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1. Introduction

In this guide, you will learn how to customize your menu or product list for the TallOrder
POS. There are 2 ways in which this can be done. This can be done from scratch in the
TallOrder Back-End or with the use of the TallOrder Excel Template that can be used to
import your product list/menu.
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1.1. Glossary:

Master Device: Device on which one can manage POS and Admin.
Additional Devices: Devices that will be connected to the Master Device.
Products: Items that will appear on TallOrder POS that will be for sale.
Inventory: Stock items that are you order from your suppliers.

TallOrder Admin:
In this section, we will be focusing on setting up your menu or product list from scratch
within the TallOrder Admin (back-end).

Please note that if you have enabled the online order app ToGo, please ask someone of
on the CloudOne.mobi/ TallOrder team to supply you with the ToGo manual.

2. Product Settings
2.1, Creating Departments

Departments serve as reporting categories for reporting purposes. When products are
assigned to a specific department, the products will be organized in a Category Report,
which will allow the user to see how specific departments are performing. E.g. Savanna
can be assigned to the Ciders department; Castle Light can be assigned to the Beer
department - this way you can see how Beers in general are performing in terms of
revenue generated and how frequently it was purchased.

Click on ‘Products’ on the left hand side of the TallOrder admin Dashboard and it will
display a dropdown list of functions related to ‘Products’. Select ‘Departments’.

< c ‘@ admin.tallorder.mobi/menu-item-category/create ﬁ: o9 :

& m i Welcome back, Kyle! (Kyle Bistro : 11)

'lorder

right now! Home / Departments / Create Department

@ Products
Create Department

Department *

Active ® Yes O No

Departments

2.2. Creating Headings

Headings are functions that serve as a folder/category. In hospitality, a heading can be
named “Mains” where you would then input a list of respective main dishes. In retail, a
heading can serve the same purpose for a range of products such as “Washing Powder”.

Click on ‘Products’ on the left-hand side of the TallOrder admin Dashboard and it will
display a dropdown list of functions related to ‘Products’. Click on ‘Headings’ and click on
‘Create Heading'.
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&« e ‘@ admin.tallorder.mobi/menu-items/index-cat {7‘ o e
Welcome back, Kyle! (Demo Test Client : 2002) o ° 3 § =
d
orl‘gh’ g\'". Home / Headings
@ Dashboard Headings
HEADINGS LIST =
@ Products Total Litem
Bulkactions: 4
& ltemID Button Name Available Self-Service Available ToGo / Take-Away Active
’ - v v v
@ | 70257 Default o o LY |

You can then input the name of your respective Heading - ‘Button Name' is the name
that will appear on the TallOrder POS display.

You can add a description for the respective Heading that the user can view from the
TallOrder POS. You can also select which days of the week you would like the heading to
be available and also what time of the day it will be available.

2.3. Creating Products

Products are the items/services that are for sale in your business. These items are
anything that is to be sold in your business and items you want to have reporting
records of. In hospitality, you can create products that serve as an extra for meals; such
as extra eggs with a particular breakfast.

Click on ‘Products’ on the left hand side of the TallOrder admin Dashboard and it will
display a dropdown list of functions related to ‘Products’. Select ‘Products’ and then click
‘Create Product’.

& c ‘@admm‘(a\[order‘mobifmenu-\tems;\ndex ﬁl o9 :
x; d i Welcome back, Kyle! (Kyle Bistro: 11) @ ° 1 -
right now! Home / Products
® Dashboard
Products
PRODUCTS = £ Bulk Settings © Create Product (-7, Publish Menu
@ Products tems: 1ta 200765 Shaw[ 20 T |perpage
Q Advanced Search
Bulk actions: v
—
I
(=] Button Name Department Price Cost Barcode
v
0| ®# @ AsedSteak #  Steaks F 12000 | # 50.00000 ra
0 @/ %  Americano #  HotBeverages Fall 1800 | # 10.00000 e
0| ®# T BeefBurger #  Burgers Yol d 6500 & 20.00000 &

Input the name of the product/item - ‘Button Name'’ is the name that will display on the
TallOrder POS. Display Name is the name that will appear in TallOrder Reporting. ‘Print
Slip Name’ is the name that will appear on your slips. You can also add a product/service
description under ‘Display Description’.
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‘SKU’ serves as a product code that would be uniquely associated with a particular
product - the search function on the POS will allow the user to search a product via SKU
in Hospitality & Retail.

‘Barcode’ is a readable code that would be uniquely associated with a particular product
- you can input the product/item barcode here. This will allow you to make use of a
barcode scanner with TallOrder POS to scan items for sale. The search function in the
TallOrder POS also allows you to search products via barcode.

‘Department’ contains reporting categories that allows you to assign a particular product
to an already created department.

‘Modifier Only’ refers to marking an item, such as an Extra, to appear as an Add-On only.
Under the Finance Tab you can input the Selling Price in ‘Price’ and the Cost Price of the
item in ‘Cost’.

‘Tax Group’ allows you to make the particular product Taxable or non-taxable.

'‘On Special’ allows a price to be overridden with a promotional price - If your product
initially sells for R25, you can mark it on special for R15.

'SQ’ refers to Seasonal Quote, which will require the user to input the SQ price.

Within the Availability Tab, you can stipulate specific periods of time/days that a product
will be available.

In the POS Tab, the user can assign the item to print to a designated printer (this is
more applicable for hospitality for production slips) such as a Kitchen Printer or Bar
Printer etc.

The ToGo Tab allows you to stipulate whether the respective item/product will be
available for ToGo and whether it will be an ‘Auto-Accept’ item on ToGo or not.

2.4. How to Clone an External Menu:

If you wish to clone a menu from another one of your tenants you can do so by click on
the “Products” drop-down tab on the left-hand side of Admin and then click on “"Menu”.
Once in “"Menu” click on the “Clone External Menu” button on the left.

MENUS LIST © Create Menu | §8 €I

@ Products

Num
MName Items Active Menu Type Last Update Last Published ID

Products =
® /7 MK & Updated 55 2018-10-0315:15:24 = 2018-10-0315:15:21 1123

. AOACANNOATA9 104AAD19 AND

You will be re-directed to another window in which you can select which tenant and
which menu from that tenant you would like to clone.

Click “Clone” and it will clone the menu and close the window.
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® Dashboard Home / Menus / Clone an External Menu

Clone Menu From *

Elri's Bistro i
Select Menu Active Menu ONLY b
_ Active Menu ONLY
@ Products All Menus
- Inventory

Main Menu
Updated Menu_180502084733_181003131403

2.5. Creating Menu Portions:

The Menu Portion feature allows you to establish different portions for the products on
your menu. For example you can calculate how much 300g of a 500g steak would cost,
etc. You can also calculate the price of the various portions.

To access Menu Portions:

- Click on the “Products” tab on the left of TallOrder Admin. Then select the “Menu
Portions” tab. Once in this window you can organize your Menu portions and
create new portion groups.

- In order to create a Menu group click on the “Create Group” button on the right.

MENU PORTION GROUPS LIST ‘M @ Create Group Publish Menu

20 cm Pizza [0 assigned products]

@ Products

Seq Portion Name Portion % Add on Portion % Add on Price % Price % Active ID
| 1 20ycm Pizza 50.00 50.00 55.00 55.00 795
« 5
Products Small (4 assigned products] L Wl Add Portion
Seq Portion Name Portion % Add on Portion % Add on Price % Price % Active ID

Menu Portions

-You will be redirected to a “Create Portion Group” window in which you are organize the
specific Menu item that you wish to divide into portions. Once you have customised the
Menu Group Settings you can click “Create”

Home / Menu Portions / Create Portion Group

Group Name *

Whole Required ) Yes @ No
Available Self-Service ® Yes (0 Mo
Available To-Go / Take-Away ® Yes (' No
Active ® Yes (1 Mo

- You can then create Menu Portion within a group. Click on the “Add Portion”
button on the right hand side of the Group Header.
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- You can now customise your menu portion as you wish. You can give the
portion as name and adjust the portions price as well.
- Once you have filled in the relevant information click “"Create.”

@ Dashboard Home / Menu Partions / Create Menu Portion

Group: Wines

Portion Name *

@ Products

Portion %

Add on Portion %

Add on Price %

Menu Portions Price %

Seq ?

Active ® Yes O No

2.6. How to enable Bulk Settings:

You can enable Bulk Settings to apply to a number of products at once. This means that
you do not have to gone into every product to apply new settings.
To access Bulk Settings:
- Click on the “Products” tab on the left of TallOrder Admin. Then select the “Bulk
Settings” tab.
- Once in this window you can select the settings that you would like to apply to a
larger number of Products.

® Dashboard Home / Products / Bulk Settings

Select settings to apply

] Active ] Available

|| Manager Auth Required || Tab Auth Required

|| Station Device L] Modifier Only

] Is Produced | Awailable Self-Service

] Awailable ToGo / Take-Away ] Auto Accept ToGo

|| Requires Manager Sign Off "] Requires 86 Countdown

|| Allow Open Price || Open Price Manager Auth Required
Bulk Settings

|| Department | Preparation Time

[l Serving Days 1] Tax Group

Workshop17 Tabakhuis, Corner of Tabak and Louws Street Paarl, Cape Town, 7646




TallOrder Guide taijorder

right now!

- You can also change the button colour of various products so that products under
the same Header can be displayed with the same colour.

- You can customise these colours to match your own menu.

- To change the Button colours of Product select the “"Button Colour” box on the
left. You can choice which colours you would like to apply to specific headings. i.e.
All Cold Drinks will appear Blue on the POS.

l# Button Colour @ ¥ | Choose your color ... |71 Stock Take Period
| B

] Is Random Stock Take [} 11} ] Allow Megative Stock Level
E mEm

|| Reorder Level [ Alert Level

- You can also select which products those bulk settings will apply to.

- Once you have selected the Bulk Settings which you would like to apply scroll
down to the Products.

- Once you have selected the products to which the settings will apply click on the
“Apply Settings” button on the right or at the bottom of the page.

PRODUGTSTC ARFLYSELECTION L C} Select All Deselect All APPLY SETTINGS

[ Show modifiers Choose headings .. Q FHiter
| Show ingredients

) ) ] BeefBurger 65.00 [Z] BeefSalad 58.00

W fpedenoieng [l Cab Sauv 100.00 [ Caesar Salad 45.00
1 Champion's Breakfast 35.00 ] ChangedTwenty 1.00 [El Cheese Burger 55.00
[Z] Chicken Burger 40.00 |l Chicken Salad 55.00 [ Coke 15.00

2.7. Creating Options:

Options serve as a feature to ensure orders or transactions are processed accurately.
Options are non-monetary. E.g. The temperature of a steak is an Option (rare, medium,
well done). How eggs are prepared is also an Option (soft, poached, scrambled).

To set up Options, you would first need to create the group for the respective options:
Click on ‘Products’ on the left hand side of the TallOrder admin Dashboard and it will

display a dropdown list of functions related to ‘Products’. Click *Menu Options’. Then
select ‘Create Group'.
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FE d Welcome back, Kyle! (Kyle Bistro: 11) o ° 5 8 =
right now! Home / Menu Options
Menu Options

@ Products

OPTION GROUPS LIST | Order Alphabetically | [P YCHNNICHN w

Bread [1 assigned produets]

Products
Seq Description Add-on Portion Active [»]
s m 1 White I’ 221
Menu Options £ @ 2 Brown ¢ 222
s o 3 Rys 2 223
s 4 Wholegrain ¢ 224
L »
N =
Done |4 assigned products] LI ] Add Option
Seq Description Add-on Portion Active 1D
¥ - d ‘Welcome back, Kyle! (Kyle Bistro:11) '+ 9 ° 1 =t
right now! Home / Menu Options / Create Option Group
@ Dashboard .
Create Option Group
‘Group Name *
@ Products List Items Automatically ® Yes () No
Min. gty selectable 0 0 =ignore
Max. gty selectable =i 0 =nemax
Available Self-Service ® Yes O Ne
— Available ToGo / Take-Away @ Yes No
Active ® Yes O No

Secondly, you will need to create a list of your respective Options within the respective
group - Start by clicking *‘Add Option’ for the created group:
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iy d Welcome back, Kyle! (Kyle Bistro: 11) o ° 5 8 =
right now! Home / Menu Options
Menu Options

@ Products

OPTION GROUPS LIST | Order Alphabetically | [P YCuNNICS m

Bread [1 assigned produets]

Products
Seq Description Add-on Portion Active [»]
] 1 White 2 2l
Menu Options <0 2 Brown ( 292
s o 3 Rye 7] 223
s | 4 Wholegrain 224
L »
N
Done (4 assigned products] ® /S m
Seq Description Add-on Portion Active 1D

You will be able to input the Option description and stipulate the sequence order that it
would appear in the TO POS - if you have more than one Option for a respective group,
click on the blue “Create” icon to add more Options to the respective group.

€ c ‘@ Not secure | admin.tallorder.mobi/options/create?group=47 BigroupName=Bread i‘.‘r| o @

Welcome back, Kyle! (Kyle Bistro:11) & ° i fi=t

llord
right now! Home / Menu Options / Create Menu Option

® Dashboard

Create Menu Option

Group: Bread

@ Products . Rye Bread

Seq 5
Add-on Group Select an Add-ongroup ¥
Active ® Yes (O No

Menu Options : mm——

www.tallorder.mabi

Lastly, you will need to assign the entire group with its Options to the respective product
- Begin by clicking on the “eye” icon of the Option Group:

Menu Options

OPTION GROUPSLIST ol Rl VRN © Create Group [l Publish Menu

Bread [1 assigned products]

@ Products

Products

Seq Description Add-on Portion Active 1D
< @ 1 White ‘ 221
s m 2 Brown ¢ 222

Menu Options
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Next, click on the "Add” button in the ‘Products using this Option’ Tab and it drops down
your product list - from here you will be able to tick the boxes for the respective
products you want to assign the Option Group to:

<« C | ® sdmindallorder.mobi/cptions/view-group?id=47 % 0 @ :

# Update | fiDelete
® Dashboard
Group Name Bread
List Items Automatically
Min. qty selectable 0
Max. gty selectable 1
@ Products
Available Self-Service
Available ToGo / Take-Away
Active
Last Update 2016-03-08 12:54:56

Products using this Option

pe— Qiter

{1 Show modifiers Choose headings..

[ Americano [ Beef Burger
[ d Steak o
. A ) Beef Salad [0 Cab Sauv
[] Caesar Salad [ Champion's Breakfast [ Change4Twenty

[El Cheese Burger £l Chicken Burger 2 Chicken Salad

2.8. Menu Add-Ons

Menu Add-Ons are products that can influence price & stock levels. Add-ons are also
used for upselling a product. E.g. Champions Breakfast may have an Add-on of extra
bacon at R20 - this will prompt the user to ask the client if they would like extra bacon
with their Champions Breakfast. Menu Add-Ons can also be a Recommended product.
E.g. a particular wine may be best paired with a certain meal. Therefore the type of wine
would be the recommended product for that particular meal.

Menu Add-Ons can also be a list of products in a hold group that may not influence price
- E.g. when ordering a burger, a client may request that they do not want tomato,
lettuce, or onion. These hold items can be set up as Add-ons.

Complimentary Add-ons are products that are given as free with a particular set of
products or meal, but still influences the stock levels.

To set up Menu Add-Ons, you would first need to create the Add-On as a product (as
Add-Ons are products that influence price and stock levels). See Chapter 2 for how to
create a Product.

If you want an Add-On to be a modifier only (does not appear as an individual product in
TallOrder but rather within a product itself) - you would need to select "Modifier Only”
when creating the product:
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&« (& \G)admmjauardermubi/mar tems/update?id=70360&isModal=0 ﬁ\ o %

i§ d §  Welcome back, Kyle! 11) ]
right now!

Full Name

@ Dashboard
Print Slip Name Name on kitchen slips
Display Description

P

@ Products
SKU
Barcode
Department * Breakast Extras v
Moadifier Only @ Yes ® No
Ingredient Only ) Yes @® No
Is Produced ) Yes ® No(Purchased)

The next step is to create the respective Add-On group - Complimentary, Chargeable,
Hold and Recommended Add-Ons will follow the same process.

Click on ‘Products’ on the left hand side of the TallOrder admin Dashboard and it will
display a dropdown list of functions related to ‘Products’ Click ‘Menu Add-Ons’ and select
the ‘Create Group’ button:

o € | ® adminiallordermobi/add-ons/index %0 ©
B d Welcome back, Kyle! (Kyle Bistro: 11) a ° 1 =
right now! Home / MenuAdd-Ons

@ Products Menu Add-Ons

MENU ADD-ONS GROUPS LIST Order Alphabetically ¥ @ Croate Group Publish Menu

o

Coffee Extra [Chargesble, 9 assigned products] S f [
Seq Button Name Barcode SKU Price Active ID

s m 1 Skim Mifk 300 - 2615

Menu Add-Cns

Seq Button Name Barcode SKU Price Active ID
£ 8 2 Extra Beans 9.00 - 2617
£ 0 3 Extra Cheese 7.00 2 2618

Firstly, name your respective group (E.g. Extras). Chargeable Add-On is the default Add-
On. If the Add-On is a ‘*Hold Group’ Add-On, then select ‘Hold Group’ etc.
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< C | ® admin.tallorder.mobi/zdd-ons/creste-graup ﬁ‘ o @

Welcome back, Kyle! (Kyle Bistro: 11) o ° 5 8 =

order
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Create Add-On Group

® Dashboard

Group Name *

Type f Complimentary
) Chargeable

| Recommendation

) Hold Group

List Iterns Automatically

Min. Select 0 O~ ignore
Max. Select 0 0.=no max
Available Self-Service ® Yes O No
Available ToGo/ Take-Away. ® Yes © No
Simple Add-On (Bot Only) ) Yes ® No

Secondly, you will have to add the respective Add-Ons (products) to the Add-On Group:

&« o ‘G) admin.tallerder.mobi/add-ons/index 1}| o e

order

right now!

Coffee Extra [Chargeabie, 9 assigned products]
® Dashboard

Seq Button Name Barcode SKU Price Active ID
i 1 Sidm Milkc 3.00 [ 2615
4 ¥
P g -
B Prodic Extras [Chargeable, 7 assigned products] ®SMm
Seq Button Name Barcode SKU Price Active ID
teading ) 2 Extra Beans 2.00 > 2617
s s S——— 700 2018
: : £ T 4 Extra Egg 8.00 z 2619
i 5 Extra Sausage 10.00 - 2620
| 6 Extra Toast 500 [ 2621

... [Hold Group, O assigned products]

adminsllordermabi n Name Barcode SKU Price Active 1D T

Select the respective product from the drop down list by clicking on *‘Select a Product’:

Welcoma back, Kyle! (Kyle Bistra: 11) o ° i =

order

right now! Home / MenuAdd-Ons / Create Menu Add-On

@ Dashboard

Create Menu Add-On

Group: Coffee Extra

Add-On ltem* Select a Product ki

Add-On Item cannot be blank.

Seq 2

Active @ Yes (O No
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Lastly, you will need to assign the entire Add-On group and the respective Add-Ons to
the respective products or menu items - To assign the group, simply click on the “eye”

Icon:
& c ‘ (@ admin.tallorder.mobi/add-ons/index g | 0@ :
i% d Welcome back, Kyle! (Kyle Bistro:11) o ° i =
right now! Home / Menu Add-Ons

® Dashboard

Menu Add-Ons

MENU ADD-ONS GROUPS LIST | Order Alphabetically v|  [PYCHRcu m

Coffee Extra [Chargeable, 9 assigned products] ® /0

@ Products

Seq Button Name Barcode SKU Price Active I8}

i ) 1 Skim Milk 3.00 2615

Products

Seq Button Name Barcode SKU Price Active 1D
LW 2 Extra Beans 9.00 - 2617
s @ g Extra Cheese 7.00 2618
' | 4 Extra Egs 8.00 2619

Next, click the "Add” button and it drops down your product list - from here you will be
able to tick the boxes for the respective products you want to assign the Option Group

il r d - (Kyle Bistro: 11) )
right now!
# Update | il Delete
@® Dashboard
Group Name Coffee Extra
Chargeable

Available Self-Service

Available ToGo / Take-Away

@ Products
Print at Main Item Station [x]
Active
Last Update 2018-01-09 14:34:32

Products using this Add-On
@ Show modifiers Choose headings QFilter
@ Americano [ BeefBurger
L] Aged Steak - =
- e (] BaefSalad [ CabSauv
[ Caesar Salad (I Champion's Breakfast [I Change4Twenty
[1] Cheese Burger [1) Chicken Burger [1) Chicken Salad
sdmintallorder.mobi e il [ Coke [J Cream Soda .

2.9. Customizing the Active Menu / Product List:
In order for the product items or menu items to be active, it needs to be added to the
Active Menu Tree. By now, you will have completed adding all of your Products, Add-
Ons, Options & Departments.

Click on ‘Products’ on the left hand side of the TallOrder admin Dashboard and it will
display a dropdown list of functions related to ‘Products’. To begin designing the layout
of your menu or product list, click on ‘Active Menu’ and then select *Headings’ on the
right hand side of the dashboard:
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&« e ‘ @ admin.tallorder.mobi/menus/view?id=303
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@ Dashboard
Publish Menu

Updated Menu oAb b

MENU TREE o £ 3 Bulk Settings 3ng Collapse All Expand All

@ Products
Pull Headings and Products across to your menu

Mushroom Sauce 18.00

[ ‘ Filter ~ ‘

Pepper Sauce 18.00

Garlic Sauce 18.00

B 6 @ O K

Skim Millc3.00 ® @

Change4Twenty 1.00 e @ ‘ Breakfast

Extra Sausage 10,00 ® @ ‘ reakhust Futr s
Extra Egg 1.00 ® @

Fxctra Toast .00 e @

Drag and drop all your Headings into the Menu Tree. You can add Sub-Headings in the
respective Heading by dragging the Sub-Heading in the main Heading and indenting the
Sub-Heading.

Once you have laid out all of your Headings and Sub-Headings, click ‘Save Changes’:

< c ‘@ admin.tallorder.mobi/menus/view?id=303 1}‘ o ®

iy :
order o

right now!

® Dashboard

Publish Menu
Updated Menu e
MENUTREE 2| = )fBquSEttin% CollapseAll | Expand All
@ Products .
- Alcoholic Beverages ® /i Bl lexichivees andd Predicts oermes ¢ your end
= e
® L | LB
Mushroom Sauce 18.00 ® @ Headings _
Pepper Sauce 15.00 ® @ 7
Beverages
Garlic Sauce 18.00 e @
arlic Sauce i} ‘ Breakiast
- Coffee bxtra B E % 7o i
Skim Milk 3.00 ® 0
- Brealfast Extras A E % £ ® W@
Change4Twenty 1.00 ® @
Extra Sausage 10.00 o @ -HSs < -

You can rearrange the Headings in an order you feel is best suited for your business and
POS navigation.

After adding your Headings & Sub-Headings, refresh/reload your browser. This will allow
you to make use of the Bulk assignment of the product items to the Headings.

Click on the ‘Headings’ tab again to display your list of created products - these products
are not active in the Menu Tree.

Click on the ‘Add-to’ tab - this will drop down your respective Headings that you have
inserted into the Active Menu Tree:
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e C | ® admin tallorder mobi/menus/view?id=303 *| 0O @ :
Ef d 11 a
right now!
@ Dashboard
Publish Menu
Updated Menu el Feh 2015524704
MENUTREE <z % Bulk Settings Collapse All Expand All
@ Products
- Sauces 12 ® o Pull Headings and Products across to your menu
Mushroom Sauce 18.00 ® i@
‘ ‘ Filter ~
Pepper Sauce 15.00 ® 1 - = .
Products
Garlic Sauce 18.00 ® @
= select all M
Skim Mille 3.00 ® @
- Breakfast Extras I E % /A © i@
Change4Twenty 1.00 ® @
Extra Sausage 10.00 ® i@
Extra Egg 8.00 ® i@
adminsallordermobi = &

Select a Heading that you want to work with. From here you will tick the box of the
respective product from the list below that you want to add to the Heading:

< c ‘G)adm'\n‘la\!urdEr‘mohi/menuslwew?ld=194 1}| [ -]
1t Welcomeback Kyle! a O : =
right now! N
Publish Menu

Main Menu

MENU TREE

Last published: 5 Feb 2018 9:17AM

® Dashboard

¥ Bulk Settings Collapse All | Expand Al

Exstra Salmon 45.00 ® 0 Puli Headings and Products across to your menu
@ Products Staff coke 11.00 ® i
Headings ~ Filter ~
- Special breakfast B E S £ @0 =
Products
Breakfast special 100.00 ® i
= - Select all
Staff cooldrink Fanta 340m (sKu: FANO01) 11.00 ® i@ At Ay Sees
Staff cooldrink Creme soda (SKU: CRE001) 11.00 ® 0 =
o Brandy and Figsticky pork belly 000 & [
Staff cooldrink Spar Berry (sku: spaoo1) 11.00 ® 0 =
o Breakfast Special 150.00 (]
brandied green peppercorn sauce 20.00 @ @ =
i i o Breakfast special (SKU: 1000010) ® [
- Specials B E S A @i 1000

o Carpaccio 100.00 e O

=]

thone special 250.00

e @

o Case CabSav(sKU: 1100081) 1110.00 & [

=]

Springbok Loin (sku: 1000010) 180.00

Once you have finished selecting the respective products, simply click the Blue ‘Add’
button and all the respective selected products will be added to the chosen Heading in
the Active Menu Tree.

Keep repeating until complete with your active menu.

NOTE: You are able to work in the product list and Active Menu without it affecting the
TallOrder POS until you push the changes to the TallOrder POS, and the TallOrder POS
retrieves the info from the Cloud.

NOTE: When you have made the respective changes, and want to push the changes to
the TallOrder POS, simply click on Publish Menu or select the Cloud Icon - The changes
will then be pushed to the TallOrder POS but not yet be updated:
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€ c ‘@ admin.tallorder mobi/menus/view?id=303 i'.‘r| oo

‘Welcome back, Kyle! (Kyle Bistro:11)

‘lorder

; 1 7 N
right now! Home / Menus / Menu Detalls

© Dashboard

Menu Details

Publish Menu

Updated Menu : s

MENU TREE o | = 3%BulkSettings Collapse All | Expand All

@ Products

- Sauces b E % /s o0 Puli Headings and Products across to your menu
Mushroom Sauce 13.00 ® 0 [ |
‘ Headings ~ Filter ~
Pepper Sauce 18.00 ® i = = S
Products
Garlic Sauce 18.00 ® i@
Select all M
Skim Milk 3.00 ® o
- Breakdast Extras i E % 7o i
Change4Twenty 1.00 ® i@
it oty ® @ =

2.10. Import Wizard

TallOrder has an intelligent Import Wizard that is accompanied by our template that can
be used to add your products or menu items. The entire menu design can be compiled in
the template and the relevant details for the products can be inserted.

You will find the Import Wizard within the ‘Products’ Tab. You will be able to download an
XLSX Sample or CSV Version:

&« c ‘ @ admin tallorder.mobi/menu-items/import-wizard

Welcome back, Kyle! (Kyle Bistro: 11)

order

right now!

Menu Import Wizard

Easy .csv/.xIsx Importer

For optimal import conversion including file and formula formatting, please use either .csv or xlsxfiles

If you are only starting out now, you can download one of the samples below to get the format that is needed for your Menu or Products.

& X15X Sample

Upload File Settings Match Columns Finishing Import

1: Accepted file types: .csv and xlsx;

2: Ensure that the first column line includes a name as this will be recognized as the heading:
3: Note that more than one column can be assigned to one heading i.e. the Slip and Sort name can contain the same

value,

Downloading the XLSX Sample:
When downloading the initial template, you will be presented with info in the first line

that serves as a guideline when adding your products to the template:
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H - = importSample (23} xisx - Excel Kyle Groenewald
Insert  Pagelayout  Formulas  Data  Review  View  © Tellmew > do
cut : P = : =, a1 e
D * Calibri w2 AN T == ¥r EWapTe |General - B [ "I' Ik - 3 futosum ‘%‘T
P BB copy - Conditional For Cell \ Del o L Sort & Find &
aste ST = === les 2 <0 o Conditional Formatas Cel nsert Delete Format & Fin
¥ Formatpainter (B L W Ev DA === EE EMeges Center % 2 [T ad # Clear~
Formatting= Tablew Styles~ = - s ¥ Filter - Select -
Clipboard = Font ] Alignment i Number T Styles Cells. Editing ~
AL - I F23 Headingl v
. a |l n | s | 7 u v AB | AC | AD | PE AR L
Headlnul.lEullnn DlsplallsMnd\IslngleIsPrndDrpallansl[IPllue[PllceUAllo-EHequll(Pn—par SelveFSewelMon Tue Wed Thur Fri  Sat  Sun sxu HnsledBarcudAuallahAuallahAu\nADescll[Ta:GnSupplleller D | —
(Fans  CHamburc GimtHaf N N Dsi W00 3000 Mo oo oE00 o0 ¥ v vy % v N e ¥ ¥ M GismhatVAT  Supplisrhlame
7]
8|
3
n|
gl
]
i
i
”
1
i
I
il
2|
2
2|
=l
|
=1
2|
E
3
2
£
b L
4
b -
Products @ [«] D]
Ready i) = + 5%

Once you have inserted all of your respective products, you can save the XLSX file to
your PC and then simply upload or drop the XLSX file into the Uploader as seen below:

& C | ® adminallorder.mobi/menu-items/impart-wizard %0 @ :

order L . 0

right now!

Important to note:

1: Accepted file types: .csv and xlsx;
2: Ensure that the first column line includes a name as this will be recognized as the heading:
3: Note that more than one column can be assigned to one heading i.e. the Slip and Sort name can contain the same

value.
ittt ]
' '
| 1
\ }
' '
' \
' |
' '
' '
: Leav. :
1 . V
! B '
Tags ' '
: : | XLsX | :
Import Wizard f )
| I
ot : :
=i = t Click here to choose your csv or xisx file 1
H or dragit here to add new products and menu. |
| |
| \
1 V
' I
' '
: :
i I
e e e e 4

Once you have uploaded your file for import you will be presented with some easy steps
to follow - this is dependent on whether you are importing a new menu or updating an
existing menu.
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<« c ‘ @ admin tallorder mobi/menu-tems/import-wizard

llord
right now!
Uplead File Settings Match Columns Finishing Import

Import Settings:

Menu and Products: This will update bath the menu Import Type:
and product structure.

Products only: This will create/update products
based on their ID.

Menu And Products A

Create Menu: This will create a new menu with Menu Type:
products

Update Menu: Update products based on the D/ New Menu
add more products if the |D doesn't match.

Please create a unique name for your menu. Note Menu name: *
that this name is required to continue the import.

Import Wizard

admin.tallorder.mobi -

Once you have selected your preferred fields, simply click ‘Save Settings’ in the bottom
right hand corner and you will be taken to the next window to confirm your respective
fields - Once confirmed, simply click on ‘Start Import’.

The import will process and provide a notification if the import was successful or if it has
failed.

2.11. Exporting the Product List:

When you want to update your product list by adding new products, headings and simply
editing existing products, you can use the export function — you can Export the Menu
Layout (as in the Menu Layout in the TallOrder POS) or Alphabetical list of the products:

< C | @ admin.tallorder.mobi/menu-items/export

‘Welcome back, Kyle! (Kyle Bistro:11)

BE
order
right now! Home / Products / Export

@ Dashboard

Export

@ Products

Product Export allows you to export items using .CSV or .XLSX format

Use Product Export te backup product lists or use to import new lists once bulk changes have been made.
Select the Product Export layout format and click Download to proceed

Product Layout: | Menu layout i
& Download X1SX

Once the export is complete, edit the products in the exported template, save the
template and re-import the template. In this case, you will select ‘Update Menu’ in the
‘Menu Type’ field.
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3. Inventory Settings:

Inventory refers to items that you buy from suppliers. Your Inventory items/ stock can
be products you sell directly to your customers or they can be a part of recipes that you
sell. Ie. You need to order a certain amount of beef patties and buns to be able to sell
Burgers.

3.1. How to enable Inventory on Admin

- Log into your tenant (relevant video available)

- Select Settings on the left-hand side navigation

- Select Tenant Settings

- Select Update

- Select Use Stock Control and other relevant stock control and you will have
inventory available to you to use. It will be on the POS and Admin

3.2. Setting up your Inventory Headings:
- On TallOrder Admin, click on the “Inventory” tab on the left, then click on
“Inventory Headings”.
- You can now add Inventory Headings by clicking on the “Create Heading” butto
on the right.
- You can also edit heading by clicking pencil icon on the right of the heading.
- To delete a Heading click on the Trash icon on the right of the heading.

@ Dashboard Home / Headings

R Total 3items.
Bulk actions: ¥

ooy (=] Item ID Button Name Active
Inventory Headings h
] 328132 Breakfast L0
o 328130 Fresh & Greens |
328131 Meat e

3.3. Setting up your Inventory list

- On TallOrder Admin, click on the “Inventory” tab on the left and then click on
“Inventory list”.
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You will be presented a list of your Inventory. To edit the details of each product
within your Inventory, click on the eye icon on each product next to each product.

Home / Inventory

INVENTORY LIST DEFAULT = Publish Menu

Last published: 3 Oct 2018 1:15PM

" 2 3 4 Q Advanced Search

Running Back Reorder  Alert Ingred.

Button Name Total Available Reserved Order Level Level Price Cost Active Only
® /£ T Americane 4 0 0 0 0 4 4 4 1800 /1000000 ¢ =0 =
® /4 @ Bacon £ 0 0 0 0 Fd #4000 # 003000 ¢ = =
® # M BeefBurger ./ 0O 0 0 0 e # & 6500 42000000 & =0 =

This will open a window displaying the product details to view.

To edit, click on the "Update" button on the right.

Next, update the cost per base unit to continue.

In this section, you can also change the Reorder levels and set alerts to remind
you of when you are running out of a certain product.

You can also choose our ordering value (it recommends which value to use for
certain products.)

Oeach

RUNNING TOTAL : : AVAILABLE

N assl
0O each Oeach
RESERVED BACK ORDER

Last Cost Per Base Unit 12

Awverage Cost Per Base Unit 12

Stock Take Period

Is Random Stock Take

Allow Negative Stock Level

Reorder Level 0

Alert Level (o}

Create Time 2018-10-03 15:14:51

Last Update

2018-10-03 15:14:51
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3.4. Setting up the Inventory Tree:

- On TallOrder Admin, click on the “Inventory” tab on the left and then click on
“Inventory Tree”.

- Here, your menu layout can replicate your active menu.

- You can drag Headings (and the products under that heading) from your active
menu to your Inventory list.

- Note that headings and Items refer to stock items and this is where can add and
edit heading and items here. Simply drag your items to your Inventory Tree from
your active menu. Remember to Save Changes.

INVENTORYIREE & m Y BulkSetiings Collapse Al ExpandAll el il Publish Menu

Last published: 30ct 2018 3:15PM

Full breakfast (SKU: 220) 40.00 - Pull Headings across to your inventory list
M |nventory — -
Filer Coffee (SKik: 223} 20.00 E :
_‘ Headings ~ ‘ Filter -
* S :" Early Bird Breakfast [SKU: 222) 30.00 @ 2
Unsorted Products
Health Breakfast [skU: 221) 25.00 @
Inventory Tree
Salmon Flerentine 63.00 @
o Champion's Breakfast 25.00
Panna Cotta 50.00 @
— o English Breakfast (skuU: 65474554 50.00 & o I
Trailblazer Breakfast 50.00 @ m
= o Fanta (SKU: 42049642 25.00 @ O I
Chicken Burger 50.00 @ m
T TS = i

3.5. Setting up Inventory Suppliers:
- On TallOrder Admin, click on the “Inventory” tab on the left and then click on

“Suppliers”.
"Create Supplier" button on the right.

SUPPLIERS LIST _ © Create Supplier

Name Contact Person Phone Email Credit Limit ID
B Invenf

RN Vredeen Lust Lourenza 387

Suppliers 1 2
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- In order to create a new Supplier click on the “Create Supplier” button - fill in the
details for the supplier-> Then click on the "Create" button at the bottom.

Welcome back, <ADMINISTRATOR > Test! (Elri‘s Bistro [2062]) . .
Home / Suppliers / Create Supplier
Global Supplier Select a Global Supplier hd
Name *

Contact Person

E Inventory

Phone

Email

Suppliers

Website

Credit Limit

Terms And Conditions

- Click on the "Shopping Bag" icon next to a Supplier name.
Contact Credit
Name Person Phone Email Limit

_ @ ® /7 M Vredeen Lourenza

Lust

- Click on the blue "Assign Product" button on the right- it will open the tab so that
you can choose which product to assign.

@ Dashboard Home / Suppliers / VredeenlLust / Assigned Products
ASSIGNED PRODUCTSLIS — © Assign Product
Total 2 items.
Product Preferred Supplier Economic Order Quantity ID
E  Inventory
v
# M Filer Coffes 30 4733
# T Full breakfast 30 4734

Suppliers
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- You will be redirected to an Assign Product window and can select products to
assign to that specific Supplier by clicking in the drop down box. When you have
filled in the details of the assigned product click “Create.”

Home / Suppliers / Vrede enlLust / Assign product

Menu ltem * Select a product L =
Rank 1 '
tventory Preferred Supplier ® Yes (0 No
Economic Order Quantity * e 12
- You can also bulk assign products to a specific supplier by clicking on the orange
"Bulk Assign Products" button on the right.
Home / Suppliers / Vredeen Lust / Assigned Products
Total 2items.
Product Preferred Supplier Economic Order Quantity 1D
E Inventory
# M  Filer Coffes 30 4733
# M  Full breakfast 30 4734

Suppliers

- You will be redirected to an Assign Product window you can then select a number

of products.
- When you have selected all the products you would like to assign to that specific

supplier click the “Continue” button on the right.
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Home / Suppliers / VredeenlLust / Bulk assign products to Vrede en Lust

ASBIGH PRODVICTS Sele-II CONTINUE
@ Show modifiers Choose headings .. Q Filter

¢! Show ingredients
[l Ingredients ONLY

LRG Latte 25.00
Milk .00

Merlot 100.00

LRG Cappuccino 23.00
Merlot (5555) 100.00

- ) [l Bacon 0.00 L] Beef Burger 65.00

B Arlednatsin [ Beef Salad 58.00 [ Buns0.00

[7] Cab Sauv 100.00 ["| Caesar Salad 45.00 [[] Champion's Breakfast 85.00
] Change4Twenty 1.00 [ Cheddar 0.00 [l Cheese Burger 55.00

[Z] Chicken Burger 60.00 [C] Chicken Salad 55.00 [[] Coffee Beans 0.00

[ Coke 15.00 [] Cream Soda 15.00 [l Creamy Mushrooms 50.00
[Z Double Espresso 20.00 [Z) Early Bird Breakfast (222) 30.00 ) Eges0.00

) Eggs Benedict 55.00 ] English Breakfast (65474564} 50,00 [l ExtraBeans 2.00

| ExtraCheese 7.00 ] ExtraEgg 8.00 || ExtraSausage 10.00

Ol ExtraToast 5.00 & Fanta 15.00 [l Fanta (62049642) 25.00

¥ Filer Coffee (223) 20.00 @ Full breakfast (220) 40.00 O Garlic Sauce 18.00

] Grilled Calamari 60.00 ) Health Breakfast (221) 25.00 ] Hoisin Chicken & Snow Peas 180.00
[ lce Cream Sundae 35.00 | lce Cream Waffles 35.00 [ Leek & Potatoe Soup 0.00

[ ]

| |

Mushroom Sauce 18.00

- You will then be given the option to select the value of the various products.
When you have done so click “Save”.

Home / Suppliers / Vredeen Lust / Complete additional required information

Product Economic Order Quantity Unit
Fi ffee (BC: 3232)
30 each v
akfast (BC: 2232)
30 each Y

4. Promotions

1. HOW TO ENABLE PROMOTIOINS ON ADMIN

- On the TallOrder Admin Dashboard, click on “Promotions” on the left-hand side of
the Dasboard. You will be redirected to the Promotions tab.
- On the right you will find a “"Add Promotion” button.
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Promotions

Name Discount Type Amount Promotion Type Customer Type Active

- This will open an “Add Promotion window” in which you can create a header for
your promotion and customise your promotion.

- In this window you can decide which type of discount you would like to apply as
well as the amount of discount you would like to apply.

- You can also decide on the parameters of when you can apply the promotion. Ie.
After how many products ordered or total amount spent on products.

Add Promotion

* Name (3):
* Discount type (@ * Amaount of discount applied @):
Percentage Value i) %
* Apply promotion after (&): * Min quantity (@: Max quantity (@:
Guantity ordered Tetal spent on product 1

- You can also customise the day and time of when the promotion will available for,
as well as the days of the week that the promotion applies to.

Display dates (2): '*...:’ 5 Display times (2): \J i

* Days of the week (@):

Men Tue Wed Thu Fri Sat Sun

- You can also adjust to which “Customer Type” the promotion apply to and create
a new “Customer Type” if you need to.
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* Customer type (2):

All Customer Types (-]

New Customer Type Mame:

Cancel

- You can also apply the promotion to take-aways only

- You can also apply the promotion to all products.

- Or allocate the promotion according to a specific department. i.e Lunch products.
Or by promotional tag that you can set to match specific products.

- Once you have applied the relevant modifiers you can click “Save”.

* Apply promotion to take-away tabs only (&
* Apply promotion to all products (@)

* Promotion allocation method (3

a

y Department By Promotional Tag

* Department (D

All Departments /]

5. Customer Settings

5.1. How to Add Customers to the Customer Database:

- TallOrder allows you to add Customers into a Customer Database. This database
allows you to use the MailChimp integration to send targeted email campaigns to
specific customers. This database also allows you to use our Loyalty feature
(which will be discussed later in the manual.)

- On TallOrder Admin, click on the “"Customers” tab on the left and then click on
“Customers”.

- To add a new customer, click on the “"Add Customer” button on the right.

Customers

Loyalty Settings

Add Customer

First Name Last Name Mobile 3 Email 7

B Customers

Customers
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- You will be redirected to an “Add Customer” window and you will have to fill in
the customers details.

Add Customer
Personal Information
* First Name:
Last Name:
* E-mail:
Phone Number:

Country:

City:

- You can also select a specific Customers type so that you can put customers in
specific categories and set up specific account information for specific customers.
- Once you have filled in the correct information for the customer click "Save”

Customer Type
Select or add a customer type (@

>

Account Information
Credit Limit:

]

Additional Addresses

5.2. How to Enable Loyalty settings

- On TallOrder Admin, click on the “Customers” tab on the left and then click on
“Loyalty”. You will be redirected to a window in which you can select “Yes” to
enable Loyalty.
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Setting up your loyalty

* Do you use loyalty? &) | Ves No

I Customers

- Here you can customise your Loyalty Programmes, such as the name, value and

duration.
- You can also customise whether you will make use of Loyalty Tiers.
- Once you have filled in all the Loyalty details click the “Save” button.

Setting up your loyalty

+ Do you use loyalty? (@: | Ves Mo

What would you like to call your loyalty program? (2): Loyalty

* How should TallOrder display a customer's loyalty? (@: ‘ As Currency As Points

+ How should customers gain loyalty? (@: l % of Spend Spend Threshold
* Set the rate at which loyalty is gained, (@:  5.00 % of spent
* How many days until a customer's loyalty expires? (0: 1095 days
1 Yaar 2 Years 3 Years 4 Years 5 Years

Do you use Loyalty Tiers? Mo
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6. Staff Settings
6.1. Adding Staff Members:

You can add & edit staff members with ease - you can set up staff members as normal
staff with limited permissions and you can set up managers with a Manager PIN for
voids, discounts & authorization.

- Click on ‘Staff’ on the left hand side of the TallOrder admin Dashboard and it will
display a dropdown list of functions related to ‘Staff’ Select ‘Staff’. Select ‘Manage
Staff”:

< C | @ admin.tallorder.mobi/staff/index | O :

‘Welcome back, Kyle! (Kyle Bistro: 11) . ° P § =

Staff

{ Horder

right now!

® Dashboard

e STAFFLIST L Bl O Create Staff

Total 14 items

Position Name Email Mobile Phone Active D

R Staff v
® 7 Owner Demo Levato demo@cloudone.mobi 5498498498 54161165 52
e @® # ® Manager NathanDrake nathan@drake.com 0124558788 157198
® # ® Manager GavinLi-Hunt gavin@cloudone.mobi 078666122 0845555555 53
® /' ® Manager | EltonPhiri elton@rfig.co.za 0215478963 0724689321 59
® # ® Manager Demolevato demo@cloudone,mobi 8498498498 54161165 157112
® # ® Manager Donlange don@cloudone.mobi 157179
® # ® Manager AnnaGroenewald anna@cloudone.mobi 0824999355 (1] 157180
® £ B Waiter 157220 =

- Click on ‘Create Staff* and then ‘Add New Staff Member’ and complete the
respective fields provided to create a profile for the user:

< C | ® Notsecure | admin.tallorder.mobi/staff/create %O @

Add New Staff Member

First Name *

Last Name *

Password

Repeat Password

City

Country South Africa

- Once complete you can assign a Staff Pin (4 Digits) for normal users — When
selecting Manager, assign a Staff Pin & Manager Pin (6 Digits):
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e C | ® adminallorder.mobi/stafi/create - %0 @ :

g i = ‘Welcome back, Kyle! (Iyle Bistro: 11) @ ° i =
order

right now!

Home / Staff / Create Staff

® Dashboard

Create Staff

N
Staff member *

Start typing staff name to search

© Add New Staff Member

A Staff v
able functionality

Manager Pin (& digits) leave biank to disabl
Manage Staff

StaffPIN (Ad

figits) leave blank to disable functionality

NFCTagUID

Active ® Yes O No

admin.tallorder.mobi

7. Finance Settings

TallOrder is integrated with SageOne, Sage Pastel Accounting and XERO. You can
perform the Accounting Intergration Setup from the TallOrder Admin Dashboard.

7.1. Accounting Integration:

- On TallOrder Admin, click on the “Finance” tab on the left and then click on
“Accounting Integration.”

tight now

0 Ol’del’ t  Welcome back, <ADMINISTRATOR> Test! (Elri's Bistro [2062]) @ . i

Home / Accounting System |/ Setup Accounting System

Accounting Setup

Select one of the options below to integrate your accounting system into TaliOrder

One

$ Finance

Accounting Integration
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7.1.1. Sage Integration Setup

*NOTE: If you have not yet done so, you can sign up for your Sage One and Pastel
account at https://www.sageone.co.za/. Once you have set this up, you can utilize the
Sage portal to help you get set up. Your Sage credentials can be used to validate your
Sage Integration in the TallOrder admin.

- Choose either the SageOne or Sage Pastel Accounting depending on which Sage
package you are currently using.

right now! Home / Accounting System / Setup Accounting System

® Dashboard

Setup Accounting System

Accounting Setup

Select one of the options below to integrate you accounting system into TallOrder

popmme One

Acce

7.1.2. Setting up SageOne:

- Please click on the SageOne button.
- Here you must use your SageOne login details for the relevant information to be
integrated with TallOrder.

i |

t Welcome back, Lauren! (The Fish Box:2) e ° A

unting System / Setup Accounting System

® Dashboard

Setup Accounting System

Accounting Setup

Select one of the options below to integrate you accounting system into TallOrder

S Frin . One

Pay

Username

Password

e Once you have added your login details*, please validate.
e You will then be presented with a setup page, where you can fill out basic
accounting details to create your SageOne account within TallOrder.

e Customer Account Types:

e There are different types of customer accounts one can set up in Sage directly
that will integrate with TallOrder. All the above customer accounts need to be set
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up in the Sage portal FIRST, before it will reflect within the Sage integration on
the TallOrder Admin.

e Please ensure that the following sections have been added to Sage for it to reflect
in the TallOrder admin: a TallOrder cash customer, a TallOrder bank account,
TallOrder mobile payments such as SnapScan and YoCo account, TallOrder petty
cash and TallOrder gratuity accounts. (this will change depending on what you
offer).

T T————

o -

right now!

© Dashboard Accounting Setup

Select one of the options below to integrate you accounting system into TallOrder

$ Finance v
Setting Up SageOne
Cash Customer Tax Type
-- Please Select One -- Standard Rate
Item Reference Field Analysis Category 1
Text Field 1 --None -

-- Please Select One --

Select the Accounts from SageOne that link to your Payment Accounts

Select Account for Payment Type: Cash

None

Select Account for Payment Type: Visa

None

Select Account for Payment Type: Amex

None

Select Account for Payment Type: Discount

None

Select Account for Payment Type: SnapScan

None

Select Account for Payment Type: Credit Card

None

Example: Cash Customer Setup:

e To complete setup for a cash customer setup, please fill in the following: cash
customer, tax type, references field, analysis category, SageOne task
management. Then select the Accounts from SageOne that link to your payment
accounts, where you must select the account for payment type.

¢ Note: if you do not use tax, please deactivate within your Sage account.

e Once complete, click on ‘Create SageOne Account’ to proceed.
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e You will then be presented with a confirmation message, and from there, you will
be reminded to Sync your account. From here, you can sync items customers and
suppliers.

i Welcomeback, Lauren! (The Fish Box:2) e 2 "N O

llorder

right now! Home / Accounting System

® Dashboard

Accounting System

Your Accounting System Details

Remember to Sync your account.

$ Finance v

SageOne play@cloudone.mobi

o If you would like to change account details after syncing, click on configure, which
will take you back to the previous page.

e Now you can set up for the remaining customer accounts.

e Once all customer accounts are complete, you have successfully set up your Sage
accounting details within the TallOrder integration portal!

7.1.3. Setting up Sage Pastel:

e Please click on the Sage Pastel Accounting button.

e You must give information such as your financial year, email address and CSV
download information to create your Pastel Account. As Pastel is not a Cloud
solution, TallOrder can deliver the CSV download straight to your email account
on a daily or weekly basis.

vight now!

® Dashboard One

Setting Up Sage Pastel

Financial Year Start (day-month) *

$ Finance v

Accounting Integration Select a Day and Month of your companies Financial Year Start

Email Address

Scheduled CSV Upload *

Daily

Send Email

This will then send you an email with the CSV upload attached to i, it depends on what option was selected at Scheduled CSV Upload

e Once you have added these details, please create your Pastel account.
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t Welcome back, Lauren! (The Fish Box:2) @ ° N

Home / Accounting System

Accounting System

Your Accounting System Details

Pastel Accounting it oo | ot | e

lauren@cloudone.mobi

e Once you have created your account, you can now Add Customers.

Create Pastel Tenant Customer

Customer Name
Customer Code *
Order Number *

Inc Ex Tax *

«

Inclusive

Invoice Message
Delivery Address

Settlement Terms *

30 v

Telephone

e Note that when you fill out the form above, you will need to know the Pastel
Customer Code for each customer. The customer code and the order number will
both be provided to you once you have set up your account on Sage.

e Once you have filled out the relevant information (using details from your Sage
setup) you have successfully set up your Pastel Customer.

Product Setup for Sage Pastel:
e When setting up your accounting with Sage Pastel, you must set up product
information within the TallOrder admin portal. To set up the products in TallOrder

for Pastel, please navigate the following steps:

e Go to products (please click Products again in the navigation) and then go to the
subheading Create Products.
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right now! Home

@ Dashboard

Create Product

Button Name *

Full Name

Print Slip Name Name on kitchen slips

Display Description

SKU
Barcode

Department * Select adepartment ¥

Fill in your product details including the SKU.

Once complete, scroll down to Line Type at the bottom of the page. This is under
the heading of Pastel Product Info. Please also fill out your Line Type (needed)
and Store info (optional) provided by Sage Pastel.

Once complete, please click on the Create button to proceed.

Pastel Product Setup

Line Type * Select a Line Type ¥

l

*Note that other required areas such as Button Name and Price are needed to
proceed.

You will then see the product successfully created in your product list!

7.1.4. Setting up XERO

e Please click on the Xero Accounting button.

§  Welcome back, <ADMINISTRATOR> Test! (Elri's Bistro [2062]) @ . ‘ﬁ )

Home / Accounting System / Setup Accounting System

Accounting Setup

Select one of the options below ta integrate your accounting system into TallOrder

You will be redirected.

$ Finance

Accounting Integration

You are currently being redirected to the Xero login page. This should only take a moment.

e You will be redirected to the Xero Accounting webpage and asked to verify your
Xero Integration by signing into to your Xero Account.
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7.2. Payment Types: How to Add a New Payment Type

Payment types can be added, deleted, or simply edited for the TallOrder POS.

Click on ‘Finance’ on the left hand side of the TallOrder admin Dashboard and it will
display a dropdown list of functions related to ‘Finance’. Select ‘Payment Types’:

e C | ® admin.allorder.mobi/tenant-payment-type/index * 0 @ :
p ﬁ d Welcome back, Kyle! (Kyle Bistro: 11) @ ° b 8 B
right now! Home / Payment Types
@ Dashboard
Payment Types
PAYMENT TYPE LIST ..
Total 9items
Change Open Cash Reference Take-
Seq Payment Type Default Given Drawer Required Enabled POS ToGo Apps Away
$ Finance
Payment Types
= &S0 2 Visa [x] (] o ] o
® /@ 3 | Discount o o =] (<] [} o o
@/ @ 4 | NFC o o (~] (<] o o o
® /0 5 American Express [x] (%] (] [x] [x] o
® 75 SnapScan Static [x] [«] (] [x]

)
o

Add new Payment Types by simply clicking on the ‘Create Payment Type’ tab. You can
also Edit an existing Payment Type by clicking on the pencil icon.

When creating or editing the payment type you will be able to select a payment type
from our global list of payment types and input the Display that will appear on the
TallOrder POS.

You will be able to select specific settings for the Payment Type too - such as, Enabling
the payment for TallOrder POS, allow to change payment type and if references are
required or not etc.

<« c ‘@ admin.tallorder mobi/tenant-payment-type/update?id=727 ‘}l oo :

Welcome back, Kyle! (The Fish Box: 2) @ ° F § =

right now!

Update Payment Type

® Dashboard
Payment Type * NFC T
Display Name NFC

Default Payment Type 0 Yes @ No

Enabled POS ® Yes O No

$ Finance
Enabled ToGo 0 Yes ® No

Payment Typas Enabled Apps 2 Yes ® No

Enabled Take-Away 0 Yes @ No

Levy Type none

Levy Value 000
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7.3. Tax Types:
Tax Type is an optional step that a user can make use of. If a company does not want to
record VAT then there is no need to add a Tax Type.

Click on ‘Tax Types’ under the ‘Finance’ drop down tab.

You can add a respective tax type to display in the TallOrder POS. To add VAT of 14%,
click on ‘Create Tax Type':

&« e ‘G) admin.tallorder mobi/tax-type/index {7! 0o @ :

-

Welcome back, Kyle! (The Fish Bax: 2) = ° 1 =

lorder o

right now!

Taxes

@ Dashboard

TAX GROUPS © Create Tax Group

Tax Groups are used to link taxes to products. They also allow multiple taxes to be assigned to a product.

Tax Group Tax Types Default Active ID
il Sars Vat [x] 25
‘ ¥
e
“ TAXTYPES ‘ © Create Tax Type ’
Order Tax Name Rate % Inclusive 1D
®/d Vat 14.00 3

Input the Tax Name (VAT) and Rate % (14%). Next, input the start date - end date can
be left blank:

< C | ® adminallorder.mobi/tex-type/update?id=3 * 0 @ :

”T i Welcome back, Kyle! (The Fish Bax: 2) Q‘ﬁ'\) ° 1

lorder

right now!

Update Tax Type

@ Dashboard
Tax Name * Vat
Order

Inclusive @ Yes © No

Rate % 14.00
Reference

Accounting Tax ID

Tax Types

Start Date |09/30/2015
E
End Date 09/24/2025 |

The next step is to add a Tax Group to assign the Tax Type to — Start by clicking on
‘Create Tax Group”:
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< C | @ admin.tallorder:mobi/tax-type/index %0 @ :
Welcome back, Kyle! (The Fish Bax: 2) o ° i's -
right now! Home / Taxes
® Dashboard
Taxes

TAX GROUPS © Create Tax Group

Tax Groups are used to link taxes to products. They also allow multiple taxes to be assigned to a product.

Tax Group Tax Types Default Active 1D

] Sars Vat [x] - 25

§ Finance

TAXTYPES © Create Tax Type

Order Tax Name Rate % Inclusive ID

admin tallorder.mobi -

Name the Tax Group (VAT) and tick the box “VAT” to assign the VAT Tax type to the Tax
Group:

< C | @ Not secure | adminallordermobitax-type/create-group

Welcome back, Kyle! (The Fish Bax: 2)

EE]
order

right now! Home / Taxes / Create TaxGroup

@© Dashboard

Create Tax Group

VAT

v
Default ) Yes ® No Add to all new products by default
Active ® Yes () No

§ Finance

Tax Types

7.4. Petty Cash:

Petty Cash are respective expenses that are paid from the cash drawer of the TallOrder
POS (This is only to be used if a customer makes use of Petty Cash payments).Examples
of Petty Cash payments would be Stationery Expenses, Miscellaneous Expenses etc.
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To add a petty cash account click ‘Add Petty Cash Account’:

= C | @ admin-tallordermobi/petty-cash-rezson/index w0 & :

Hor f  Welcome back, Kyle! (The Fish Box: 2) . ° i -

right now! Home / Petty Cash Reasons

® Dashboard

Petty Cash Reasons

PETTY CASH REASONS

# Name Type Last Update Actions

No results found.

4

Next, input the respective Petty Cash Name

< & |®adm'm‘lallorder.mnh'vpe?ty—caé1Hea;cnm:\ex *# 0 @ :

Create a Petty Cash Reason

Type

Supplier

Description

8. Device Settings

8.1. Printer Settings

Printer stations can be set up in the Devices Tab - this will allow you to set up the
respective printing station(s).

Select ‘Printers’:

&« c ‘@ admin.tallorder.mobi/station-devices/index

g 3 Welcome back, Kyle! (The Fish Box: 2) =
Horder e

right now!

Home / Printers

@ Dashboard %
Printers

DEVICELIST L Al © Create Device

Total 1item

Device COM Port Device Type URI Active  Default Printer 1D

O Devices v ® # @  Kitchen Kitchen Station  printserver o 10

Printers .
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Next, select ‘Create Device’ — you are only required to input the Required fields (marked
with an Asterix).

‘Printer Name’ would be the printer station (Main Printer, Kitchen Printer, Bar Printer
etc). ‘Device Type’ = Select ‘Printer’ from the drop down list. ‘Handler’ = Select ‘Print
Server’ from the drop down list.

The rest of the fields can be populated from the TallOrder POS when the printer is
installed on the respective device.

&« e ‘ @ admin.tallorder.mobi/station-devices/create

Welcome back, Kyle! (Kyle Bistro: 11)

order

right now! Home / StationDevices / Create Device

@ Dashboard

Create Device

Device *

Local Printer Name

TOPR Address

COM Port
L Devices v
Baud Rate
2 Bt Reprint Count 0
Default Printer ) Yes @ No
Device Type* Select a device type i

Device Type cannot be blank.
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