their halirs t
withhnRPE even i f their jobs don’t r equibelowtolds gourtindial cashier intoh ¢
RPEthe Employee Maintenanceection later in this manual will describe additional employee options, job codes and how t
record employee hours.

Manager
1. Select theManageror Optionsbutton.
2. Enter the administrator passwa (default: admin) where applicable.
- 3. SelectAdministrative then, Employee Maintenance Only the administrator
Optlons can access this screen.

General Information For: Mike Jr. Vgpoan
i ) CodSupu © [

4. Select theAdd Employediutton to create a new employee record. Assign a
unique Employee ID (which could be their initials or some other unique
identifier), password and Risplay Namehat prints on the receipt. If you
would like to assign a secure login card to this emplogeeépe the card in the
Card Swipe IDox.

- |
, oo

Erevious bt | W) Een

Dtjete Ext

5. Assign security permissions by selecting the dropdown list and selecting Yé
(the empl oyee can do this), No ('t
permission) or Override (they can and are a managethisrfunction).

Functionality | Paset Pege2| Pages |
Inventory Invoice Discounts  |ves —

Invoice Price res
Customers ‘ o o

R It = Prompt
I Delete ltems Crverrice

For more information see th€op Five Employee Permissions and Usestion of
the manual.

Your employee has been
added. Would you like to add

another employee? .
6. Select theSavebutton. Your employee has been added! Add any additional

w employees you wish to configure and then select Exét button to go back to
the Login Screen.

I3

For a detailed guide on adding and configuring employe&iElease see the link below:
1 http://faq.pcamerica.com/software/employees/creatingmployees
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10 Steps to Getting Started

Restaurant Pr&xpress has hundreds of btiiit features that can be turned on or off. TBetup Screeincludes many of these
options, organizing them into multiple tabs. You can accesSétep Screeffrom the Login Screeiby selecting thd=ilemenu
and Setup Screeryou must use the administrator password to enter this screen (default: admin). IGlgttiags only need to
be configured once for all stations while settings that are not global need to be configured once at each station. 8elwantis
of recommended feature settings:

Feature Quick Service Quick Service Global

Restaurant Restaurant

Prompt Cashier IPrequires a cashier to login for | Invoice Settings X
every check.

Change thdReceipt Siz¢éo Short Receipto print Receipt X X
only the most important information.

Enter the company information that prints on the| Company Info X X X
receipt.

Enter necessary credit card information if you ar¢ Payment Processing X X

processing credit cards througdtestaurant Pro

Express.

Prompt Tableoption will either prompt for a table | Restaurant Features X X

layout after logging in or go straight to the Functionality

invoicing screen.

Create text that will print on the bottom of a Couponing X
receipt as a coupon.

On Hold 1Dwill allow you to choose how the On | Restauranfeatures> X X
Hold ID is handled with Restaurant Pro Express. Functionality
Reason Codeallow you to choose a reason why | Invoice Settings X X X

you are accepting a return.

Combine linestems scanned multiple times will | Invoice Settings X X
appear on the same line item.

You can read about the other settings and options inSle¢up Screetn our F1 Help Sectiobuilt into Restaurant Pr&xpress.
You can also get detailed information about the setup screen from the link below:
91 http://fag.pcamerica.com/filelockers/pdflocker/Setup Screen.pdf
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10 Steps to Getting Started

Your goods are separated into groups callEpartments A few examples of departments akppetizers DessertsPastasand
Value Meals Departments are used to organize your menu items on the screen and also to report on your items. After yc
departments are created, you may create menu items inside of each of your departments.

To begin creating your inventory list, select fdanagerButton on the top right of thé.ogin Screemand enter a username and
password (default username: 01, passwardmin). Navigate to thinventory Maintenancescreen inside of thé&dministrative
tab.

General Info To add a new department, select the blDepartment for this Item
Department  |g;

e Tl T link in the top left of the screen. This will bring you to the
[tern Mumber Department Maintenancescreen.

Select theAdd Departmentbutton, type in a department ID (ex: SMTH) and description (ex: Smoothies) andslectAfter
adding the department, sele@xitto return to thelnventory Maintenancescreen.

Department Maintenance

Info

General Information for NONE Keyboard
Gatgrs o ERTET R | © Reguiar

Departrment

Departrnent 1D O Rental

O Employee
Department NONE
Description

Options Receipt Notes

[0 Print Department Notes on Receipt Square Footage 0

[JRequire Permission for Sale
ltem Cost 0
[ Require Serial #/ Reference Entry Percentage

[JBar Tax Inclusive

[JInclude In Scale Export

Export ltems to
Scale

-

Previous

> Ao Sy Changes S0
‘ @ Help _H Delete H Exit ]

_

Next
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10 Steps to Getting Started

To add a new item, select thdd Itembutton on the bottom of thelnventory Maintenancescreen. The required information is
on the top onethird of the screen:

TheDepartmentthis item will be inside of (exn®othies.

A uniqueltem Number €x: SW1001, or the barcode of the item).

A Description,which will print on the receipts (ex: short sleevaeck).
YourCost which is the price you pay.

ThePrice you charg¢he customer.

An optionakt In Stockvalue if you track sick levels.

Various tax options can be selected, if you charge tax for this item.

=A =4 =4 -8 -4 -4 -4

item: Blended Cappuccino

Department  gmoothies v 0
far this ltem Sy Cost ; Taxz
[tern Number Price You | $3.95 -
o Charge ! [Tax3
Description  Blended Cappuccino Prica with $4.27 |[]Bar Tax
tax |
#In Stock

Select theSavebutton and the item will now be added to your inventory list. See the next step to change the default forma
your button and customize the touchscrewith your own colors.

TIP: Most restaurants apply modifiers (such as meat temperatures, toppings, side dishes, etc.) to their items. See
following document for information on how to configure modifiers:

9 http://fag.pcamerica.com/filelockers/pdflocker/Creating modifiers.pdf

For a complete breakdown of all options in Inventory Maintenance please see the document below:

9 http://fag.pcamerica.com/filelockers/pdflocker/Inventory Maintenance Screen.pdf

For detailed instructions on adding inventory please see the link below:

1 http://fag.pcamerica.com/software/inventory/creatingnew-inventory-items
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10 Steps to Getting Started

The menu screen where you place your orders is a highly customizable screen. By default, menu items are displayeetin 1
you add them. The buttons are a default color and their configuration can be changed easily.

To change the look of your menand configure function buttons and best sellesslect theManagerButton on the top right of
the Login Screerand enter a username and password (default username: 01, password: admin). Next sefsstugbiab and
then Touch Screen Configuration

—— @ | TheGeneraltab is used to configure the custom quick buttons on the bottom of the screen
- = assign a function or a best seller to a custom button, select the button on the screen (it wi
highlight in green), choose the function from tBelect thisd dzii (i 2 y Q &drogddmyh @nid A
fill in the information beneath. Make sure to cheisplay this Buttorto display it on the
screen. A popular use for a function button is for best sellers, which is a menu button tha
= be on the screen no matter whalepartment you are in. To assign one, choose the functio
e Fixed Itemand fill in the item number in the box below.

The functions in thétems & Departmentgab are used to change the order, color, caption a
picture of your menu buttons. You cals@achoose to make certain items or departments
invisible.

1 To change the color of a department or menu item button, select the department (in ti
left list) or menu item (in the right list) and choose tBelect Colobutton.
1 Change the order of your depganents or menu items by selecting them from the list ang
using theUp or Down buttons.

When you are finished making changes, selectS3hee & Eit button. Your saved changes wi
display the next time you log into the menu screen.

TIP: Changes made to the menu on one terminal automatically update ALL terminals in real time. You do have the ability
design different menus for specific terminals in your restaurant without affecting the other terminals. For example ametstaul
with abar commonly have a different menu layout at the bar than at the rest of the restaurant. To do this, sel€ctrtigure
This Station Individuallymenu option from theOptionsmenu on the top of the screen.

If this is checked, any layout changes madlbiw Touch Screen Configurationill not affect other terminals.
For a detailed guide on using the touch screen configuration window please see the link below:

1 http://fag.pcamerica.com/filelockers/pdflocker/Touch Screen Configuration.pdf
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10 Steps to Getting Started

Step 7- Login to the System

Servers must login to Restaurant Pro Express before they can ring up customers or enter ordesgifdeeenprompts
servers for a user name and password, or alternatively the server can swipe their employee card to gain access.

[ —
& 1.

Please enter your ID or
swipe your card

To log into RPE, simply enter your ID and password
(default for the demo is
employees id or swipthe secure login card you
configured in theEmployee Maintenancecreen.

If you are a QSR and not using the table service featu
of RPE, you will go immediately into the restaurant me
screen. Otherwise, you will proceed to number two

11:47:12AM | below.

! 2. If your establishment is a table service restaurant, sel¢
the table. Your table layout can be configured to
resemble your restaurant, with tables organized in
different sections (ex: dining room, patio, bar) and
o options to vary shapeand sizes. Select thedit Layout
ISR to modify your table layout from any station. Please
refer to theLaying Out Your Tables for Fine Dining ang
Table Servicaection for instructions on configuring yol
tables.

Dining Walk in

A secure login card helps prevent one server from logging in a:
different server (which is a hole for theft). Without a secure logi

POS Access Card card, servers must type in a user name and password, which is
R visible to others close by. The only way to log in withe¢hed is to
pCAmenca swipe the card, protecting t
Restaliand Restaurant Solusions to steal money. You can purchase these cards from pcAmerici

Cash Register express E Restaurant Pro express

V.
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10 Steps to Getting Started

Step 8- Ring in Some Items

Ringing up items is easy. Simply selectdbpartment the item is in (examples: appetizers, entrees, desserts, pastas, etc) ar
select the menu items to add to the check. If the item has modifiers that apply to it (such as a meat temperature forpRIRIE
will prompt the server to make the che#is and then add the item to the check.

i Creds e mepie CIN|

cardlCheck tram
o Server 1D T

] 83503 PM

EREWED WHFFED Descriptien Gty Price -
COFFEE SMALL MECIUM LARGE CREAM L Al
J French Roast 16 oz. 1 $1.60
ESPRES FRENCH FRENCH FRENCH EXTRA ScootersDecal 2002 1 $1.7
ORI SMALL MECIUM LARGE Fevor | Flavorofthe Day 16¢ 1 $1.60
r Shooter 120 1 $2.40
Roast 16 0z 1 $1.60
oTH CECHF EXTRA
o DECAR sm.ﬂ Ry DECAF LARGE || piororis
BLEN FLEYDR FLAVCR ESPRESSD
ORI 5 MECIIM LARGE SHOT
e s R SCOOTER SCOOTER
! SHE SHOOTER SHOOTER S0 IS
5 MECHLM LaRGE
CAFE A CAFEAULAT || CAFE LA
L SMALL MECILM LARGE SLLCITS
Z
Tax £0,00
AGaand Total $3_95

Cash Custom
£ Bonus: 0

I"""I\lwlwl‘f"l e u‘%ﬂiu

ltem buttons;
touch an itern to
add it to the order

lterms ordered so far on this
check with quantity & price

Department
selection
buttons

Custom buttons that you can use for
one-touch access to our best sellers (or
other commonly used functions.) For
example, a coffee shop would have
Medium Coffee’, their best seller, as a
one-touch button.

TIP: For table service restaurants, Restaurant Pro Express does allow you to assign each item ordered to the gue
ordering it, using th®rder by Guesfeatures. The guest number for each item will print in Kitehen so the runner
knows which guest ordered which menu items and doe
please refer to thé=1 Help Section

For detailed instructions on invoicing iRestaurant Praexpress please see the link below:

1 http://[fag.pcamerica.com/software/invoicing/invoicintp-restaurantpro-express

12|Page


http://faq.pcamerica.com/software/invoicing/invoicing-in-restaurant-pro-express

10 Steps to Getting Started

You can access additional functions by selecting an item on the menu grid. Below is an explanation of
each of theseuttons.

To delete one or more items, select the items (which will highlight them) and select the
Deletebutton. This function can be limited using employee permissions.

To apply a discount to one or more items, select the items (which will highlight them) an

Line select theLine Discount %utton. You will be prompted by a discount percentage. This
Discount % function can be limited using employee permissions.
i
If you would like to order more than one item, you can select the item and selechege
Change Quantity button. An alternate way of doing this is just selecting the menu item button
Quantity multiple times. This function can be limited using employee permissions.

Modify is used to modify the modifiers that are already on an item. This function can be
MOD“:Y limited using employee permissions.

Reorder Rounds commonly used in a restaurant or bar where many people want to reor

Reorder the same item they previously drank. S
ound, which will up the quantity by one. is function can be limited using employee
Round, which will up th ity b This functi be limited usi |
Round permissions.
-
Transferis used to transfer this check to a different table. This function can be limited us
Transfer » employee permissions.
ShOW SelecttheShowMenubut t on t o desel ect al | the ite
Menu go back to the menu buttons.
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10 Steps to Getting Started

Step 10- Complete the Transaction

Step 10 is the most important part of the transactieaccepting tender (money). The three most common forms of payment
most restaurants are cash, crediebit cards and giftards.

ol To PAY for a transaction, select the PAY button. This will bring up the amount tendered screen whel
" can pay using one or more payment methods.

Type Tender Amount &

Select Tender Type Clear

Restaurant Pro Express’ amount
flexibility. The default amount is always the exact amount remaining.
enter a payment, touch in the amount and select the payment methot
If paying by gift card, credidebit cardor check, RPE will ask you for
more information. You can also enable etoeich quick payment
buttons for the most common tender amounts. RPE supports split
tendering, meaning you can pay with more than one tender.

To put a check on hold (for table service, or quick service where you pay at a separ
counter), use theCHECISr SENDbutton. The check is then put on hold waiting for
more items to be added or for the customer to finish their meal and pay their®de
below for a more detailed description of these functions.

CHECIKS used to print a copy of the invoice locally at your receipt printer to give to your customer (if they would lik
see what they ordered).

SENDs used to send items that have beerdered to a kitchen printer (if applicable) to have your kitchen staff, prep:
the ordered items.
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10 Steps to Getting Started

Step 10- Complete the Transaction

In table service restaurants, some parties will ask for separate checks. To split a che
server can seledDIT&nd thenSPLIT CHECK.

SPLIT CHECK

Inside of the split checks screen you can split evenly (example split 3 ways), split by guest (if using the
order by guest feature) or select and drop items amongst different split check in any fashion you wish.

Split Checks

Select Items to Split, Select Check to Split to

G Description # |Price  “ G Description

=)
Cherry Coke Diet Coke
Medium Medium
Soup of the Da Stromboli

G |Description

e

Congratulations!lYou’' ve rung up your first sale inside of Rest
basics and can now use your new point of sale system. The remainder of this manual includes some
useful information for configuring and using your Restaurant Pro Exprast of sale system.
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