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About Sales and Tip Distribution

Sales and Tip Distribution at a Glance

Core Product Aloha Table Service

Complementary Products No

Separate License Required? No

Other References Aloha Table Service Manager Guide, Aloha Table Service

Reference Guide, Aloha Table Service Report Guide, Tip
Declaration Feature Focus Guide, Custom Checkout Feature

Focus Guide, Tip Share Distribution Feature Focus Guide

Sales and Tip Distribution (formerly known as Tip and Sales Distribution and Team Tip Distribution)
enables you to distribute sales and tips among all employees who work in cooperation with each
other as a team to provide service. You can configure it so that only one person on a team can access
and modify the check, or every person on a team can access and modify the check. This Aloha®
Table Service feature also benefits restaurants with multiple bartenders working the same shift, and
to-go environments with multiple order entry personnel.

SCENARIO: LARGE PARTIES A large party arrives at your restaurant for a birthday celebration. The
manager pulls several tables together and assigns three servers to work the table. As soon as a server
starts a table (creates the check), the manager creates a check team consisting of the three servers.
The job code under which the servers log in determines who owns the sales and financial responsibil-
ity of the check; however, the system performs an automatic even distribution of the sales responsibil-
ity and tip to each member on the team when a team member closes the check. A manager can then
use the Back-of-House (BOH) distribution function to redistribute the sales and tip using varying per-
centages, if desired and if current day is enabled for this function, or wait until the next business day
to do the redistribution.

SCENARIO: TEAM SERVICE ENVIRONMENTS Your restaurant works in a team service environ-
ment where the servers work in cooperation with each other to provide service throughout a shift.
Each member of the team can access a team check, make changes, and close the check. The man-
ager creates several shift teams consisting of the employees on each team. The job code under which
the employees log in determines who owns the sales and financial responsibility of each team check;
however, the system performs an automatic even distribution of the sales responsibility and tip to
each employee on the team when a team member closes a check. A manager can then use the BOH
distribution function to redistribute the sales and tip using varying percentages, if desired and if cur-
rent day is enabled for this function, or wait until the next business day to do the redistribution.

SCENARIO: BARTENDERS Your bartenders work together in a team service environment. Each bar-
tender can access any tab, add drinks, and tender and close the tab when the guest is ready to leave.
The manager creates a shift team consisting of the bartenders scheduled to work the shift. The job
code under which the bartenders log in determines who owns the sales and financial responsibility of
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each tab; however, the system performs an automatic even distribution of the sales responsibility and
tip to each bartender on the team when a team member closes a tab. A manager can then use the
BOH distribution function to redistribute the sales and tip using varying percentages, if desired and if
current day is enabled for this function, or wait until the next business day to do the redistribution.

SCENARIO: TOGO COUNTERS Your restaurant provides a “to go” counter, where guests call
ahead, place an order, and pick it up at a designated time. You have two employees working this
counter, one to take orders and one to assemble and bag the orders in preparation for the guest. The
manager creates a shift team consisting of the employees scheduled to work the shift. The job code
under which the employees log in determines who owns the sales and financial responsibility of each
check; however, the system performs an automatic even distribution of the sales responsibility and tip
to each employee on the team when a team member closes a check. A manager can then use the
BOH distribution function to redistribute the sales and tip using varying percentages, if desired and if
current day is enabled for this function, or wait until the next business day to do the redistribution.

How does the system know to whom to distribute the sales and tips?

Managers create teams of employees who work in cooperation with each other to provide service.
The team can be a group of employees who work an entire shift together (shift team), or a group of
employees who work a single table together (check team). If a restaurant uses a labor scheduler, such
as the basic labor scheduler available within the Aloha Point-of-Sale (POS) system or Back Office
(NBO), a manager can create a shift team before the required employees clock in; however, an
employee must either be scheduled to work or already on the clock for a manager to add them to a
team. A server must have already started a table (created a check) before a manager can create a
check team.

9 Tip: Only employees with order entry capability appear in the selection list when you create teams.

Once you create a team, the system offers the flexibility of adding or removing employees from the
team, as needed. You can configure the system so that only one person on a team, or multiple people
on a team, can access and modify a team check.

e All employees assigned to a team must clock in using a job code with order entry capability, and
if an employee on the team other than the employee who starts the check needs the ability to
access and modify a team check, that employee must clock in using a job code with ‘team service
get check’ capabilities.

@ Tip: If you also use tip-share pools, if one member of the team logs in under a job code config-
ured to contribute to a tip-share pool, all employees on the team must log in with a job code
configured to contribute to a tip-share pool. Refer to the Tip Share Distribution Feature Focus
Guide.

e As soon as a member of the team closes a team check, the system performs an automatic equal
distribution of the sales and tip to each employee on the team. If only the employee who starts the
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check can access and make changes to the check, the financial responsibility remains with that
employee; however, if each employee on the team can access and make changes to a team
check, how you configure the job code for “team service get check” capability determines who
has financial ownership.

e It is common for an employee on a team to clock out before the team closes all team checks for
which that employee also provided service. A team member who assists with a check may receive
a share of the sales and tip if (1) the team member is on the clock at some point during the life
cycle of the check, and (2) a team member closes the team check within the ‘grace period’
allowed after clocking out that allows an employee to be included in the sales and tip distribution.
For example, Nick opens a check at 5:30 p.m. Elliot assists a team by entering orders and serving
food. Elliot clocks out at 7:05 p.m., and the check is still open. Nick closes the check at 7:15 p.m.
By configuring the system to allow 15 minutes after an employee clocks out for an employee to be
included in the distribution for team checks still open, Elliot is rewarded for his service.

e As a best practice and if at all possible, it is best if the distribution of the sales and tip for each
check is how you want it before your employees clock out and declare their tips for the day. This
reduces the number of corrections to declared tips that have to be done later using the Edit
Punches function.

How does the sales and tip distribution occur?
The actual sales and tip distribution can occur using several methods:

e Automatically, when you close a check serviced by a shift or check team. The system distributes
the sales and tips equally among the employees on the team. You can manually redistribute the
check later, if needed. If you reopen a team check, any adjustments, such as voids and item
additions, cause the system to redistribute the sales and tip upon close of the check, based on the
new amounts.

e Manually, from the Front-of-House (FOH). You can perform redistribution from the FOH for the
current day only, as many times as needed. The system distributes the checks equally among the
employees on the team.

e Manually, from the BOH. Depending on the configuration, you can perform redistribution from
the BOH for both current and previous days, or only for previous days, as many times as needed
until the payroll end date. You can stipulate to do the redistribution by a designated percentage
or equally among all employees on the team. When you redistribute a check on the next business
day or after an employee on the team has already clocked out, the system corrects the reported
sales and tip amounts, but you need to access Edit Punches to change the declared tips for each
employee on the team.
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How does each employee receive notification of their sales and tips?

The employee checkout report reflects the total sales, charge tips, gratuity, and tip-share contribution
for both team sales and individual employee sales, making the employee aware of sales received by
working in cooperation with a team to provide service, if any.

The check out report provides the exact amount of sales allocated to the employee for payroll and tax
purposes, as well as the amount of charge tips and gratuities. If the employee contributes to a
tip-share pool, the system shows the tip-share contribution for the employee based on the most
current distribution of sales; all of which assist employees in the most accurate tip declaration, as well
as more accurate reporting of tippable sales.

Additionally, the system allows a manager to redistribute the sales and tips for checks already
distributed while providing notification to both manager and employee of the adjustments. When an
employee checks out or clocks out, the employee checkout report and the tip declaration screen
reflect the appropriate distribution of sales and tips for that employee. It is possible to print a
disclaimer on the bottom of both the checkout report and the clock-out chit alerting the employee that
the information is subject to change if redistribution occurs.

If redistribution occurs after an end of day, it is also possible for an acknowledgment to appear at
clock in on the next business day for any employee who worked on the team check, letting them know
of the redistribution and prompting for approval.
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Configuring Sales and Tip Distribution

This section details the configuration requirements within Aloha Manager and Aloha Configuration
Center (CFC) for Sales and Tip Distribution. If you are an experienced user, refer to Procedures at a
Glance for abbreviated steps. If you prefer more detail, continue reading this document.

Sales and Tip Distribution Procedures at a Glance:

If you are viewing this document using Adobe Acrobat Reader, click each link for detailed information

regarding the task.

1.

Access Maintenance > Labor > Pos Access Levels to provide an employee, such as a manager,
with the access to manage teams and distribute sales and tips from the FOH. See page 9.

Access Maintenance > Labor > Security Roles to provide an employee, such as a manager, a
sufficient security role to access and run the Sales and Tip Distribution function from the BOH, as well
as the report that is available from the Reports menu. See page 10.

Access Maintenance > Business > Store to establish whether you allow the sales and tip
distribution for checks from previous days, checks from the current day, or checks from both, when
using the BOH Sales and Tip Distribution function. See page 11.

Access Maintenance > Business > Store > Store Settings tab > Labor group > ‘Clock In/Out’
group bar to define a ‘grace period’ after clocking out that allows an employee who assisted the team
to be included in the sales and tip distribution. See page 12.

Access Maintenance > Labor > Jobcodes to configure a job code with team service capabilities, if
your environment requires that each member of a team access and modify the check for a table they
are serving in cooperation with each other. This is not required if only the team member who starts
the check will add items and close the check. See page 13.

Access Maintenance > Messaging > Guest Check Message to create a sales and tip disclaimer
message and then access Maintenance > Business > Store > Store Settings tab > Report
Printing group fo print the disclaimer on the employee checkout report and access Maintenance >
Labor > Jobcodes > Financial tab to print the disclaimer on the clock-out chit. See page 15.

Access Maintenance > Messaging > Clock In Message to create an acknowledgment message to
appear at clock in and alert an employee of any sales and tip adjustments. Access Maintenance >
Labor > Jobcodes to enable the acknowledgment to appear at clock in on the next business day, by
job code. See page 17.

Access Utilities > POS > Refresh POS & All Installed Products to refresh your POS system. See
page 19.
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Providing the ability to manage teams and distribute sales and tips from FOH

The Aloha POS system allows you to provide an employee, such as a manager, with the access to
manage teams and distribute sales and tips from the FOH. Once you configure the access level, two
new buttons appear on the second page of the FOH Special Functions > Financial screen: Manage
Sales and Tip Distribution Teams and Sales and Tip Distribution. The system distributes sales and tips
automatically when you close a check, based on the employees assigned to the shift or check team
that serviced it, but you can use the FOH Sales and Tip Distribution button to manually redistribute the
sales and tips again before end of day, if needed. The FOH distribution allows only for equal
distribution among the employees on the shift or check team. If you need to delegate different
distribution percentages per employee, you can use the BOH distribution function, if distribution for
current day is enabled, or wait until after end of day to perform the redistribution using the BOH
distribution function.

Note: Only employees who log in under a job code with the ability to perform order entry appear
in the list when a manager creates a shift or check team.

To provide the ability to manage teams and distribute sales and tips from the FOH:

1. Select Maintenance > Labor > Pos Access Levels.

2. Select an access level, such as Manager, from the drop-down list.

Pos Access Levels |

2 Day Mar -

Approve manual Aloha Loyalty card number
Approve Aloha Lovalty card assignment
Approve Aloha Lovalky member lookup

@_‘ Apply tax exempt

Restricked kender group for khis access level Mone
@_‘ Crverride maximunn number of refills
Assign price change

T8 Edit event tax

@_‘ Appraove Family Style meals

Cwerride split check limits

Edit price change events

Override FMY verificaHon:

B Distribute Sales and Tips

1B} Manane Sales and Tip Distribution Tearns

B Employee

KRQEROOO0O0O EKEEE

Figure 1 Access Level Tab - Financial Group Bar

3. Under the ‘Financial’ group bar, select Distribute Sales and Tips so that an employee assigned
to this access level can manually distribute sales and tips from the FOH.

4. Select Manage Sales and Tip Distribution Teams so that an employee assigned to this access
level can manage shift and check teams for the automatic distribution of sales and tips.

5. Click Save.
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6. Repeat this procedure for each access level requiring the ability to perform sales and tip

distribution functions from the FOH.

7. Exit the Pos Access Levels function.

Providing access to sales and tip distribution function and report from the BOH

You must have a sufficient security role to access and run the Sales and Tip Distribution function from
the BOH, as well as the report that is available from the Reports menu. If your security role does not
include this access, the menu options do not appear when you log in to the BOH. Once your security
role has access, you can distribute sales and tips using Functions > Sales and Tip Distribution and run
the report from Reports > Aloha Point-of-Sale > Employee > Sales and Tip Distribution. You can also
run the report while you are in the Sales and Tip Distribution function by selecting a date and clicking
Print Report on the Tip and Sales Distribution screen.

To provide access to the Sales and Tip Distribution function and report from the BOH:

1. Select Maintenance > Labor > Security Roles.

2. Select the security role to which you want to allow access to the BOH Sales and Tip Distribution

functions.
3. Select the POS tab.

Security Roles

:' Edit Deposits

J Edit Puniches

(] Basic Labor Scheduler
] assign Checkouts
Tip-share Distribuition

:lII-l Manager 'i
Security Role | mmmml Alert
Icon Funiction View Edit Add Delete

Sales and Tip Distribution

N (NEN

il L FRUG S SLLULUTR

Frank of Hou$e Cash Owe
_j Speed of Service

:] Daily Cashout Summary
:I Time and Attendance Detad
Edited Punches

| Sales and Tip Distribution

L (wf <<l

Figure 2 Security Roles - POS Tab

4. Under the ‘File > Functions’ group bar, click View for Sales and Tip Distribution, to allow an
employee with this security role to distribute sales and tips from the BOH using Functions > Sales

and Tip Distribution.
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8.

Under the ‘Reports > Employee’ group bar, click View for Sales and Tip Distribution to allow an
employee with the appropriate access to view the report from the BOH, external to running the
distribution function, using Reports > Aloha Point-of-Sale > Employee > Sales and Tip
Distribution.

Click Save.

Repeat this procedure for any other security roles requiring access to the Sales and Tip
Distribution functions from the BOH.

Exit the Security Roles function.

Establishing days available when performing sales and tip distribution from the

BOH

You must establish whether you allow the sales and tip distribution for checks from previous days,
checks from the current day, or checks from both, when using the BOH Sales and Tip Distribution
function.

To establish the days available when performing sales and tip distribution from the BOH:

1. Select Maintenance > Business > Store.
2. Select the Store Settings tab.
3. Select the Security group located at the bottom of the screen.
1 Aloha Cafe -
Lacation InFormation| Licensing| Cuskom Aloha Manager|
B Restrictions
@_ Allow refund orders by access level O
@‘3_ Restrict open items by access level [wl
Minirnurn open ikem amount 0.01
Maximum open item amounk 1000,00
Mazximumn check amount: 0.00
Maximum number of items on a check 1000 hd
@_ ‘Clear' removes all {unjordered items O
Limit: the: time that items can be cleared before ordering O
Limit: the: time that items can be voided after ordering O
@_ Disable split items O
Limit: the: time on check activity after a split check [wl
MNumber of seconds 30
Limit: the: number of split check functions after the First check print [wl
Mumber of split check Functions 2
Allove checks with comps, promotions andfor tax exempt items to be split [wl L
@_ Enable Adjust Payments button |
Tﬁ Disable Tax Exempt O
Cannok rmove payment bypes O B
0 les and tip distribution iPrevious days ‘
Disable petty cash accounts
m Mo gift certificate numbers Current
(3. 11 cbrick_chielem b Eemnn aimine bk, Current and previous days ¥
Repart Printing| User Interface- System| Credlt Card| Delivery| Gift WCampus Card| Ouj 1
Figure 3 Store Settings Tab - Security Group
4. Under the ‘Restrictions’ group bar, select Previous days, Current, or Current and previous
days from the ‘Day range to perform sales and tip distribution’ drop-down list. This controls the
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dates that appear in the ‘Select Date of Business’ list box when you run the Sales and Tip
Distribution Function from the BOH.

5. Click Save and exit the Store function.

Defining the minutes after clock out an employee is eligible for automatic
distribution

It is common for an employee on a team to clock out before the team closes a check for which the
employee provided service. Define a ‘grace period’ within which you must close a team service
check for a team member who assisted the team but has clocked out to still be eligible for automatic
distribution of the sales and tips. For example, Nick opens a check at 5:30 p.m. Elliot assists a team
by entering orders and serving food. Elliot clocks out at 7:00 p.m., and the check remains open.
Nick closes the check at 7:15 p.m. By configuring a 15 minute grace period after clocking out, Elliot
is rewarded for his service.

To define the number of minutes after clocking out an employee is still eligible for automatic
distribution of sales and tips:

1. Select Maintenance > Business > Store.

2. Select the Store Settings tab.

10 Aloha Café -

Location Information| Licensing| Custom aloha Manager |

E Clock In/Out

Enable manager clock-in report From POS terminals [wl

Dizable all labor reporting O

FOH Labor repart interval minutes 30 -
Print clock-in chit [w]

Print schedule on clock-out chit O

Clock-in rounding interval

Round clock-in upward after this many minutes
Clock-out rounding inkerval

Round clock-out downward before this many minutes
Mo period ta date hours on clock-aut chit

Print tip details on clock-out chit

oo oo

oo

Murber of minutes after clock out employes can earn sales and tips of team open checks

Enable daily overtime O
Crder Entry- Finandials| Check Print\ng| Chit Printing| Report Printing| User Inkerface | Security| System| Credit Card| Gift CardfCertificate Sales| Yideott|

Figure 4 Store Settings Tab - Labor Group

3. Select the Labor group located at the bottom of the screen.

Under the ‘Clock In/Out’ group bar, type the number of minutes after a team member clocks
out within which you must close an open team check for that team member to still be eligible for
automatic distribution of the sales and tips.

5. Click Save and exit the Store function.
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Creating a job code with team Service Capabilities

If your environment requires that each member of a team have the ability to access and modify the
check for a table they are serving in cooperation with each other, each employee on the team must
log in using a job code configured with “team service get check” capabilities. The sales and tip
distribution occurs for each employee within the team regardless, but the employees must be
configured for “team service” if they need to access a check to add items or tender and close the
check.

To configure a job code for “team service get check” capabilities:

Select Maintenance > Labor > Jobcodes.

Select an existing job code with order entry capability or click New to create a new job code.
If this is a new job code, type a name for the job code, such as ‘TeamSrv.’

Type a description to help identify the job code, such as ‘Team Service Get Chk.’

Select the Order Entry tab.

I N

|14 Teamsry vl

Financial| Takeout|

Aukomatically exit on close chedk

Allovs itern lookup

@_‘ Prompt For arder mode

@ Default order mode Mone
U Can start PMS check

Exchude Takeout employess From checkout restriction
B Team service get check
@ Zan wviews and access all keam checks [l
M4 Lirnit ko labor group Mo limit hd
59 Auikom: rship to Person closing the check
B Screens

T8 Use floorplan O
@E’ Order entry screen Defaulk ko Terminal -
@}:i Drder entry queue Mone -
@:J‘:I Screen bimeouk o

(8 Mo default screen
B Delivery
Delivery driver
Delivery dispatcher

Delivery order kaker

18 cannot adjust recalled closed checks

oo ooo

mjimimlim] [

Figure 5 Job Code with Team Service Get Check

6. Under the ‘Team service get check’ group bar, select Can view and access all team checks to
allow an employee logged in under this job code to access and modify any check opened by
another employee on their shift or check team.
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7. Select a labor group from the ‘Limit to labor group’ drop-down list to allow an employee logged
in under this job code to only access checks opened by an employee within that labor group, if
needed.

8. Select how to handle check ownership in a team service environment from the ‘Automatically
transfer ownership to’ drop-down list. Check ownership is the assumption of all financial
responsibility for that check, as well as all reported sales. Choose ‘None,’ if you want ownership
to remain with the originator of the check. Choose ‘Person running get check,’ to transfer
ownership to the person currently working with the check. Choose ‘Person closing the check,” if
you want ownership to always belong to the person who tenders and closes the check.

@ Tip: When you use job codes configured with “team service get check” capability in conjunc-

~ tion with Sales and Tip Distribution, the system designates financial and sales ownership using
the selection in ‘Automatically transfer ownership to.” If the employee is part of a team, and the
check is a team check, the financial responsibility follows the setting, but the system distributes
the sales and tip among the members of the team at check close.

9. Click Save.
10. Repeat this procedure for any other job code requiring team service get check capabilities.

11. Exit the Jobcodes function.

N C R v.".YI X © 2024 NCR Voyix. All rights reserved. NCR Voyix — Confidential
% o® Use and Disclose Solely Pursuant to Company Instructions

14



Sales and Tip Distribution
Configuring Sales and Tip Distribution

Creating a sales and tip distribution disclaimer for employees

If you want to warn an employee that their sales and tips are subject to change as a result of further
sales and tip distribution, you can configure the system to print a message on their checkout report,
their clockout chit, or both.

To create a sales and tip disclaimer message:

Select Maintenance > Messaging > Guest Check Message.

2. Click New and accept the system assigned number or click the ellipsis button {(...) next to
‘Number’ to display the Number Assignment dialog box, from which you can choose an
alternate number.

Guest Check Message
3 SalesTips Disclaimer i V|
B| Settings -
Mumber 3
Mame SalesTips Disclaimer
B Header text
Line 1
Line Z
Barcode message Mone -
B Footer text
Line 1 44 35les and Tips Disclaimer®#+*
Ling 2 Sales and Tips are subject ko change
Line 3 as a result of Sales and Tips Distribution
Line 4
Line 5
Line &
Line 7
Line &
Line 9
Line 10
Line 11
Line 12 s
Barcode message Mone > |-

Figure 6 Guest Check Message

3. Type a name to help identify the message, such as ‘SalesTips Disclaimer.’

4. Under the ‘Footer text’ group bar, type the text to appear at the bottom of the checkout report or
the clock-out chit in ‘Line 1" through ‘Line 12.’

5. Click Save and exit the Guest Check Message function.
To print the disclaimer on employee checkout reports:

1. Select Maintenance > Business > Store.
2. Select the Store Settings fab.
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5.

Select the Report Printing group located at the bottom of the screen.

1 &loha Cafe

Location InFormation| Licensing| Custom Aloha Manager|

B Checkout Reports
Print only custom employee checkout
Print only custom drawer checkout
B General Checkout

Prink zero-amount lines
Print additional cash calculation section
Change due detail for non-cash tenders
@ Print deposit calculation section
Print non-cash kenders dekail
T8 Print guest count
Print check count
Print number of split checks

NDOREKOOR OO O

| EMMPIUYEE LIECKUUL

Order Entry| Lab0r| Financials| Check Printing| Chit Prinking

Lser Interface| Security| System| Credit Card| 4k

Figure 7 Store Settings Tab - Report Printing Group

Under the ‘Checkout Reports - General Checkout’ group bar, select the disclaimer message you
created in the Guest Check Message function from the ‘Print sales and tip distribution disclaimer

on employee checkout’ drop-down list.

Click Save and exit the Store function.

To print the disclaimer on employee clock-out chits:

1.

Select Maintenance > Labor > Jobcodes.

2. Select a job code subject to sales and tip distribution from the drop-down list.

3.

Select the Financial tab.

|§14 Server

Jobcode| Order Enkry Taksaut|

@ Stare callects emplayee tips
@ Indirectly tipped

Must declare tips at dock out
Threshold type

Loww tip threshold percentage 10.00
Maximum kip threshaold percentage 25,00
@ Do nok subkract cash tip share from minimum required

Display low tip warning

Override Function

@ Can perfaorm tip ouk to other emplovees

@ Contributes to tip-share pool

@ Receives from tip-share pool

@ Suppress the tip-share received amount on the emplovee clackaut chit

KO

Percentage of cash sales

Kl

Re-prompt for declared tips

DooEO

gon't oreyr

@ Print sales and tip distribution disclaimer on clock out chit SalesTips Disclaimer
B Report settings
Do not prink of export

Exclude from Labor Report Summary section

]

Figure 8 Jobcodes - Financial Tab
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4. Under the ‘Tips' group bar, select the disclaimer message you created in the Guest Check
Message function from the ‘Print sales and tip distribution disclaimer on clock out chit’ drop-down
list.

Click Save.

6. Repeat this procedure for all other job codes for which to print the disclaimer on the clock-out
chit.

7. Exit the Jobcodes function.

Displaying an acknowledgment message at clock in

When an employee clocks out, they may be required to declare their tips; however, it is possible for
a manager to later redistribute sales and tips and alter the tip amount received by the employee. To
notify an employee of any sales and tip adjustments, create an acknowledgment message to appear
when they next clock in.

To create a message to appear at clock in notifying an employee of changes to their sales
and tip distribution:

1. Select Maintenance > Messaging > Clock In Message.

Select Owner

General

Liquor certification warning
Liquor certification expiration
Punch adjustment

Rate change acknowledgement
[Sales and Hp distribution adjustment §

[x] 4

Figure 9 Type - Sales and Tip Distribution Adjustment
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2. Click the New drop-down arrow, select Sales and tip distribution adjustment as the message
type, and click OK.

Clock In Message

4 Sales and Tip Adjust SalesAndTipDistributio. | v|

B Settings
hurnber
Marne
Type

Line 1
Line 2
Line 3
Line 4
Linz 5

B Clock in message

4
Sales and Tip Adjust
Sales and tip distribution adjustment

Be adwvised that your
sales and tip amounts
hawe changed.

Figure 10 Clock In Message

3. Accept the system assigned number or click the ellipsis button (...) next to ‘Number’ to
display the Number Assignment dialog box, from which you can choose an alternate number.

4. Under the ‘Settings’ group bar, type a name for the sales and tip electronic acknowledgment

message, such as ‘Sales and Tip Adjust.’

5. Under the ‘Clock in message’ group bar, type the text to appear as the header on the clock-in
message in ‘Line 1’ through ‘Line 5.” For example, ‘Be advised that your sales and tip amounts

have changed.’

6. Click Save and exit the Clock In Message function.

NCR V::YIX
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To enable a job code to receive the acknowledgment at clock in:

1.

Select Maintenance > Labor > Jobcodes.

2. Select a job code for which the message should appear when sales and tip distribution amounts

5.
6.

change from the drop-down list.

Jobcodes

14 Server ~

Crder Entry| Financial| Takeout |
B Identification -
Turnber 14
Mame Server
Description Server
POS icon Mone -
Job Group Menu Job Group 1 -
Job Group For tip share Tipshare Job Group -
Training mode (unpaid)
E Time and Attendance
Shift required to dock infout
@_E_ Automatically clock infout when ringing an order
Exclude from Labor Scheduling
Export code
Enable prompt Far punch adjustment acknowledgement at clock in
Require manager approval to clock in if acknowledgement is declined
Supnress the shift time out on printed schedule on FOH
-| U} Enable prompt For sales and tip distribution adjustment acknowledgement at clock in
B Liquor Certification ¥alidation [~ |

R OO0

Figure 11 Jobcodes - Jobcode Tab

Under the ‘Time and Attendance’ group bar, select Enable prompt for sales and tip
distribution adjustment acknowledgment at clock in to display the prompt when the
employee clocks in on the next business day.

Click Save.
Repeat this procedure for all other job codes for which to print the disclaimer.

Exit the Jobcodes function.

Refreshing the data

After all settings are in place in Aloha Manager, you must select Utilities > POS > Refresh POS & Al
Installed Products to transfer the new information to the FOH terminals, or wait for the End-of-Day
(EOD) process to accomplish the data refresh for you. If you run the refresh prior to the EOD
process, select ‘Automatically restart all POS terminals’ and click OK to continue. After the data
refresh is complete, all new settings become operational across the Aloha network.

Caution: Refresh data with caution and never during peak hours of operation. All FOH ter-
minals reboot during a refresh and are down for a short period of time.
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Using Sales and Tip Distribution

Sales and tip distribution occurs automatically, when you create and manage teams for sales and tip
distribution, at the close of each check, regardless if the check is serviced by a shift team or a check
team. Automatic distribution helps lower the need for back office adjustment of declared tips as a

result of more accurate declaration when clocking out; however, the automatic distribution can only

do an equal distribution among the employees. If you need to redistribute the sales and tip, you can

do so either from the FOH or the BOH, based on your needs and your configuration.

Use the FOH distribution function for current day activity when you have changes to a team and
need an equal distribution.

Use the BOH distribution function for both current day, if enabled, and previous days, as many
times as needed until the payroll end date. You can stipulate to do the redistribution by a
designated percentage or equally among all employees on the team. When you redistribute a
check on the next business day or after an employee on the team has already clocked out, the
system corrects the reported sales and tip amounts, but you need to access Edit Punches to
change the declared tips for each employee on the team.

As a best practice and if at all possible, it is best if the final distribution of the sales and tip for each
check is complete and correct before your employees clock out and declare their tips for the day.
This reduces the number of corrections to declared tips that have to be done later using the Edit
Punches function.

Perform the following procedures, as needed:

“Creating a shift or check team” on page 21.

“Editing or removing a shift or check team” on page 26.

“Viewing the details of a team” on page 29.

“Viewing an inactive team” on page 32.

“Performing sales and tip distribution from the FOH"” on page 34.

“Performing sales and tip distribution from the BOH"” on page 39.
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Managing teams

You must first assign employees to a shift or check team before the system can automatically perform
sales and tip distribution for checks owned by the team. Typically, the a.m. manager and the p.m.
manager create shift teams made up of employees who work an entire shift together, versus creating
teams ahead of time for the entire day. A manager creates a check team when a group of employees
work a single table, such as a large group where you combine one or more tables and assign two or
more servers to work in cooperation with each other for the duration of the check. An employee must
start the check before a manager can create the check team.

An employee must have order entry capability to be eligible for assignment to a team and the
employee must be either scheduled to work or already on the clock. The function you use to create
teams is only available on the FOH. Once you create a team, the system offers the flexibility of adding
or removing employees from the team, as needed. Once every employee on a team clocks out, the
system automatically removes the team.

Creating a shift or check team

For the system to automatically perform the sales and tip distribution, you must first create your daily
shift or check teams. Create a shift team if you have a team of bartenders or servers for which you
need to distribute all checks opened by one of the team members to all members of the team. Create
a check team, if you have several employees servicing a large party and the employees also have
their own individual tables.

1. Using the FOH terminal, touch Functions > Special Functions > Financial fo access the first
page of the Financial screen and then touch the double down arrows to access the second

page.

Exit

Financial

Manage Sales &

Tip Distribution

. Teams
Sales and Tip
Distribution

Figure 12 Manage Sales and Tip Distribution Button
2. Touch Manage Sales & Tip Distribution Teams.
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If no teams exist, the screen is blank. If there are existing teams, the screen lists all of the shift and
check teams available.

Manage Teams

Show Inactive

Employee Table Chackd ||
10003 GRAD PARTY UP  Qlivia Benson, Rafael Barba, Elliot Sta... Table 48 10015
10002 PM BASEBALL Chester Lake, Alexis Castle Table 44 10009

Figure 13 Creating a Team

3. Touch Add Team. The Enter Name for Team screen appears.

Enter Name for Team

Current Team Names

10001 : AM DINING UP Name: GRAD PARTY UP«

10002 : PM BASEBALL

W
J

Check Team Shift Team

Figure 14 Enter Name for Team Screen
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4. Enter a team name, up to 15 characters, including spaces. For example, for a check team
working a graduation party using the upstairs bar and dining area, type ‘Grad Party Up.’

@ Tip: You must enter a name; the name cannot be left blank. Also, duplicate team names are not
allowed.

The system assigns a unique five-digit number to the team.
5. Touch Shift Team or Check Team to determine the type of team you are creating.

If you want to create a team of bartenders or servers where you need to distribute all checks
opened by one of the team members to all members of the team, touch Shift Team. The Edit
Members screen appears. Continue to step 7.

If you have several employees servicing a large party and the employees also have their own
individual tables, touch Check Team. The Select Open Check screen appears listing checks not
already assigned to a shift or check team.

Revenue Center: ALL Select Open Check
Check # Time #Guests Amount

Table 41 10014 Amaro, Nick 03:36 PM 5 34.42

Table 44 10009 Castle, Alexis 03:30 PM 6453

=
o)
o

10008 Rollins, Amanda 03:30 PM 1076

Table 46 10013 Ryan, Kevin 03:35 PM 4237

Table 40 10007 Stabler, Elliot 03:27 PM 4752
Table 48 10015 Stabler, Elliot 03:37 PM 92.49 I

Table 47 10010 Tutuola, Finn 03:32 PM 4287

apap 1p wp P ap ap

Sort By Sort By Sort By Sort By Sort By Sort By
Cancel Table Check Server Done Time Guest Amount ~ Rev Ctr.

Figure 15 Selecting an Open Check for the Team
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6. Touch one or more open checks and then touch Done. If you select a check that is part of a
table with multiple split checks, the system assigns all checks to the team. The Edit Team Members
screen appears.

Edit Team Members

Available Included

... Lanalang ... Olivia Benson
... Alexander Luthor .. Rafael Barba

... Oliver Queen .. Elliot Stabler

... Amanda Rollins b ... Chester Lake

... Finn Tutuola ... Lanie Parish
... Nick Amaro = ... Huang George
... Richard Castle

1... Kate Beckett

... Alexis Castle

3 £X)

Figure 16 Selecting Team Members

7. Touch the employee names in ‘Available’ and then touch >> to move the employees to
‘Included.” You can select multiple employee names at a time.

Whether creating a shift or check team, the employees appear in ‘Available’ if (1) the employee
has order entry capability and they are clocked in to the system, or, (2) the employee is scheduled
to work today using either the basic labor scheduler available in the Aloha POS system or Back
Office (NBO), and (3) the employee is not currently assigned to a shift or check team. You cannot
add an employee to the team if the employee is already assigned to another team; you must
remove the employee from the first team prior to adding the employee to the new team.
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8. Touch OK to save the team and return to the Manage Teams screen.

Manage Teams

Employee Table # Checkt ||

10003 GRAD PARTY UP  Olivia Benson, Rafael Barba, Elliot Sta... Table 48 10015
10002 PM BASEBALL Chester Lake, Alexis Castle Table 44 10009
10001 AM DINING UP Finn Tutuola, Richard Castle, Kate Be... Table 47 10010

Figure 17 Manage Teams Screen

9. Touch Done to exit the Manage Teams screen.
10. Touch Exit to exit the Financial screen.

11. Touch Exit to return to the Main Menu screen.

@ Tip: You must create teams as they are needed, per shift. If an employee will be on two teams,
~ such as an AM team and PM team, in one day, you must remove the employee from the first
(AM) team prior to assigning to the second (PM) team.
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Editing or removing a shift or check team

You can add or remove an employee from a team based on your changing business needs. You can

also remove a team completely, if needed.

1. Using the FOH terminal, touch Functions > Special Functions > Financial to access the first
page of the Financial screen and then touch the double down arrows to access the second

page.
2. Touch Manage Sales & Tip Distribution Teams (see Figure 12.)

Manage Teams

Show Inactive

[ Team # | TeamMName  [Employee [ Table#  [Check# ||

W 10003 GRAD PARTY UP  Olivia Benson, Rafael Barba, Elliot Sta... Table 48 10015 [ |
10002 PMBASEBALL Chester Lake, Alexis Castle Table 44 10009
10001 AM DINING UP Finn Tutuola, Richard Castle, Kate Be... Table 47 10010

Figure 18 Editing a Team

3. Touch the team name in the list. To add or remove an employee, continue to step 4. To delete

the team, continue to step 8.
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4. Touch Edit Members. The Edit Team Members screen appears.

Edit Team Members

Available Included

... Lanalang ... Dlivia Benson
... Alexander Luthor .. Rafael Barba

... Oliver Queen ... Elliot Stabler

... Amanda Rollins sl 1... Chester Lake

... Finn Tutuola 4 1... Lanie Parish

... Nick Amaro = .. Huang George
1... Richard Castle ‘

... Kate Beckett

Alexis Castle

Figure 19 Removing an Employee from the Team

5. Touch the employee name to remove in the ‘Included’ list box and then touch << to move the
employee to the ‘Available’ list box.

The employee selected is the primary owner of one or
more checks. The check(s) must be transferred to

another member of the team before this employee can be
removed

Figure 20 Primary Owner of Check Error Message

If the employee is the financial owner of the check, an error message appears, ‘The employee
selected is the primary owner of one of more checks. The check(s) must be transferred to another
member of the team before this employee can be removed.’

If the employee is not the financial owner of the check, the system automatically removes the
employee from the team. The employee keeps their portion of the sales up to the time they are

N C R v.".YI X © 2024 NCR Voyix. All rights reserved. NCR Voyix — Confidential
% o® Use and Disclose Solely Pursuant to Company Instructions

27



Sales and Tip Distribution
Using Sales and Tip Distribution

removed from the team, and will not share in the distribution of any new checks started by the
team from this point forward.

Edit Team Members

Available Included

.. Amanda Rollins ... Olivia Benson

... FinnTutuola .. Rafael Barba

.. Nick Amaro 1... Elliot Stabler

... Richard Castle - ... Chester Lake
... Kate Beckett ) ... Huang George
... Alexis Castle
.. Kevin Ryan

| anie Parish

... Alexis Carrington

Figure 21 Adding a New Member to the Team

6. To add an employee to the team, touch the employee name in the ‘Available’ list box and then
touch >> to move the employee to the ‘Included’ list box.

7. Touch OK to save the changes to the team and return to the Manage Teams screen. Continue to
step 10.

8. Touch Remove Team to delete the team. A confirmation message appears.

Are you sure you want to remove this team?

©

Figure 22 Removing a Team Confirmation Message
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9. Touch OK to approve the removal of the team.

Manage Teams

Show Inactive

[ Toam # [TeamName __|Employee  __ _  _ _[Table# _[Chackt ||
10003 GRAD PARTY UP  Olivia Benson, Rafael Barba, Elliot Sta... Table 48 10015
10002 PM BASEBALL Chester Lake, Alexis Castle Table 44 10009
10001 AM DINING UP Finn Tutuola, Richard Castle, Kate Be... Table 47 10010

Figure 23 Team Deleted from System

The team no longer appears on the Manage Teams screen.
10. Touch Done to exit the Manage Teams screen.
11. Touch Exit to exit the Financial screen.

12. Touch Exit to return to the Main Menu screen.
Viewing the details of a team

During a shift change, as the new manager coming on duty, you may want to review which
employees are assigned to a particular team, particularly if a large party is seated, and to get an idea
of the status of each active team.The system provides two buttons that allow you to view details
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regarding your teams. You can choose to view a single team, or get a snapshot view of all active
teams.

1. Using the FOH terminal, touch Functions > Special Functions > Financial to access the first
page of the Financial screen and then touch the double down arrows to access the second
page.

2. Touch Manage Sales & Tip Distribution Teams. The Manage Teams screen appears.

Manage Teams

Show Inactive

[ Toam # [TeamName __|Employee  __ _  _ _|Table# __[Check# ||
10003 GRAD PARTY UP  Olivia Benson, Rafael Barba, Elliot Sta... Table 48 10015
10002 PM BASEBALL Chester Lake, Alexis Castle Table 44 10009
10001 AM DINING UP Finn Tutuola, Richard Castle, Kate Be... Table 47 10010

Figure 24 Manage Teams Screen

3. To get a snapshot view of all currently active teams, touch Team Details.

Team Details

10001 - AM DINING UP ~ SALES: $42.87 TIPS: $0.00 TIP SHARE: $ 0.00
- Active: Yes
- Time: 03:40 PM
- Tables: Table 47
- Num Guests: 0
- Employees: Finn Tutuocla, Richard Castle, Kate Beckett

10002 -PM BASEBALL  SALES: $64.63 TIPS: $0.00 TIP SHARE: $ 0.00
- Active: Yes
-Time: 03:42 PM
- Tables: Table 44
- Num Guests: 0
- Employees: Chester Lake, Alexis Castle

10003 - GRAD PARTY UP SALES: $92.49 TIPS: $0.00 TIP SHARE: $ 0.00
- Active: Yes
- Time: 03:54 PM
- Tables: Table 48
- Num Guests: 0

Figure 25 Team Details Screen
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a. To view more teams, touch the double down arrows to view more teams and the double up
arrows to return to the first team.

b. Touch Done fo return to the Manage Teams screen.

4. To see the details about a specific team, touch the team name in the list, then touch View

Details The system provides the team name, team number, the type of team, the list of employees
assigned to the team, and the checks they are currently working.

View Team Details
Name: GRAD PARTY UP

Number: 10003 Type: Check

Employees Checks

Olivia Benson Table 48
Rafael Barba

Elliot Stabler

Chester Lake

Alexis Carrington

Huang George

Figure 26 View Team Details Screen

If the employee name appears in red font, this indicates that the employee clocked in under a job
code for which the configuration of tip share does not match the other members of the team.

If an employee assigned to the team does not appear in the list, this indicates the employee is no

longer on the clock.

Touch Done to return to the Financial screen.

5. Touch Exit fo return to the Working with Tables screen.

6. Touch Exit to return to the floating logo screen.
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Viewing an inactive team

The system offers you the ability to view teams whose checks are closed and whose members have all
clocked out for the day, referred to as Inactive teams. This is helpful when reviewing the teams
created for that business day. Any teams you remove from the system also appear when using this

function.

1. Using the FOH terminal, touch Functions > Special Functions > Financial to access the first
page of the Financial screen and then touch the double down arrows to access the second

page.

2. Touch Manage Sales & Tip Distribution Teams. The Manage Teams screen appears.

Manage Teams

|
Employee Table Check#t ||

10003 GRAD PARTY UP  Qlivia Benson, Rafael Barba, Elliot Sta... Table 48 10015
10002 PM BASEBALL Chester Lake, Alexis Castle Table 44 10009
10001 AM DINING UP Finn Tutuocla, Richard Castle, Kate Be... Table 47 10010

Figure 27 Show Inactive Button

3. Touch Show Inactive.
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The Show Inactive button acts as a toggle, switching between the active and inactive teams.

Manage Teams

Hide Inactive

Employee Table # Check # |
10006 GOTHAM Alexis Carrington, Bruce Wayne Table 46 10020
10003 AM DINING UP Jimmy Olsen, Finn Tutuola, Nick Amaro Table 47 10010

Figure 28 Hide Inactive Teams

If inactive teams are available, they appear in the list on this screen. If there are no inactive teams,
the list is blank.

Touch Hide Inactive to return to the active teams.
5. Touch Done to return to the Financial screen.

Touch Exit to return to the Working with Tables screen.

Performing sales and tip distribution

There are three ways in which to perform sales and tip distribution: Automatically, manually from the
FOH, and manually from the BOH.

Automatic sales and tip distribution occurs at the time an employee closes a check and requires no
action on your part. The system verifies the primary owner of the check. If the primary owner of the
check is part of a team, the distribution of the sales and tip occurs automatically.

If you discover later that another employee also assisted with the check, or an employee on the team
did not assist with the check at all, you can perform a manual redistribution from the FOH and make
the necessary changes to the team at that time. Again, this distribution is an equal split of the sales
and tip among each member of the team.

If you need to split the sales and tip distribution of a check using percentages, you must perform a
manual redistribution from the BOH. Also, it may be necessary to wait and perform the redistribution
on the following business day, if the system does not allow the redistribution for current day checks
from the BOH.
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Performing sales and tip distribution from the FOH

You can perform redistribution from the FOH for the current day only, as many times as needed. The
system distributes the checks equally among the employees on the team.

1. Using the FOH terminal, touch Functions > Special Functions > Financial to access the first
page of the Financial screen and then touch the double down arrows to access the second

page.
Exit
Financial
Manage Sales &
Tip Distribution
_ Teams
|
Distribution
Figure 29 Financial Screen
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2. Touch Sales and Tip Distribution. The Select Check(s) To Distribute screen appears with checks
from all revenue centers appearing in the list. To filter by revenue center, touch Revenue Center
to display a screen from which you can select a specific revenue center.

Select Check(s) To Distribute

Revenue Center: ALL

Check # Table # Owner Time Open Sales Tip Gratuity # Emps Dist?

10008 Tableds  Stabler, Elliot 03:50 PM 107.32 0.00 0.00 6 Y I

(© o< JO o

Figure 30 Select Check(s) to Distribute Screen

3. Touch one or more checks and then touch OK. The Select Employee(s) for Distribution screen
appears with the employees from the last distribution appearing in the ‘Included’ list box. Using
this screen, you can add or remove employees. For example, you may not have included an
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employee on the team, but later discover the employee assisted the team. You can add the
employee here, to share in the sales and tip distribution.

Select Employee(s) for Distribution

Check # Table # Owner Time Open Sales Tip Gratuity # Emps Dist?

10008 Table48  Stabler, Elliot 03:50 PM 107.32 0.00 0.00 ] Y

Available Included

.. Lanalang N ... Olivia Benseon

... Amanda Rollins ... Rafael Barba

... Finn Tutuola ) ... Elliot Stabler

... Nick Amaro 4 ... Chester Lake

... Richard Castle ... Alexis Cartington

Figure 31 Select Employee(s) for Distribution Screen

4. Touch the employee name(s) in the ‘Available’ list box and then touch the double right arrows
to move the employee(s) to the ‘Included’ list box. All employees who are currently clocked in
appear in the list. It may be necessary to use the up and down arrows to locate the employee
name(s) in the list.
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If there are a lot of employees clocked in, touch Search to make locating an employee easier.

Select Employee

Laha Lang

Olivia Benson Search: «
Amanda Rollins
Rafael Barba
Elliot Stabler
Finn Tutuola
Nick Amaro
Chester Lake
Richard Castle
Kate Beckett
Alexis Castle
Javier Exposito
Alexis Carrington
Huang George

Cancel

Figure 32 Select Employee Search Screen

You can also filter your search criteria by typing the first letter of the employee name. For
example, type ‘C’ to display only employees whose first or last name begins with a ‘C.’
Select Employee

Chester Lake
Richard Castle Search: C«

Alexis Castle

Alexis Carrington

Figure 33 Select Employee Search Screen Using Letter

Touch the employee name and then touch OK to return to the Select Employee(s) for
Distribution screen.
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5. Touch OK again, after your employee selections are complete. The Sales and Tip Distribution

screen appears.

Sales and Tip Distribution

Name i Gratuity

Benson, Olivia 0.00
Barba, Rafael 0.00
Stabler, Elliot 0.00
Lake, Chester 0.00
Carrington, Alexis 0.00
George, Huang 0.00

Figure 34 Sales and Tip Distribution Screen

The example in Figure 34 illustrates how the system distributes overages in equal amounts starting
with the top employee and moving down until the distribution is complete.

6. Touch OK.

Select Check(s) To Distribute

Revenue Center: ALL

Check # Table # Qwner Time Open Sales Tip Gratuity # Emps Dist?

10008 Tabled48  Stabler, Elliot 03:50 PM 107.32 0.00 0.00 6 X

Figure 35 Select Check(s) to Distribute Screen

The Select Check(s) To Distribute screen appears.
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7. |If the sales and tip distribution of this check is complete, touch Cancel to return to the Financial
screen. Continue to step 10.
8. To perform a redistribution, touch the check again and then touch OK.

a. Repeat the procedure to add or remove employees.

b. Touch OK when selection is complete. The Sales and Tip Distribution screen appears (See
Figure 34).

c. Touch OK to return to the Select Check(s) To Distribute screen.

d. Repeat the distribution as many times as necessary.

9. Touch Cancel to return to the Financial screen.
10. Touch Exit to return to the Working with Tables screen.

11. Touch Exit to return to the floating logo screen.

Performing sales and tip distribution from the BOH
Depending on the configuration, you can perform redistribution from the BOH for both current and
previous days, or only for previous days, as many times as needed until the payroll end date. You can
stipulate to do the redistribution by a designated percentage or equally among all employees on the
team. When you redistribute a check on the next business day, the system corrects the reported sales
and tip amounts, but you need to access Edit Punches to change the declared tips for each employee

on the team.

1. Select Functions > Sales and Tip Distribution. The Sales and Tip Distribution dialog box
appears.

JRT=IET
— Select Date of Business: —
Today

07/14/2014
03/24/2013

Frint Report

Process | Exit

Figure 36 Sales and Tip Distribution Dialog Box

2. Select a single date to process in this list. You cannot select multiple dates. ‘Today’ only
appears in the list if your site is able to perform a redistribution for the current date from the
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BOH. You can perform the redistribution for the current date from the FOH, if the distribution is
equal among all employees on the shift or check team.

Tip: If you need to redistribute the sales and tip for a check using varying percentages, it is
necessary to use the BOH Distribute Sales and Tip function. If you cannot perform a redistribu-
tion of a check for today using the BOH function, it is necessary to wait until the next business
day.

Click Process. The Sales and Tip Distribution Check Selection dialog box appears with all closed
checks for the selected date.

= e 3 ol x|
Select a Check for Association Revenue Center [ALL 'l
Checkt | Ouner | Time npenedl and.v‘Eev!Bl Service § I Gratuity § I Gross § | #Emps | Dist? |
10007 Elliot Stabler 1816 121.96 n.oo n.og 121.96 5

i
10028 Elliot Stabler 14:35 30.61 0.00 0.00 30,61 1 N
00ns Finn Tutucla 15:17 54.95 0.00 1 M
10047 Kevin Fiyan 14:56 52,50 000 0.00 58,50 E Yy
10011 Kipstle Carington 15:25 109.70 000 n.og 109.70 3 Y
10003 Nick Amara 15:22 42.44 000 n.og 4244 4 s
10014 Nick Amara 15:43 3061 000 n.og 3061 1 N
10015 Nick Amara 1544 6072 000 0.og E073 4 s
Employees on Check(s] Available Emplopees

Alesander Luthor
Alesiz Castle
Amanda Raolling

Firin Tutuola

Chester Lake
Elliot Stabler
George Huang
Javier Exposito
K.ate Beckett
Fevin Ryan
Lana Lang LI

Refresh Checks Canicel Process

Figure 37 Sales and Tip Distribution Check Selection Dialog Box

<< Add

Femove >

Ul

The date of the selection appears in the title bar of the dialog box, and checks from all revenue
centers appear in the list.

Select a specific revenue center from the drop-down list, if you wish to filter the list by revenue
center.

Click a column heading to sort the checks by that particular column. Click the same column
again to sort the column in reverse order. The following columns appear on the screen:

Check # — The check number assigned to the check when it was entered into the FOH.

Owner — The owner of the check, which is the employee who started the check, or the
employee who received transfer of the check.

Time Opened — The time the owner started the check.

Food/Bev $ — The tofal sales, after tax, for the check.
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Service $ — The automatic gratuity added to the check.
Gratuity $ — The non-cash tips applied to the check, such as credit card tips.

Gross $ — The gross sales amount of the check based on the following calculation: Food/Bev $
+ Service $ + Gratuity $.

# Emps — The number of employees receiving credit for the distribution.

Dist? — The status of the check. ‘Y’ indicates you already distributed the tips and sales for the
check. ‘N’ indicates you have not. If you reopen a check you already distributed, the Dist? status
resefs fo ‘N.’

@ Tip: The Refresh Checks button only appears if you select “Today’ as the available date for dis-
tribution. Click Refresh Checks to update the list of checks generated from the FOH and return
to the default sorting order of Check #.

6. Select one or more checks(s) to distribute fromt ‘Select a Check for Association.” To select more
than one check, hold down CTRL and select the individual checks. To select more than one
consecutive check, select the first check, hold down the Shift key, and select the last check.
The employees assigned to the check appear in the ‘Employees on Check(s)’ list. box.

7. To add another employee to the distribution, select an employee from the ‘Available Employees’
list box, and click Add. The employee appears in the ‘Employees on Check(s)’ list box.

To remove an employee from the distribution, select the employee in the ‘Employees on Check’
list box, and click Remove. The employee appears in the ‘Available Employees’ list box.

8. Continue to add and remove employees, as necessary.

= e = . _Oix|
Select a Check for Association Revenue Center [ALL 'l
Check# | Dvurer | Tirne opened | Food/Bev § I Service § I Gratuity § I Gross § | # Emps | Dist? |
10007 Elliot Stabler 1816 121.96 n.oo n.og 121.96 5 i
10028 Elliot Stabler 14:35 3061 0.00 0.00 3061 1 N
10008 Finn Tutuola 15:47 £4.95 0.00 0.00 E4.95 1 N
10047 Kevin Ryan 1456 52,50 000 n.og 58,50 E Yy
10011 Kipstle Carington 15:25 109.70 000 n.og 109.70 3 Y
10003 Nick Amara 15:22 42.44 000 n.og 4244 4 s
10014 Nick Amara 15:43 3061 000 n.og 3061 1 N
10015 Nick Amara 1544 6072 000 0.og E073 4 s
Emplovees on Checkls] Avwailable Emplovess
Firn Tutuola Chester Lake
Mick Amara Elliat Stabler
Olivia Benson Gearge Huang
Rafael Barba <K el Javvier Exposi
Kate Beckett
Kevin Ryan
Lana Lang
Fisiics - | Lanie Parish
Richard Castle

Refrash Checks Canicel Procass

Figure 38 Included Employees
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9. When the employees to include in the distribution are correct, click Process. The Sales and Tip
Distribution dialog box appears with the checks distributed equally among the selected
employees. If you selected more than one check, each column represents a total distribution from

all checks.

Sales and Tip Distribution x|
- Distribution Method
% Equal Spiit
" By Percentage
Mame | Sales | Tips | Tip Share | % Digtribution
Finn Tutucla 1475 0.00 0.oo 250
Nick Amaro 1475 0.00 n.oo 250
Olivia Benson 1475 0.00 0.oo 250
Ratael Barba 1478 0.00 0.oo 250
Tatal: 59.00 0.oo 100.0 Mumber of Checks: 1
4”‘,8 4'99‘”5"“ henaes

Figure 39 Distributing by Equal Split

10. To distribute the checks based on a distribution percentage, select By Percentage and then click
inside the distribution percentage amount and type the percentage to allocate to the
employee. Repeat for each employee until the total distribution equals 100%.

Sales and Tip Distribution x|
- Distribution Method
" Equal Spiit
(* By Percentage
Mame | Sales | Tips | Tip Share | % Distribution |
Finn Tutucla 14.75 [iXi] 0.00
Nick Amaio 1475 000 0.00 250
Olivia Berson 1475 0.oo 0.00 250
FRafael Barba 1475 n.oo 0.00 250
Tatal: 58.00 0.00 100.0 Number of Checks: 1

Figure 40 Distributing by Percentage
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o Note: Distribution Rule: The system allows you to enter percentages greater than 100. For
example, if you enter ‘40’, “40’, and ‘40’ for three employees, each value is divided into the
total to arrive with a calculated percentage of 33.3% of the total tips and sales for each
employee (100%/3=33%). Similarly, if you enter ‘20’, ‘20", and ‘10’, the system calculates a
total of 50%, then divides the individual values into the total to calculate each line proportion-
ately (20/50=40%, 20/50=40%, 10/50=20%. 40% + 40% + 20% = 100%). In the event the
calculation results in leftover pennies unequal to the number of employees, the system assigns
the overage in equal amounts beginning with the top employee.

11. Click Review Changes to update and review the distribution.

12. Click Save to return to the Sales and Tip Distribution Check Selection dialog box. The information
on the screen updates to reflect your changes.

Employees on Check(s)

Firin Tubuala
Mick Amarg
Olivia Benson
Rafael Barba

Refresh Checks |

#j Sales and Tip Distribution Check Selection for Today O] x|
Select a Check for Association Revenue Certer IALL 'l
Check | Ouuner | Time opened | Food/Bev I Service § I Gratuity & I Gross § | #Emps | Dist? |
10007 Elliot Stabler 1516 121.96 0.oo 0.00 121.96 5 i
10028 Elliot Stabler 14:35 3061 0.00 0.00 3061 1 N
10008 Finn Tutuala 1517 E4.95 0.00 0.00 E4.95 4 g
10047 Kevin Ryan 14:56 58.50 0.00 0.00 58.50 E Yy
10011 Kipstle Carington 15:25 109.70 0.00 0.00 109.70 3 Y
10003 Nick Amaro 1522 42,44 0.00 0.00 42,44 4 s
10014 Nick Amaro 15:43 3061 0.00 0.00 3061 1 N
10015 Nick Amaro 15:44 E0.73 0.on 0.00 E0.73 4 s

Available Emplovees

<4 Add

Femove>>

Cancel

[

Process

Figure 41 Distribution Completed

13. Click Cancel to exit.
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Checking out and declaring tips at clock out

The system automatically performs the distribution of the sales and tip at the time a team employee
closes a team check. During the checkout procedure, an employee checkout report prints, making
the employee aware of the total sales, charge tips, gratuity, and tip-share contribution for their own
tables, if any, and the same information for those tables in which the employee worked in
cooperation with a team to provide service.

*%%% Team Sales Detai] *%%*

The ‘EMPLOYEE’ section details the sales, credit card tips,

EMPLOYEE: . - . . .
and tip-share contribution for which the employee is the pri-

sales . 134.50 mary check owner, and not part of a team. If the employee

Charge Tips 0.00 . . .

Gratuity 0.00 Jlo.b code does r}ot contribute fo a tip-share pool, the

Tip-share Contr 1.35 Tip-share Contr’ row does not appear on the report.
The ‘TEAM” section details the sales, credit card tips, and

TEAM: tip-share contribution amounts based on checks for which the

sales . 100.00 employee worked in cooperation as a team fo provide service

Chargnla Tips 10.00 and the sales and tips were either automatically or manually

Gratuity 0.00 distributed among the team members. If the employee job

Tip Share Contr 1.00 code does not contribute to a tip-share pool, the ‘Tip-share
Contr’ row does not appear on the report.

TOTAL:

sales 234.50

Charge Tips 10.00

Gratuity 0.00

Tip Share Contr 2.35

/ \
**%%* Sales and Tip Disclaimer *=%%
Please be advised that
sales and Tip amounts are subject
to change as a result of further
= Sales & Tip Distribution :

Figure 42 Employee Checkout Report Example
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The clock-out chit shows a consolidated view of the same information, to assist an employee during
the tip declaration process.

Employee Clock oOut
Unit #10 04/06/15

Elliot Stabler 08:27 PM

Job: Server

Time in: 10:15 AM

Time out: 08:15 PM
Hours this shift: 09:00
Hours this week: 25:00
Sales: $330.45
Tipshare: $10.00
Carry Over Tips: $0.00
Declared Tips: $10.00
Charged Tips: $20.00
Wage Gratuities $11.00

# Sales and Tip Disclaimer *
Please be advised that
Sales and Tip amounts are subject to change as a

result of further Sales & Tip Distribution

\
Figure 43 Employee Clock-Out Chit

A sales and tip distribution disclaimer is helpful on both the checkout report and the clock-out chit, to
alert an employee that the sales and tip amounts may change from what appears on these documents
due to further sales and tip distribution.

.,’-l Reference: Refer to the Custom Checkout Report Feature Focus Guide, Tip Share Distribution Fea-
ture Focus Guide, and the Tip Declaration Feature Focus Guide for more information.

@ Tip: If necessary, you can use the Edit Punches function to change the tip declaration for an
~ employee.

N C R V.".YI X © 2024 NCR Voyix. All rights reserved. NCR Voyix — Confidential
% o® Use and Disclose Solely Pursuant to Company Instructions

45



Sales and Tip Distribution
Reporting Sales and Tip Distribution

Reporting Sales and Tip Distribution

Use the reports found within the Aloha POS system to help manage the sales and tip distribution from
your employees. The Aloha front-of-house (FOH) reports include data for the current day only. The
back-of-house (BOH) reports can include data for the current day and/or prior days.

Running the employee daily sales and tip distribution report

You can view and print your distribution amounts and recipients with the Employee Daily Sales and
Tip Distribution report. You can run this report while you are in the Sales and Tip Distribution function
by selecting a date and clicking Print Report on the Tip and Sales Distribution screen, or you can
choose to run it from the Reports menu. Configure the report to sort by server or check. You must
have the appropriate security role to run this report.

To view or print the Sales and Tip Distribution report:

1. Select Reports > Aloha Point-of-Sale > Employee > Sales and Tip Distribution. The Sales
and Tip Distribution Report dialog box appears.

[N sales and Tip Distribution Repork x|

Select Dates Select Employees

Today 136 Alexander L a |
0332015 i
Seftings
07452014
092402013

e

147 Finn Tutuola
145 Mick Amaro
[~ Select All Employees

Wign | Print I Close

Figure 44 Sales and Tip Distribution Report Dialog Box

2. Select the date or date range for your report.

3. Select the employee or employees for your report.
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4. Click Settings. The Sales and Tip Distribution Report Settings dialog box appears.

Select Server to sort the report by
employee number. The report lists the
employee and all associated checks for
that employee.

Sort By

{% Server

" Check

[H sales and Tip Distribution R

-

x|

L8]33

Cloze

Figure 45 Sorting the Report

Select Check to sort the report by
check. The report lists all checks
for team employees included in
the distribution of the sales and
tip amounts.

5. Select Server to sort the report by the employee number for each server who worked on a team,

or select Check to sort the report by each check worked by a team.

6. Click OK. The Sales and Tip Distribution Report dialog box appears.

Click View to display the report in the Preview Report dialog box, or Print to print the report to a
local printer. The report prints in landscape format.

8. Click Close to close the Preview Report dialog box.

Click Close to close the Sales and Tip Distribution Report dialog box.
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Selecting one day and sorting by server

If you select a single date and sort the report by server, the Employee Daily Sales and Tip Distribution
Report sorts by employee number for each server and provides a subtotal for the day (see Figure 46).

10 - Aloha Caté A . - - .
oo, ate Emplayee Daily Sales and Tip Distribution Report Page 1071
555 Fifth Avenue South O4NTI015 - 1116 A
Naples, Florida 34102 03/26/2015 - ezt
Printed by: Seeded Administrator
I —IIIIII——
Tippahle Auta Wage Gross Tipshare
Emplovee Name Date Check # Sales Gratuity CCTips Gratuity Amount  Contribution
1335 - Qlivia Benson 037262015 10005 14.75 0.00 0.00 0.00 1475 0.00
139 - Richard Castle 03262015 10009 a.7s ooo ooo 0.00 97a o.oo
140 - Kate Beckett 328201 10009 3 000 000 .00 a 000
144 - Amanda Rolins 0372672015 10007 22.40 ono onoo o.00 2240 ooo
0372672015 10015 14.00 oan o000 o.00 14.00 oan
037262015 10047 5.83 0.00 0.00 0.00 883 0.00
4 000 000 000 4: 000
145 - Ratael Barba 03262015 10007 22.40 ooo o.oo 0.00 22.40 o.oo
03262015 10008 1475 onoo onoo 000 1475 ooo
3715 oan o000 o.00 3715 oan
146 - Ellict Stabler 03726/2015 10007 2240 0.00 0.00 0.00 2240 0.00
03726/2015 10028 26.00 0.00 0.00 0.00 2500 0.00
037262015 10047 5.84 0.00 0.00 0.00 &84 0.00
5324 onoo onoo 000 5924 ooo
147 - Finn Tutuola 03262015 10007 22.40 ooo ooo 0.00 22.40 ooo
0372672015 10005 1475 oan o000 o.00 1475 oan
03726/2015 10047 5.84 0.00 0.00 0.00 &84 0.00
4599 000 oon o0n 4599 000
148 - hick Amarg 03726/2015 10007 2240 0.00 0.00 0.00 2240 0.00
037262015 10005 14.75 0.00 0.00 0.00 1475 0.00
03262015 10009 .73 ooo ooo 0.00 973 ooo
0372672015 10014 25.00 oan o000 o.00 2500 oan
03726/2015 10015 14.00 0.00 0.00 0.00 1400 0.00
037262015 10047 883 oon 0on 000 583 oan
97.73 0.00 0.00 0.00 ELvic] 0.00
149 - Chester Lake 0362015 10047 8.83 [ [ 0.00 BEI ()
150 - Alexis Castle 03262015 10009 a.7s ooo ooo 0.00 a7a o.oo
152 - Kewin Ryan 03262015 10015 14.00 onoo onoo 000 14.00 ooo
03262015 10047 8.83 ooo ooo 0.00 883 ooo
2283 0.00 0.00 0.00 2283 0.00
153 - Alexis Carrington 037262015 10011 34.00 0.00 0.00 0.00 34.00 0.00
395.00 ooo ooo 0.00 395.00 ooo
End of Report

Figure 46 Selecting One Day and Sorting by Server Example

N C R V.".YI X © 2024 NCR Voyix. All rights reserved. NCR Voyix — Confidential
Use and Disclose Solely Pursuant to Company Instructions

48



Sales and Tip Distribution
Reporting Sales and Tip Distribution

Selecting multiple days and sorting by server

If you select several dates and sort the report by server, the Employee Daily Sales and Tip Distribution
Report sorts by employee number for each server, and provides a subtotal by employee and by day

(see Figure 47).

10 ok Café Emplayee Daily Sales and Tip Distribution Report Page 1 of 2
555 Fifth Avenue South Q4072015 - 11:38 AM
Naples, Floride 34102 03262015 — 04012015 38 A
Printed by: Seeded Administrator
_________________________________________________________________________________________________________________|]

Tippable Auta Wage Gross Tipshare

Employes Mame Date Check # Sales Gratuity CCTips Gratutty Amourt _Cartribution

135 - Qlivia Bensan 0372672015 10008 1475 0.00 ooo onon 1475 oon

033172015 10005 2867 0.00 0.00 0.00 2867 0.00

Oei1/2015 10008 16.00 0.00 0.00 0.00 16.00 1.60

Employee Total: 5942 0.00 0.00 0.00 59.42 1.60

139 - Richard Castle 0312672015 10009 973 0.00 ooo ooo 975 ooo

0373172015 10007 13.50 000 oan 000 1350 oon

0373172015 10011 1975 0.0o ooo ooo 1975 ooo

3325 0.00 0.00 0.00 33.28 0.00

Empl Total 4300 000 000 oon 4500 o0

140 - Kate Beckett Q312672015 10009 973 0.00 ooo ooo a.7s ooo

031317215 10011 19.75 0.00 o.oo ooo 19.75 ooo

0373172015 10007 13.50 0.0o ooo ooo 1350 ooo

3325 0.00 0.00 0.00 33.28 0.00

Employee Total. 4300 0.00 0.00 0.00 43.00 0.00

144 - Amanda Roling 0352672015 10015 14.00 0.00 () ooo 14.00 ooo

0312672015 10007 22.40 0.00 o.oo ooo 2240 ooo

0372672015 10047 883 0.0o ooo ooo 883 ooo

4523 000 oan oan 4523 oon

033172015 10007 1350 0.00 0.00 0.00 13.50 0.00

Employee Total: 58,73 0.00 ooo ooo 58.73 ooo

145 - Ratael Barba 0312672015 10007 22.40 0.00 o.oo ooo 2240 ooo

0372672015 10008 1475 0.0o ooo ooo 1475 ooo

375 0.00 0.00 0.00 3718 0.00

0353172015 10008 1834 0.00 0.00 0.00 16.34 0.00

0di01/2015 10008 16.00 0.00 0.00 0.00 16.00 1.60

Employee Total: 71.43 0.00 o.oo ooo 71.48 160

‘146 - Elliot Stabler 0372672015 10007 2240 0.00 ooo onon 2240 oon

03/26/2015 10047 884 0.00 0.00 0.00 5.54 0.00

0372672015 10028 23.00 000 oan 000 2800 oon

59.24 0.00 0.00 0.00 59.24 0.00

033172015 10005 2867 0.00 0.00 0.00 2867 0.00

Employees Total: 879 0.0o ooo ooo 87.a ooo

147 - Finn Tutuala 0372672015 10007 22.40 0.00 ooo onon 2240 oon

03126/2015 10005 1475 000 oan oan 1475 oon

03/26/2015 10047 884 0.00 0.00 0.00 5.54 0.00

4589 0.00 0.00 0.00 45089 0.00

Q3131725 10005 28 66 0.00 ooo ooo 2866 ooo

Figure 47 Selecting Multiple Days and Sorting by Server Example
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Selecting one day and sorting by check

Sorting the Employee Daily Sales and Tip Distribution report by check is helpful if an employee is
confused about the amount of sales and tips received. The potential exists for a check to be
distributed multiple times and the checkout report and clock-out chit may reflect different amounts;
the report shows the amounts after the final distribution. For example, from check 10005, Rafael
receives $18.34, and Finn and Nick receive $18.33.

10 - Aloha Café
555 Fifth Avenue South
Maples, Florida 34102

Employee Daily Sales and Tip Distribution Report

0313172015

Encl of Report

Tippahle Auto Wage Gross Tipshare

Date Check # Employee Name Sales Gratuity CCTips Gratuity Amount  Contribution
033172015 10005 135 - Olivia Bensan 2867 0.00 0.00 0.00 2867 0.00
148 - Elliot Stabler 2867 0.00 0.00 000 2867 0.00

147 - Finn Tutuola 2066 ooo ooo oo 28,66 ooo

500 0o 0o oo L0 0o

0373172015 10006 145 - Rafael Barba 1834 oan oan oo 1834 oan
147 - Finn Tutuola 1833 0.00 0.00 0.00 1833 0.00

148 - Mick Amaro 1833 0.00 0.00 000 1833 0.00

o0 000 000 0.00 o0 000

03731725 10007 139 - Richard Castle 13.50 o.oo ooo o.oo 1350 o.oo
140 - Kate Beckett 13.50 ooo ono ooo 1350 ooo

144 - Amanda Rollins 13.50 oan oon a.o0 1350 oan

152 - Kevin Ryan 13.50 oan oon a.o0 1350 oan

5400 0.00 0.00 000 5400 0.00

03731725 10011 139 - Richard Castle 19.75 ooo ooo oo 19.75 ooo
140 - Kate Beckett 19.75 o.oo ooo o.oo 19.75 o.oo

153 - Alexis Carvington 1975 0.00 o.0o 0.00 1975 0.00

5925 oan oon a.o0 5925 oan

25425 0.00 0.00 000 25425 0.00

Page 10f 1

040752015 -- 1156 AM
e

Prirted by Seeded Administrstor

Figure 48 Selecting One Day and Sorting by Check Example

Viewing team sales using the server sales report

The Server Sales Report verifies the financial responsibility of a server during a shift. Use the ‘Team
Sales’ option to add team sales, credit card tips, and tip share contribution available from team
checks to the report.

To generate a Server Sales Detail report in which you include a team sales section:

1. Select Reports > Aloha Point-of-Sale > Sales > Server Sales Detail. The Server Report
dialog box appears.

2. Select the date(s) to include in the report.

3. Select the employee(s) to include in the report, or select Select All Employees to include every
employee in the report.
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4. To include team sales in the report, click Settings. The Server Cash Report Settings dialog box

appears.
[N Server Cash Report Settinr- 1[
—Sales Team Sales Reyments GCRev tems Sold Campus Card Sold
Rpt. Posttion| ( Rpgt. Posttion| 0 At . Position |5 Rpgt. Posttion | 11 Rm.Posmonlﬂ
¥ Includs vaids Ngales by Day Part [v Shovw Detail I™ Show Detal I Show Detail
¥ Inc Comps, Promos Rpt. Postion | 3 s CC Tip Refund
&
I¥ nclde Taxes ~hum Guests Ft. Posttion [ 3 Ret. postion| 12
I Inc. Surcharges i s l—
osttion| 4 SugEh
™ Use Cashier For Sales | S T urcnarges
ition | 13
I™ Inc. Crder Charges —hum Checks Rt PUSI‘!IDHI
P
I™ Inc. Add Charges Rt Fostion[5 romes —Order Made Charges
I™ Inc. \Wage Gratuities — Fppt. Position |1U Ret Pnsitinan
Sales By Category e ¥ Show Detai
" Gadaesiey) 6 —Wage Gratuities
Rpt Pnsﬂlnnl?
Cash Cards Sold i
[V Show Detail sy 2 Ret. Position| 0
Rpt. Pasition ID
Check, Guest Avi's: Rpt. Position| 7
v —Petty Cash
v Inc Comps, Promos
Fpt. Posttion | 15
v Include Taxes Ok I Close I
o ¥ Showe Detail

Figure 49 Team Sales Option on Server Cash Report Settings Dialog Box

5. Under ‘Team Sales’ type a number for the report position. Be sure to use a number not already in

use on the report.
6. Click OK.
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7. Click View, Print, or Export to review the report.

10- Aloha Caté Server Sales Report Page 1 of 12
555 Fifth A South
Nepls, Fokia 34102 03/26/2015 -- 04/01/2015 D42M2015 - 407 PM

uaa
Printed by: Seeded Administrator
|

Nick Amaro
Grs Sls 124 82( less Surch. OrderCharges Add Chgs Wage Gratuities )
SALES BY CATEGORY
Grs Sls (less Check Guest
et St Comps Promos Taxes WeliSuriOrd Add Chgs) Ay, Avy,
Food 11606 0.00 0.00 876 184 12666 M 448
Alcohol 0,00 000 0.00 0.00 0.00 0.00 0.00 0.00
Soft Drink 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000
Retad 000 0.0 0.00 0.00 0.0 0.00 0.00 0.00
Total of Categories: “1?;5.0‘6‘ "““"l;II.E]-D- o E‘]-E)tl é?é 184 i N 446
Addtional Charge a
Total

TEAM SALES

Tipshare
Sales Tips Gratudy Contribagion

Employes 28.00 0.00 0.00 000
Team

116.06

Total

Figure 50 Server Sales Report

8. Click Close to close the report.

9. Click Close to close the Server Report dialog box.
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Viewing sales and tip distribution activity using BOH audit report

You can now view transactions related to changes made to shift or check teams using the Audit
report. You can also audit fransactions related to the distribution of checks using this report.

1. Select Reports > Aloha Point-of-Sale > Audits. The Audits dialog box appears.

2. Select a date from the ‘Select date’ drop-down list and click OK. The Select Transactions to Audit
dialog box appears.

e

NCR V::YIX

From:l_ s l_
oo

Select Transactions to Audit

Training Sales
[~ Include Training Sales

— Security

I~ Login

™ Log Cut

[~ CleariChange Passwords
[ DissbleEnakle mag card

[~ Terminal Dowen
I~ Reroute Prirter
[~ Reroute Prirt Group

I~ Reroute Video
[~ Reroute Video Group

Wiew I

Prirt. |

P: rts —Labar

[~ Cash Paymerts [~ Clock In

[ Mancash Payments [~ Clack Out

[~ comps ™ Edit Shift

I~ Promos [ Edit Bresk

[ Tender &pprovals I Add Break

™ CC Time Threshold F ::::: 'gm
Approvals
Cash Threshold [ Delste Checkout
Approvals [ Delete Clock Cut

—System [ Dizable Scheduling

[ Terminal Up [~ Adlowy Clock In £ Out

[~ Checkout

[ Manager Clock Out
[~ wvaive Break

[ Break Rule Violation
[ Rateip Credit

Acknowledgement
[~ Cther Wages (

—Cther
[~ Transfers
I~ Reopen Checks
[ Mo Sale Transaction
[ Petty Cash
I~ Refunds
I~ Ordered kems
I woid tems
[~ Cleared tems
[~ Cleared tems Past Time Limit
I Reprint Check
[~ Resend to Kitchen
[~ Cloze Checks
™| Sart by Mumber
[ Update Exchange Rate
[ Spit Checks By Server
[ Spit Check tem Detail
[~ Owverride Splt Check Limits
[~ Typed Messages

——PEEH event —

¥ Manage Sls & Tip Dist Team
| Sales & Tips Distribution

Fitter Bty
{* Employes

" Job Code
" Check Number

141 Huangy,George _|
142 Cabot Alexanct
143 Colling, Tom

[ Select 2l

[~ Prirt Lancizcaps

Export | Al

| Clear | Cancel |

Figure 51 Select Transactions to Audit Dialog Box

Select Print Landscape, if necessary.

Select the employee(s) to include in the Audit report

To view the teams and who created them, select Manage Sls & Tip Dist Team.

To view information regarding the distributions of checks, select Sales & Tips Distribution.
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7. Click View, Print, or Export to review the report.

The ‘Manage Sales -

Teams' type shows the
employee who created
a team.

The ‘Sales & Tip Dist' ™|
type shows the

employee who per-
formed the sales and

tip distribution.

10 - Aloha Café

545 Fifth Avenue South

Page 1of 2

04/06i2015 - 4:42 PM

121

Frinted by: Seeded Administrator

Audit Report
Diate of Business: 03/26/2015

Time

Type

Transaction

022

03:24 PM

03:25 PM

0325 PM

03:27 PM

03:27 PM

03:45 PM

03:45 PM

034

03:46 P

10:02 AM

10018 A

02:30 PM

0317 P
0217 PM

MANAGE SALES TEAMS

MAMNAGE SALES TEAMS

MAMNAGE SALES TEAMS

MANAGE SALES TEAMS

MAMNAGE SALES TEAMS

MANAGE SALES TEAMS

MAMNAGE SALES TEAMS

MAMNAGE SALES TEAMS

SALES &TIP DIST

SALES &TIP DIST

MANAGE SALES TEAMS

MAMNAGE SALES TEAMS

MANAGE SALES TEAMS

MAMAGE SALES TEAMS
MANAGE SALES TEAMS

EMP: 126 Lana Lang Added Team: Check Team-#10001 TEAM BLUE
Check#: 10007

EMP: 126 Lana Lang Added Member{s): Check Team-310001 TEAM BLUE
135 Olivia Benson

141 George Huang

146 Elliot Stahler

1449 Chester Lake

EMP: 126 Lana Lang Added Team: Check Team-#10002 TEAM RED
Check#: 10009

EMP: 126 Lana Lang Added Members): Check Team-#10002 TEAM RED
139 Richard Castle

140 Kate Beckett

148 Mick Amaro

150 Alexis Castle

EMP: 126 Lana Lang Added Team: Check Team-#10003 TEAM GREEM
Check#: 10011

EMP: 126 Lana Lang Added Member{s): Check Team-310003 TEAM GREEN
153 Alexis Carrington

160 Krystle Carrington

161 Denver Carrington

EMP: 126 Lana Lang Added Tearn: Check Team-#10004 TEAM PINK
Check#: 10015

EMP: 126 Lana Lang Added Member(s): Check Team-310004 TEAM PIMNIK
136 Alexander Luthar

144 Amanda Rollins

148 Mick Amaro

152 Kevin Ryan

EMP: 126 Lana Lang Completed FOH Distribution for Check#:10008

139 Richard Castle

140 Kate Beckett

148 Mick Amaro

150 Alexis Castle

EMP: 126 Lana Lang Completed FOH Distribution for Check#:10015

136 Alexander Luthar

144 Amanda Rollins

148 Mick Amaro

152 Kevin Ryan

EMP: 126 Lana Lang Added Member{s): Check Team-#10003 TEAM GREEN
162 Richard Grayson

EMP: 126 Lana Lang Added Member(s): Check Team-#10003 TEAM GREEM
163 Bucky Barnes

EMP: 126 Lana Lang Removed Member(s): Check Team-#10002 TEAM GREEN
162 Richard Grayson

163 Bucky Barnes

EMP: 126 Lana Lang Added Team: Shift Team-#100058 WINDSOR WEDDING
EMP: 126 Lana Lang Added Member(s): Shift Team-#10005 WINDSOR WEDDING

jcha il e _

Figure 52 Audit Report - Sales & Tip Distribution

8. Click Done tfo close the report.

9. Click Cancel to close the Select Transactions to Audit dialog box.

10. Click Cancel to close the Select Date of Reprint dialog box.

g T P

The following is a comprehensive list of reports impacted by the Sales and Tip Distribution function:

BOH Sales and Tip Distribution Report

FOH Server Sales
FOH Sales Report

Report

BOH Server Sales Report (new settings available)

BOH Performance Measures Report
BOH Labor Report

NCR V::YIX
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e BOH Tip Income Report
e BOH Employee Tip Report
e BOH Audit Report (new settings available)
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Troubleshooting Sales and Tip Distribution
We cover the following troubleshooting topics for the Sales and Tip Distribution feature.

Contributor to tip-share pool configuration does not match

The following message appears when you create a team and select an employee with a job code for
which the tip-share contribution configuration does not match the others on the team.

Selected employee's job code, 'Contributes to tip-share
iy pool' setting, does not match team

Figure 53 Selected Job Code - Contributes to Tip-Share Pool

If one employee job code (clocked in or scheduled to work) pays tip share, then the job code for all
employees on the team must also pay tip share. You cannot create a team with mixed job code
configurations with regard to tip-share contribution, either they do, or they do not, contribute, to a
tip-share pool.

Employee clock in job code warning message

After team creation, if an employee assigned to a team clocks in to the FOH using a job code that
does not contribute to a tip-share pool when the others on the team contribute, a warning message
appears, ‘You have been assigned to a team that pays tip share, and your current clock in job code
does not pay tip share. You will be excluded from the team sales and tip distribution.” The system
allows the employee to clock in and an asterisk appears next to the employee name. The employee
does not receive a share of the sales and tips.

Unable to save sales and tip distribution changes

If you cannot save your distribution changes when you exit the Sales and Tip Distribution Check
Selection dialog box, the FOH may not be running. This only occurs when you select ‘Current’ as
your ‘Day range to perform sales and tip distribution.” The FOH terminal should always be running.
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No data to report

10 - Aloha Caté

585 Fith Avanue South Employee Daily Sales and Tip Distribution Report Fage 1of 1

s, Fonn 54103 03/31/2015 PARFTS - 20T

Printed by Sesded Administrator
I ——

Mo Data To Report

End of Report

Figure 54 No Data to Report

If ‘No Data to Report’ appears on the Employee Daily Sales and Tip Distribution report, only a date

was selected for the search criteria. You must select at least one employee to generate the report
successfully.
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Sales and Tip Distribution, Feature Focus Guide

NCR Voyix welcomes your feedback on this document. Your comments can be of great value in
helping us improve our information products. Please contact us using the following email address:
Documentation. HSR@NCRVoyix.com
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