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Toast Tab Overview

ToastTab.com Web-Based Doshboord
Log into ToastTab.com on your | &l - :
computer to complete the P @ pommscion - soecan st epsoun s

following tasks: % Welcome, Snooze Manager
e Set Up New Snoozers N ' — —
o Create 2 s © o
Supervisor T o .
Accounts Yo =

e |[ssue Refunds and Send | r—
Receipts from previous = e
shifts back to handheld i

e Vdalidate Time Entries

e Run weekly reporting
and dive deeper info
metrics!

Analytics & Reports

44444

m Kitchen | Dining Room Payments
Tables Curtomer Credits

Connect &Learn Integrations
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Adding/Archiving New Snoozers

BEFORE YOU BEGIN: Do NOT create a duplicate =

account for transferring Snoozer. Please submit a S
COL so that Snoozer Support and Securis/RTP teams = e

can update the Snoozer’'s Toast account. *  Welcome, Snooze Manager

If creating an account for a NEW Snoozer, follow “
the instructions below.

1. From ToastTab dashboard, click Employees in Quick -
Actions or Labor section. x

Overtime Rules

2. Click + Add New Employee (upper left). .

Tip Withholding

Employees

NOTE: For Snoozers working in multiple locations, within Scheduting
your Region/State, please email your Regional Manager
with Snoozer’s first and last name and location(s) they

need access to. Employees

e This needs to be completed PRIOR to Snoozer
working a shift at a secondary location.
e ONLY Regionals can remove access once it is Active@4)  Archived

no longer needed.

Home / Employees

Regional Managers: See step 7 below for instructions to
edit Snoozer's account. If you need to edit access
outside of Snoozer's home state, please request through
Help@SecurisSystems.com (Always include First & Last
name in addition to home restaurant.)

3. Fillin Snoozer information under Add new employee Add new employee
(rlghT COIUmn): Invite to create account
e Invite to Create Account: NO

No Yes

e Legal First Name

° LegOl LOST Nome ; ::n?ﬂst:et:nr:ails'a:rc-esjcci?s'oas'

e Chosen Name, not nickname ex: Jonathan > Jon account o @
e Phone Number: DO NOT ENTER X Employee self-managed info ()

e Email Address: DO NOT ENTER First name

e POS access Code Samantha

Last name

Snooze

Chosen name (%)
Note: First and last name need to match what is on Sam
Snoozer government issued ID in order for payroll to

process properly. Mobile phone

S . - X~

Email address

X

POS access code

1234

BACK TO TABLE OF CONTENTS
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4. Add job code Meeting by selecting from dropdown. Jobs and pay
5. Enter current Meeting Pay rate.

Johs

Select a job \d

NOTE: DO NOT CREATE NEW JOB CODES or EDIT
EXISTING JOB CODE PERMISSIONS

Employee ID (7)

For amployes safety, do notuse numbers that ralats to
personal data, like Dete of Birth or Government 1Dz

6. Enter Employee ID. Employee ID is Shoozer's Paylocity
number. Leave blank until Paylocity account is

created. Access Employee ID from Snoozer's profile
on The Expenehce: The Experience by Snooze ADOUT BAMNE WNITE
Eatery (wisetail.com).
1. NOTE: If this field is left blank when :0%
creating account it MUST be updated b
prior to processing payroll. Whie
R s
Birthday
May 3, 1995
Hire Date
Sep 28, 2022
STANDARD USER PROFILE FIELDS
Personal Email
rajane. white 1 2@gmail.com
Phone
Employee Id
2000136

7. To Edit a Snoozer's account
1. Locate Snoozer's Profile
a) Pencilicon to the right of Snoozer name to
edit profile.
=  Overview
o View of Snoozer’'s account at a glance
= Profile
o Personal Information:
e Legalfirst & last name ONLY
e Chosen name is for preferred name, / O
not nicknames
= Jobs and Permissions
o Add/Remove all applicable job codes
to each Snoozer.
e To schedule on-call shift, Snoozer will
need to have on-call job code. DO
NOT attach a pay-rate.

Actions

BACK TO TABLE OF CONTENTS
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o Only ever select/toggle on a job code
NEVER create a new one and/or edit
existing job code permissions.

o Enter pay rate for each job code

o Notfe: ONLY add Trnee job codes to
FOH Snoozers. Add regular job codes
AFTER their training is complete.

= Restaurant Access — This is ONLY used by
Regional Managers and is NOT used by
Restaurant Managers. Regionals: Use the
Restaurant Access tab to add/remove
locations as needed. When adding a
location, you MUST check the “Update
external ID at locations” box BEFORE
saving. Snoozer's job code(s) and
payrate(s) will also need to be updated
at EACH location.

o For Snoozers working in multfiple
locations, within your Region/State,
please email your Regional Manager
with Snoozer’s first and last name and
location(s) they need access to.

o This needs to be completed PRIOR to
Snoozer working a shift at a secondary
location.

< Snoozer Sammy

¢ Snoozer Sammy

Overview Profile  Jobs & Permissions  Restaurant access Pay history #%8

Restaurant access

[ update Employee 1D in new locations

*Manage ac

o ONLY Regionals can remove access
once it is no longer needed.

o Regional Managers can request access
outside of their home state through
Help@SecurisSystems.com (Always
include First & Last name in addition to
home restaurant.)

b) Down arrow icon Archive: Snoozers after you REMINDER:
have completed a COL- double check you
are archiving the right Snoozer; this will delete
their Axial account and remove any

scheduled shiffs! (yes, we did learn that the hard ¢ DO NOT alter Restaurant Access
wayl) o Have a Snoozer who is helping

c) Three dots will not be used by Managers. out at another location? Email

your RM for access!

e ONLY archive termed Snoozers (If you
don't recognize a name- reach ouf,
they are likely a Mothershipper who
needs access)

e DO NOT enter Phone Number or Emails
e DO NOT create job codes

BACK TO TABLE OF CONTENTS



g ‘miullm;e Toast For Managers Guide

1. From ToastTab dashboard, click Employees in
Quick Actions or Labor section.

" Please follow guidance from your Onboard
¢ processing.

Welcome, Snooze Manager
Q Whatare

(] Sales summary

Labor summary

(5 Refund check —

Qrertmefiis

B Time entries Tip Withholding

Employees

Scheduling

dvy XU@ob @A B mam
1]
®
£

2. Edit Snoozer's current Toast Information
3. Add job code HOH Superv or FoH Super Actions
4. Enter pay rate
5. Hift Save
ey 0
Eak Super 20,00
[ senchmgesur
HOH Supery 2004
6. Click + Add New Employee (upper left) Home / Empioyees
Employees
Active (34) Archived
7. Create a NEW account for Supervisor: Add new employee

Invite to create account

e Invite to Create Account: NO

e Legal First Name

e Legal Last Name + SUP

e Chosen Name, not nickname (only Managers
and above are allowed a Snooze recognized
nickname) Lastrame

e Phone Number: LEAVE BLANK

e Email Address: LEAVE BLANK

e POS access Code: 2 + current Employee ID obie hone
(Samantha Snoozer’'s Employee ID is 2000136, =
their SUP POS access code will be 22000136)

Chosen name (

Email address

POS access code

22000136 |

BACK TO TABLE OF CONTENTS
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Add job code Supervisor Card

Set pay to $0

Enter their Employee ID as their Supervisor POS
number. (Remember: Samantha Snoozer’s
SUP POS access code was 22000136 so their
Employee ID would be 22000136)

Click Add

Register Mag card for Supervisor. See Assign
Swipe (Mag) Card to Manager section.

Jobs and pay

Jobs

Supervisor Card

Pay

$ 0,00

£F Edit job [T Remove job

[ + Add new job ]

Employee ID @
22000136

For employes safety, do not use numbers that relate to
personal date, like Date of Birth or Government [Ds.

E] Add a nothe

Y0 o

NOTE:

Register Mag Card on handheld
Under account profile, select Disable POS
Access Code

Supervisors will need to clock in FIRST under
their original POS code under FOH Super or
HOH Superv (this job code will alert Payroll
they need to get paid their Supervisor wage.)
They willimmediately clock in again under
their SUP Card to get their managerial
permissions.
o All Managers & Supervisor POS Access
codes must be registered to a swipe
card.

Account Info

This is how the employee will be able to access Toast and how to|

Allow POS access code login?

O Enable POS access code login at this location

POS access code login may only be disabled when a swipe card is configured

BACK TO TABLE OF CONTENTS
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STOP! Onboarding a new Manager or promoting an hourlye Complete the COL and Securis/RTP will

complete.
FOR Securis/RTP & Snoozer Support ONLY: ] = oo
When creating an account for a NEW Snoozer, E ;- Plssefolow uidane from yourOntoard
follow the instructions below. (Instructions for an :
internal promote can be found on the following . Welcome, Snooze Manager
page.) | CY——
(i} QUICK ACTIONS

1. From ToastTab dashboard, click Employees in

Quick Actions or Labor section. @ 3 sy

Labor summary

x ) Jobs
(5 Refund check

* cretre e

B Time entries Tip Withholding

2. Click + Add New Employee (upper left)

NOTE: For Snooze Managers working in multiple B
locations within Region/State, RMs will update in Sr——
ToastTab. (Review step 7 from above for S —
instructions)

Securis/RTP will add access for locations in Employees

additional Regions/States.

Active (34) Archived

Complete this PRIOR to Snooze Manager working a

shift at secondary location.

3. Complete the required information under Add

new employee (right column): Add new employee
e Invite to Create Account: YES Invite to create account
e Legal First Name
e Legal Last Name No Yes
e Email Address: Enter Snooze Email

/ POSterminal access (7)

" Invite to register + access Toast account @
++ Emplovee self-managed info @

NOTES:

. . First name
e Theirlegal name needs to match what is on

their government issued ID in order for payroll Marcus

to process properly.
e APOS code will be created when Manager
. K . Last name
activates account via email.

Manager

Email address

MarcusManager@5Snoozeeateryc.om

BACK TO TABLE OF CONTENTS
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4.

5.
6.

Add applicable Jobs by selecting from
dropdown.

Leave Pay at $0

Click Add

NOTE: DO NOT EDIT or CREATE NEW JOB CODES.

Jobs

Pay

S 0.00

/27 Editjob

Manager (GM/RM)

1 Remove job

[ + Add new job ]

[ add ar'u:utherl m

Enter Payroll ID under Employee ID

7. Edit Manger Profile R
8. Navigate to Profile 7| 8
o EDIT _RRCHIVE

1.
2.

For Internal Promotions:

Add Snooze email to emaiil field
Update Jobs and Permissions by adding
New Role and REMOVING hourly roles. (If
applicable, archive the Supervisor Card
account.)
Email Manager via Snooze email
informing them that their Toast account
has been created.
= To access, MIT will need to visit
ToastTab.com, enter Snooze
email and select the “Forgot
Password” link fo activate
Manager account.

———

Overview

Profile  Jobs & Permissions

Restaurant access  Pay history (PRO

Account Info

Allow POS access code login?
(O Enable POS access code login at this location

@ Disable POS access code login at locatio

Employee ID

3002271

BACK TO TABLE OF CONTENTS
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Toast Handheld Mode Screen Overview

Handheld Mode Screen Manager Functions:

The mode screen allows Mode
Managers to: .
- % _Creo’re a quick-order / 86
Access the table map Table Service Quick order | ingredients.
and active tables
=D é q
Fast Service (Beta) Payment Terminal EACCGSS Closed CheCkS
]
Kiosk
Manager Activities
Review Snoozer's shiffs ceui . ‘ Used to review Snoozer
eview Employee Shifts Time Cards . .
fime enftries
Used to perform EOD Close Out Day Find Checks & Issue Refund Issue Refunds/Reprin’r
tasks Checks (past and present)
/’ Register Swipe Card Lookup Customer
Register Manager Swipe
Cards Cash Management
/’ Cash Drawers Cash Deposits
Manage Cash drawers =]
Reports
/,Monoge Labor and Break
VieW SOles Sales Reports Labor Reports q Adherence
Assign Swipe (Mag) Card to Manager
Managers need to activate their account via
email BEFORE assigning a swipe card: Manager Activities
1. From Mode Screen, scroll to Manager Shift Review Time Cards Close Out Day Cash Management
Acﬁwhes section and select Register S i Checke Tt E1h Cart
Swipe Card.

BACK TO TABLE OF CONTENTS
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2. Locate and select the manager and
select
+ Add (upper right).

NOTE: Please swipe card now pop-up MUST Christopher Spadea
be visible on device when swiping to register Rob Sutheriand
the card. Ginelle Testa
Toast Training

Test User

Lindsey Wells

Casey Woo

3. Swipe the card through the credit card
reader attached to Toast handheld.
Select Done when prompted.

Note: DO NOT use Snooze Gift cards as
Manager swipe cards! Any other card
with a magnetic stripe can be used
(school IDs, gym membership cards, efc.)

4. To REVOKE or assign a NEW swipe card, E
. . . . mployees
click the credit card icon to the right of
the manager’s name. Rehit Shenay
. . Christopher Spacea
Note: A single swipe card cannot be
assigned to more than one manager. ol Sutherland (=]
Ginells Tasta
5. Login to ToastTab.com and disable POS = @ XehwdPaklce |
Access code login at this location for
Managers and Supervisors (as needed). £ Home e T menm e
£ Employees
REMINDER: Supervisors will need to clock in G Payroll [ranane
twice. o Personal Info
. . . ] Takeouts delivery Fhrst Name *
e Their Supervisor POS Access Code is & Coteing & events
used to track hours for payroll. @ Payments Supfudsen
(3) Guest engagemant Chosen Name
e Their Supervisor Card is used to give 153 Fronofhouse
them Managerial access and should @ Ktchen
be used for clocking Snoozers in/out & ST traCHEF | upGRADE
discounts. B Wailist & Reservations
Tl Retsil Account Info
e DO NOT take orders under the @ schacuing ‘s This is how the employee will be able to access Toast and how to
Supervisor Card. G5 websites Allow POS access code login?
fit Financial products @ Enasble POS access code login at this location
o0 Integrations (O Disable POS access code login at this location
Y shop =
(] update POS access code at all locations

BACK TO TABLE OF CONTENTS
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Cash Drawers

A cash drawer can either be Active or Closed. (Drawer is used by Baristas/ Managers ONLY)

e Active: The cash drawer is in use and taking cash payments. Baristas need to close out all cash
payments to the drawer. Baristas will keep their tips separate from the cash in the drawer.
o Drawer automatically activates DO NOT select “new drawer” button- just place cash till in
drawer.

e Closed: The cash drawer is not taking cash payments or other cash fransactions. The bills have been
counted and the actual closing balance has been entered info the POS.

To Physically Open Drawer:
e Making change

e Counting drawer Cash Management

1. MANAGERS: Under the Cash
CashD Pay Out
Management of the Manager a5h Prawers i
Mode screen, select Cash ,
Deposits

Drawers.

2. Select Drawer
a. DO NOT select the lock,
as this locks the drawer. Drawer Balance

Term 1 Printer $500.00

3. Hit No Sale e Daiite During Shift
T1 Receipt Balance: $0.00
No Sale
NOTE Date Action Amount User
e Never use Cash In, Cash Out, Cash Payments $0.00 R
or COSh DrOp 3/30, 10:38 AM No Sale $0.00 Joseph Hargraves
e Reference out-of-pocket Cash Out
expenses in Expense S 4
Reporting: Chrome River Cash Drop
Quick-Start Module. SE=
End of Shift
Il

BACK TO TABLE OF CONTENTS
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Ringing in Catering Orders
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1. Catering orders MUST be rang in and closed
on the POS when they are prepared.

a. If thisis missed, please reach out to
OpsExcellence@SnoozeEatery.com,
copying your RM, immediately.

Login to device using 8888
Start a New Order by selecting Quick Order

@ N

Mode

T

Table Service

=0

B

Quick Order

4. Change the (default) dining option from
Dine In to Catering.

a. When prompted for phone
number, select drop down and
change to Name.

b. Enter Guest's name

c. Select Go

d. Enter the rest of the Guest’s
contact information then select
Done. (Enter 999-999-9999 for the
phone number if you don’t have
the actual number.)

«— #3 ®Tab name

ez cater + 999-999-9999

2> CATERING C

enabled

Name

5. Update the tab name to ezCater order
number, if applicable. If order is not an
ezCater order, update tab name to the
Guest’'s name.

&« Takeout customer.. 5 :

@ Setting to prompt for takeout customer information is

Name

Tess

Svc charge Split

Pay 50.00

AR

X ’ Go

6. Enter order, send, and collect payment.
a. If processing an ezCater order,
select Other from the payment
screen and then select EzCater.
b. Enter gratuity, if applicable.
(Snoozer tip, not Driver)

O ¢
0 o
o
(o
O o
o ¢
0 ¢
O o
0O ¢
O u
O o
O o

BACK TO TABLE OF CONTENTS
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Creating Catering Invoices
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1. Navigate to Payments, Payment Methods,
Customer Invoices.

Otoast

Payments

Customer credits

Cash overview

2. Select Create Invoice on the top right corner
of the screen.

Dtoast

B Invoices wummes B topet v m <)
Start creating invoices

3. Under Find Customer, either search for a

current Guest or select +Create Customer to

enter information for a new Guest. % & New invoice

‘ Customer Customer

4. Select the Catering Dining Option and input

the pick-up date and time of Guest's order.

% New invoice
Catering
Y sf27/2025 - 09 ;29 AMPM

BACK TO TABLE OF CONTENTS
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—h

00U

5. Add item(s) as ordered by the Guest.

Select +Add ltem

Select Catering & After Hours Menu

Select options from Catering Menu

If applicable, select Mark order as tax

exempt.

e You'llthen need to +Add tax
exemption ID

Do NOT +Add service charge

Do NOT +Add discount

E* New invoice

reate order with Al

& Ml

Select menu item

Menu

Sides
Kids Menu

Misc. & Retail
Catering & After Hours
Food Shows

Open Items

Select a me

[] Mark order as tax exempt |

+ /Add service charge

+ /Add discount

b.

6. Once allitems have been entered,
configure the Payment Schedule.
a.

Payment Due Date needs to be set
for the day before the event. (Invoice
must be paid before the Restaurant
prepares the items.)

Do not +Add deposit request.

Payment schedule

Configure how and when your customers can pay this invoice. Any changes to the order total will affect
the final payment amount by default.

Amount $ Amount %
Due date @ JAmount Status
Payment 6/26/2025 - a

+ Add deposit request

BACK TO TABLE OF CONTENTS
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7. Complete Details field.
a. Set Server to Catering Catering
b. Toggle on
e Allow customers to add a tip
¢ Allow customers to pay with
credit card
c. No need to update the memo Allow customers to pay with a credit card
d. Do not add attachment Mema

Thank you for your business!

Details

server ©

CATERING CATERING -

Allow customers to add a tip

Add email attachment

Add a file that will be attached to every invoice email.

+ /Add attachment

8. Once all fields are complete, select Review
Invoice from the upper right corner of the B New invoice

screen. aoa eman aracamene

9. Review and confirm accuracy of the invoice.
a. If changes need to be made, select
Edit. from the upper right corner of B Review and send invoice to Abigayle Taylor
the screen. | s :
b. If the orderis accurate, select Send ‘ L
Invoice. o =

From the Invoices page, you can see previous

invoices in three different states. B Invoices i~ C— -
1. OPEN - Invoice created and sent fo Guest. — — E——
2. DRAFT - Invoice was drafted but has not
beensentto Guest. | T s e e e

3. PAID - Order was paid for by Guest.
a. No further admin is needed once an
order is marked as paid.

saa.00 00003

IMPORTANT: You MUST clock Catering (8888) in and complete a Shift Review on the date the order is
prepared so that the transaction is properly accounted for.

BACK TO TABLE OF CONTENTS
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1.

Tap the blank space of the order
information screen to access the Discounts
button.

Note: Do Not select the item before
selecting the discount button.

You'll then have the option to apply a discount
to Enfire Check or to Select ltems.

For Entire Check:

Offer Codes: Punchh/Guest Recovery

codes. Any Snoozer can apply offer codes

Manager on Duty: deducts $25

Snoozer Meal $16: must be applied first, if

check is greater than $16.

Snoozer 50% on Duty:

e Applied for Servers and Baristas while
working

e Applied as a second discount for
Support Roles if their order is greater
than $16

e Alcohol SHOULD NOT be added to
these checks

Discounts
Check #1

v

Entire check Select items

Manager On Duty Snoozer Meal $16

Apply to:

Snoozer 50% Bonus Card

BACK TO TABLE OF CONTENTS



AN A M. EATERY

Toast For Managers Guide

For Select Items:

e *Oops HOH:

lfem Made Wrong
Under/Over Cooked
Foreign Object
Cold Food

Ticket Time

e *Oops FOH:

Ring Error

Guest Spill

Service Issue
Guest Did Not Like
Mis-quote

*When using the Oops discounts, the discount
amount entered will apply to EACH item
selected. For example, if you select two items
and enter a $5 discount, $10 will be removed.
(2 items x $5 = $10 discount)

e Friends & Family: Manager discretion to
show a little love. NOT applied to every
check!

Gift Card Fraud

Gift Card Balance Transfer
Togo No-Show

Manager Off Duty
Marketing Item
Military/Service 15%
Online Technical

Pancake Card

Pickle (CK/FL)

DO NOT USE

RAFTTT

Raver Appreciation
Snoozer 100%

Snoozer 50% Off Duty
Transportation

Walk Out

Community (501c3)
Loyalty Error

[] 853

- #1 T 0%

(@) Tab name 532 guests
85 Miss Pleasantries H Svccharge  Split  Discount
( - EEEETTEEER

.......
1 Classic(3) $1325  $13.25

Seat #1

Over Easy (3)

Chicken Sausage Patty (L)

English Muffin (1)

Jelly
Sent 10:07 AM

ent

Subtotal $1325

Tox $0.00

Total $13.25

Discounts

Apply to:

G G,

Oops! HOH Driver Issue Oops! FOH
Friends & Fomily Gift Card Fraud Oops! Online Order
Manager Off Duty Marketing ltem Military/Service 15%

Online Technical Punchh Punchh OLO Open

Select Reason and add comment. These
comments are not visible to Snoozer/ Guest
and are used for root cause analysis and

Select Rea

Oops!
$14.95 Off

Add Comment oponal
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Discount options only appear if check contains
items that qualify for discount.

Image 1 differs from Image 2. The first check
doesn’'t have a pancake, so the Pancake
Card/ Pickle options aren’'t available.

sssss

NOTE: Do NOT adjust olo checks on Toast.
1. Login to olo.com to access the order by: Order ID, time frame, or transaction date.
2. Select Refund Order option in the upper right corner of screen.
3. Selectreason for refund in dropdown
4. Complete the Details for Guest section with a sincere and hospitable note as this will
be visible by the Guest.

olo refunds to Snooze are processed on the backend and not through the POS.

Tax Exempt: .
& #1 (@ Quick order dema DY l:l
1. From the order screen, select the 3 dofs to % Dine
Gpply TOX EXempT 22 Miss Pleasantries H Svccharge  Split  Discount
o O )

2. Select Tax Exempt from the list =
1 Bella Bella Benny $1495  514.95

Sent 5:41 PM

3. Enter Guest's Tax Exempt number.

Subtotal: $1495
Tax: $0.00

Total: §14.95

BACK TO TABLE OF CONTENTS
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Void an Item

[] 1018

Void should only be used if the item has not been

~ #14 T

made.
. . . Share
1. Selectitem to void and tap Void. ot
n"lh Coffee 5395 $3.95
1 SD Bacon (3) 8625  $6.25
L s
Seat 2
+ Add seat
l.‘.,““msuhlcmil $21.95
Tax $0.00
Total: $21.95

~ D Bacon (3)

Allergies? Nuts & Balts Vegetables & Fruits

Dairy Allergy Egg Allergy Finned Fish Allergy
Gluten Allergy Peanut Allergy Sesame Allergy
Shellfish Allergy Tree nut Allergy
e P e )
(@) Hold ) Send

2. Confirm Void Item & select reason for Void.

Void

This item has been sent to the kitchen. Do you want to

void this item?
|

Please select a void reason
Guest Changed Mind BEFORE item was made
Server Error caught BEFORE item was made

86ed - item NOT made

Testing/Training (item NOT made)

3. Tap Stay or Send to confirm and delete from © o © sy p—
check. Voided item appears with strikethrough.
#1, Table 3, Dine In Miss Pleasantries Hartley
Name Qty Each Total
NOTE: Voids cannot be undone. If you void the Ilw,,,, ; MDI
wrong item, you will need to re-ring the item and e
then call to Expo so they can CANCEL the item Bella Bella Benry : §1450 $1450
from their screen, ensuring the item isn’t remade. o
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You can remove an enhancement if it was not

included in the dish. (Ex. Avocados too brown to - e s &
serve) — ——
1. Selectitem that needs to be modified
2. Navigate to the Modifier Group that the =
Modifier is located in. (For this example, we = s
access the avocado from the Vegetables &
Fruits Mod Group.)
3. Deselect the modifier
Cmsd e
4. You'llreceive a noftification informing you that
you’re edi’ring an item that has olreody been Are you sure you want to edit a sent item?
sent fo the kitfchen. Select Edit Item. If the item is already prepared, any changes will result
in the ticket reappearing on the KDS or reprinting in the
kitchen.
Edit item
5. Select Stay or Send so that the edit remains on £ aas Sochuge  sait Do
the check.
a. If this order is sfill on the KDS screen, [ nos0 s
the voided item will be highlighted
in red and crossed out so that the sm s
Cooks know not to include the 1350
ingredient(s).

Breakfast Burrito Egg Chalce
@

huts & Bolts Vegetables & Fruits

SIDE LIGHT ALLERGY

Aruguln Asparagus Mushroom Mix Asparaqus

Avocado (1/2) Banana Black Beans

ST —— |
:

BACK TO TABLE OF CONTENTS
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Move Item from One Check to Another (Including Existing Tables)

NOTE: Though the platform allows any Snoozer to
do this, ONLY MANAGERS should be moving items
from one check to another.

o
— #1 T 0

@ Tab name

A5 Miss Pleasantries H

1135
B5)

83 2 guests

Sve charge Discount

for the item

Lookup Check: if you're adding item to
existing check (you may need to swipe if
there are multiple checks af this tablel)

0 coffee al i
Seat 11

[ Iced Tea
Seat #2

To split checks or move an item from one check to ( Print |
another:
Share
1. Click Split. cont
2. Select: ‘
X Split Checks ¢ &  Done
e New Check: if you're creating a new check 1. Table 10, Dine

New check

Seat #1

[] Bloody Mary
Seat #2
Vodka (1 1/202)

1

3. Enter Check Number of correct table.
4. Click Go.
Lookup X
Enter check number or swipe card
£ Look up check A
1 2 3 a
4 5 6
7 8 9
« o
5. The check for the other table will now be H JiE]
available. > Split Checks % 1% ./ Done
6. Select the item(s) and drop to the other check. #1, Table 10, Dine In, Seat 1
7 SeleCT DOﬂe .D Abricalavra Mimosa 1 [] coffee 1

Seat #1

BACK TO TABLE OF CONTENTS
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Only Managers can transfer tables between
Servers:

1. Pullup the table you wish to transfer and
select the Server's name.

2. Select Server or Barista to receive the table.

3. Select Stay or Send to complete the

— #5 TS5

I 25 Brook M I

Fo

Svccharge  Split  Discount

[ Print

) ST

Share

Seat 1
Drinks

1 Americano

+ Add seat

Payment

$425 $4.25

Sent 8:52 PM

Change server

Mariam Elgawhry

Miss Pleasantries Hartley

@® Brook Mullen

fransfer. (iD) Hold Stay Send
To combine multiple tables into one, or move a - e
table:
able -
1. Long press the table you want to move. 1
2. Tap the table you want to move it to / 12
combine it with.
3. Click Confirm. 2
3
_— Confirm move check #9 to table 37
4
10
o
7 | 6 |

BACK TO TABLE OF CONTENTS
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Using Team Service for Large Parties/ Gratuity Share

When hosting a large party that you want o split !

between two Servers, use the Team Share Toast 2°

account. Any sales made under this account will Jooze
be processed through the tip pool and any

remaining gratuity can be evenly split amongst the

Snoozers that assisted with the party.

1. Clock in Team Service by using 2424

2. Order all items under 2424

3. Once the party pays, complete a shift
review for Team Service and clock Team
Service out.

4. You can clock Team Service in again and cabiad i
complete a secondary shift, if you have ! z 2
another large party in the same day! 4 5 6

7 8 9
® 0

Direct Tipping Gratuity from Team Service

1. From ToastTab, navigate to Reports Dtoast =
2. Select Employee Performance PR
3. Select Tip Management o=
4. Select Today’s date 62 @ Enployespakormarce
5. Clickinfo the day in which the Team Service o | TipsManagement
occurred o
® Time entry reporting &)
fi’ Hourly sales
=] _
@ Employee productivity
e Labor summary
55 Manager swipe card log
@ Shifts
@
LE: @ Tip management

6. Write down the amount listed in the Tips and
gratuity in pools

< Tip Pooling

5 November 3, 2025 ~

Tips and gratuity in pools

$1,330.15

Service period

BACK TO TABLE OF CONTENTS
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7. Locate the Team Service Share “employee”
in the Tips by Employee section owe €9 rbrary 4205 ey i
Friday 6:30 Friday 7:00 Friday7:30 Friday8:00 Friday8:30 Friday9:00 Friday9:30 Friday 10:
Q:Jl‘Ia‘m-m:Mlm $ 42580 ‘12 -
Tips by Employee
8. To distribute the gratuities earned from the
Team Service, click directly into Team Tips by Employee
Service Share “employee™ _
Employee oo 1 ot o P el
Team Service Share  Team Service 0.50 % $180.00 $139.50
7. Scroll down fo the Tips and Gratuities Earned i - )
from Pooling section Tips and Gratuities Earned from Pooling
. : $0.00
a. Subtract the Non-cash tips earned by Cash tips earned
entering the balance as a negative Non-cash tips earned :
number I.n the Additional fips (non-cash) Additional tips (non-cash) earned -139.50
earned field
b. Select Save and close. Cash gratuity earned 30.00
8. You will then need to allocate that balance Tios and Gratuities Earned from Pooli
. . 1ps an ratuities earned from Poolin
to the Hourly Snoozer(s) that assisted with P & 4000
the Team Service order by clicking into their Cash tips earned 66,00
name and adding their portion to the Non-cash tips earned '
AddITIOH.O| TIpS (ﬂOﬂ-CCISh) earned fleld Additional tips (non-cash) earned - 69.75
(Note this number should be a positive
number as you are ADDING the amount to Cash gratuity earned 30.00
the Snoozer’s earned gratuities.)
9. Select Save and Close.
10. Repeat step 8 until all Team Share gratuities
have been distributed.
11. Verify the ending amount of Tips and < Tip Pooling
gratuity in pools matches the starting
amount.
12. Pull a Tip Management report to verify Team £ November3, 2025 ~  Service period -
Service Share hasn't retain Tips
Tips and gratuity in pools
$1,330.15

BACK TO TABLE OF CONTENTS
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86’ing via Quick Order
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1. From the Handheld, go to Order Screen via
Quick Order

2. Locate Iltem/Modifier
3. Long press the ltem/Modifier button

e NOTE: You must select the individual item,
not the category. Ex: Ham Benny not
Bennies. Plain (1) not Plain Pancakes.

4. Select Enter Quick Edit, toggle:
e Out of stock
e Set quantity

Select Apply
Then select Done

o O

This will automatically update the status in olo and
our 3rd-Party DSP menus!
Click Here to access olo User's Guide

Do you want to enter Quick Edit mode?

Cancel Enter,Quick Edit

ool Beverages

mmmmmmmm

On Order Screen, an 86'd item will reflect a “0” in
the top right corner and cannot be selected. If a
quantity was entered, the visible number will
deplete as remaining items are sold.

To add the item back, repeat steps and change
Inventory back to In Stock.

You can also un-86 items in the opfional Toast Now

app.
ltems cannot be 86'd from the app.

v Add items Q_ Search
Non-Alcoholic Beverages Alcoho.lic Beverages Savory
Bennies Eggs, Etc. Plant Power
Benny Duo Bella Bella Benny Crab Cake Benny
Ham Benny Smashed Avocado Benny Verde Barbacoa Benny

Verde Pork Benny Habanero Pork Belly Benny 1/2 Bella Bella Benny

() Hold

Stay ) Send

Track inventory changes:

—> Reports = Menus —> 86 Report

BACK TO TABLE OF CONTENTS
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Assigning a Quick Order to a New Table
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1. Open quick order check and select
Update.

2. Select the three dots in upper right
corner.

3. Select Transfer to table.

4. Select the check(s) you want to
fransfer and click Move 1 Check.

-]
« #1 (@) Quick order dema

[ pinetn

8= Miss Pleasantries H

5:41
<[

Svccharge  Split  Discount

.|l

Print ] Pay $14.95

ggggggg

1 Bella Bella Benny

Subtotal:

Total:

§1495  §14.95
Sent 5:41 PM

$14.95
$0.00

§14.95

5. Select the table you want to move the
check to and click Move check.

Move Check to table 47

BACK TO TABLE OF CONTENTS
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Moving Payments

J—

Under YOUR number, locate the table you're moving the payment to and write down Check #
Under closed checks, open the check with the payment that you need to move

Write down tip %

Click Pay

Write total amount paid from this check

The payment should be highlighted, select Adjust

Select Move Payment to a Different Check

Click Done

A T R L B e

Enter the check # that you wrote down and select Go.
10. When prompted, select the option to go to the check #

11. Note the amount on the Pay button:

a) If payment is GREATER than the new balance (neg number)
a) Highlight the payment and select “adjust”
b) Select “adjust to___(balance)”
c) Select the tip amount and adjust to fip % (You'll need to multiply the new balance
by previous tip % to configure the new fip amount)
d) Select Update > Select Close Check

b) If original payment is LESS than the new balance, Snoozer forfeits all/portion of tip which
will be paid to the balance due.
a) Highlight the payment and select “adjust”
b) Select “adjust total amount”
c) Select the tip amount and adjust
a) Lower amount to satisfy balance due and apply the amount to balance.
b) Zero-out the tip and apply its enfirety to the balance due.
d) Select Update.
e) If abalance is still due, discount the remaining balance to Oops FOH > Service
Issue > Type Payment, when prompted to Add Comment (See Discounts for Oops
specifics)

e To determine the pre-tax discount amount:

a) Take the remaining total and divide it by (1+ decimal tax rate)
For example, if your tax rate is 8%, the decimal rate is .08. You would divide the
remaining balance by 1.08.

b) This new balance is the pre-tax balance that needs to be discounted to achieve a
zero-balance check.

Tax rate is:

BACK TO TABLE OF CONTENTS
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Processing Gift Cards, Guest Recovery Comp Cards, Community
Donation Comp Cards, & Bonus Comp Cards

To sell a new Gift Card or activate a Guest Recovery Comp
Card/Community Donation Comp Card:

Note: Gift Cards are activated once payment has been
processed!

1. Start with a new Gift Card/ “On Us" Card.
a) Gift Cards can be sold to Guests

b) On Us cards are for Guest Recovery /
Donations ONLY - these cards
cannot be sold.

2. From the order screen, select the Gift Cards menu.
3. Select Sell Card.
4. Enter dollar amount

a) Asrequested by Guest purchasing
b) As determined by L.A.T.T.E guidelines for
Guest Recovery.
c) Asdetermined by Community Budget for
Community Donation.
5. Swipe the new gift card with magnetic strip facing

up.

a) If Gift Card is being purchased, contfinue to
the payment screen.

b) If activating a Guest Recovery Comp Card,
discount to appropriate Guest Recovery
discount button.

c) If activating a Community Donation Comp
Card, discount to Community 501c3* or
Marketing Dollar.

Q) Search

ey =

*Only donations being provided to a certified
501¢3 based organization should be
discounted with the 501c3 button. All other
donations should be discounted to Marketing
Dollar.

To activate a Bonus Comp Card:

1. Follow steps above to Sell necessary Gift Card
purchases required fo receive the bonus

2. From the menu screen, select Comp Cards

Select Activate

4. Swipe the *Bonus Card(s). The bonus amount will be
applied to each bonus card swiped.

5. Select Okay

w

*Only designated bonus cards can be activated during the
specific earning period. (Bonus cards from previous season,

— #46 (@ Tabname 0N

1% Dinen

80 Miss Pleasant_  Svocharge  Split (o0

wwwww .

v Add items Q search
| e |

() Hold.

BACK TO TABLE OF CONTENTS
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Guest Recovery, and Community Donation cards cannot
be acftivated.)

To redeem a Gift Card, Guest Recovery Card, Community Donation Card, or Bonus Comp Card:
1. On the payment screen, select Gift Card.
2. Enter Gift Card Number by swiping with magnetic strip facing up.

e Ifthe card balance is greater than balance due, give handheld back to Guest fo complete
fransaction. Engage in meaningful, polite, and genuine conversation during this process.
Pro Tip: This is also a great tfime to pre-bus/manicure the table.

If card balance is less than balance due, process gift card for amount available, and Confirm partial
payment. Here you will see the Payment amount and the Gift Card Balance. Select Continue and confirm
Guest's Gift Card Receipt preference. Select Pay Remaining Balance to go back to payment screen

and complete transaction with additional type of payment.

To check Gift Card balance

1. From the order screen, click Gift Card. . Balance inquiry

Key In, Scan or Swipe

2. Select Balance Inquiry.

3. Swipe gift card with magnetic strip facing up. Enter PIN
Balance inquiry results will pop up on screen.

4. Select Okay to close.

Note: Gift cards starting with 16883xxxx, 36098xxxxx, and
34175xxxxx need to be manually entered and the pin is the
last 4 digits of the card number.

If a Guest attempts to redeem a gift card and Toast replies
with an error message, a Manager should first verify the GC
balance then follow one of the processes outlined on the
Gift Cards in Toast one-sheeter to rectify the situation.

BACK TO TABLE OF CONTENTS
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To add value to existing gift card:

4. Swipe Guest's giftf card and select Done.

5. Pop-up will display gift card balance. If eligible for
cash out redemption, select CASH OUT.

6. Pop-up will display cash out confirmation, select
Okay.

Gift Card Cash Out

1. From the order screen, click Gift Card. ==
2. Select Add Value ($) and enter dollar amount

requested by Guest.
3. Select Next.
4. Swipe Guest's existing gift card with magnetic strip

facing up. Continue to the payment screen. - parens

I
OR ey e
To cash out a gift card balance, where applicable:
v Add items Q, search

1. FROM THE BARISTA TERMINAL ONLY log in to Toast R o o

using your Manager mag card. S comen
2. From the order screen, select Gift Card menu. o o —
3. Select Cash Out. —

Gift Card balance is $4.74. Would you like to cash out?

CANCEL | CASH OUT

Gift Card Cash Out
Cash out complete: $4.74

| OKAY

Opening Procedures

1. Navigate to Toast Tab (web version) Home
screen
2. Click Time Entry Management

-

a. Toggle filter to Yesterday .
b. Review all Snoozer entries for proper
job codes and in/out times. :

i. If aTipped Snoozer was in

FULL job code all day, review :

Step for identifying first order, “

Step 3 below, and adjust time | =

as needed.
c. Log any edits on the Time Enfry Edifs
Tracking sheet
d. Ensure there is a fime entry for Online
Orders.

®

Welcome, Miss Pleasantries

BACK TO TABLE OF CONTENTS
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i. Online Orders will need to be
clocked in for all operating
hours.

*Mulfiple entries can be
added if needed.

Time entry management tesfesssex o® i

3. Steps for identifying first order

From Home page, select Sales
Select Orders

Filter to specific day

Select Snoozer's name from
dropdown

e. Select Update

00 uoa

You'll now be able to identify when the Snoozer
started tip producing work for the day and adjust
their Position Full/ Position Tipped time accordingly.

4. Review Time Entry Audits and ensure
a. All edits are logged on the Time Entry
Edits Tracking Sheet
b. Managers have NOT adjusted their
own entries without RM approval

NOTE: Time Entries MUST be reviewed BEFORE
approving fips for the day.

5. Review and Approve Tip Management for
the previous day.

Navigate to Reports

Employee Performance

Tip Management

Select yesterday’s date in the date

filter.

00U

o meem ¢ 0 = oon o -

Tips Management i

6. Clickinto the individual day to download
and review the report. See instructions for
downloading an excel file for details
downloading and filtering the report.

Tips Management L
Total tips and gratuity Status

Date Employees

10/31/24 - Thursday 2 51,387.28 N PROGRESS

< Tip Pooling

£ November 18,302~

MondayS:30 Monday 6:00 Monday 630 M

4:00 am - 6:00 am §0.12 1
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changes to time entries AFTER tips have been
approved, you will need to unapprove tips, make
the time entry edits, document edits on time Entry
Edits Tracking sheet, then repeat steps 5 - 9 above
fo reapprove tips.

7. Once the file has been downloaded and F G
ﬂ”er,ed’ conﬁrm fhe Tips and gro'TuVry after -Tips and gratuity before pooling |Z‘ Tips and gratuity after pooling ‘Z| (
pooling for Online Orders, Catering, and 4.42 J
Event = 0. 0.82 \/
a. If Tips and Gratuity after pooling 507 \/
reflects $0, no further additional 524 \/
action is needed for Online Orders. 6.75 \/
b. If Tips and Gratuity after pooling '
shows a balance for:
=  Online Orders —return to time
enfry management and ensure
Online Orders was clocked in for
the entire shift. i.e. If neither a Host nor Barista was clocked in when a
i. If notf, adjust the time enftry gratuity was earned, a PAF would need to be
and repull the report. submitted to allocate the tips to another Snoozer.
ii. Ifso, review FOH time entries
to ensure the proper work
group was clocked. If nof, If additional froubleshooting support is needed, reach
submit a PAFfo Payroliso | ot to OpsExcellence@SnoozeEatery.com.
they can allocate the gratuity
to the Snoozer(s).
8. Review job codes to ensure only Hourly ,ﬂ,,“E
Snoozers that are eligible to earn tips are on | =
the report. sBarldta
a. If a Manager, Supervisor, or frainee {serves
are on the report, reach out to “Barista
OpsExcellence@SnoozeEatery.com tarer
to resolve. Jioiae
9. Approve Tips for previous day. < Tip Pooling
Date: [ N Manageyour palicy (& Downlosd 4
NOTE: Time Entries MUST be reviewed BEFORE SEIR T
approving fips for the day. If you need fo make ero
4:00 am - 6:00 am 50.00 L]

Tips by Employee

10. Review ToastTab.com Sales summary to

ensure a deposit was entered for the
previous day.

a. Open Reports

b. Click Sales Summary

c. Adjust the date filter to Previous Day

(D e chimgod the e o s epor o ot e aclonab and bl Viw of oo e We ppreci oot
yaen

Sales summary ..
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12. Scroll down to Cash Summary

Expected closeout cash @

$078.88

13. Validate an amount has been entfered into ittt § EFET
the Actual Deposit field and that it matches Coshoverage/shortage s

Total Cash (+/- change, unless otherwise Ll L i
explained) IAduaLdeposit 0] sqm.oo]

Deposit overage/shartage $0.12

NOTE: To add or edit a deposit view Editing a

DEQOS“ CASHACTIVI..  Cash activity au... »
Total cash payments $478.88

Cash adjustments (D $0.00

Cash refunds 50.00

Cash before tipouts © $478.88

| Total cash $478.88 |

14. Log in to R365 to Review and Complete DSS

from previous day.
a. Review Labor
b. Review Deposits
c. Review Transactions
15. Complete DSS Review.
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End of Day Procedures

Before starting the Close out Day process on
Toast, review Employee Shifts from the Mode
Screen.

1. Ensure all Snoozer's shifts have been paid
out and/or closed/clocked out.

a. Active Shifts need to be
completed by having the Snoozer
complete their Shift Review.

2. Confirm Managers/Supervisors do not
have non-cash fips

a. If gratuity has been applied,
fransfer the order to the Snoozer
should have receivced the
gratuity.

i Online Orders

Total payments ash in Non-cash tips.

Toast For Managers Guide

- %6 $0.00
Total payments  Cash in hand

Melissa Berry P 3

= s0.00 $0.00 $0.00
Total payments Cash in hand Non-cash tips

Mariam Elgawhry
9:34 AM - now

$0.00 .00
Total payments Cash in hand

ive shi
Not Clocked In 8° Active shift

$268.65 $0.00 $0.00

END OF DAY (at-a-glance)

Collect all checkouts (Server, Barista, Host)

Confirm all Checks closed & Print Report
Count Cash

Close out Cash Drawer on Toast Device
Create Deposit on Toast Device

End Day on Toast Device

Drop Deposit

PN~~~

Navigate to Close Out Day on Toast device

Step 1: Checkouts

under Close Out Day! (Don't forget Catering!)

Once you've collected all you can complete all End-of-day procedures right from the Toast device

Step 2: Log info device with mag card,
navigate to Close Out Day on the Mode
Screen

1. Manager Mode Screen
2. Manager Activities

Time Cards

Find Checks &
Issue Refund

3. Close Out Day

Transfer Gift Card

. T
Lookup Customer -

e
Register Swipe
Card

. S
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Step 3: Confirm ALL CLOSED checks and
ensure you have received a checkout from
ALL Snoozers.

1. Print Report
a. Grab report from the printer
b. Head into the office

Z Report Summary
GEETEES o 2 heort
Snooze - Gilbert (3003)
Mon, 3/4/2024
#+% SALES & TAXES SUMMARY +++

Step 4: Count all money and Create a
Deposit (in office)

1. Count the Barista drawer to $500 with
Barista(s)
a. Any cash overis added to the cash
collected from Servers & Baristas
b. Any cash underis deducted from
the deposit — Barista(s) need to be
documented for cash mishandling.
Click here for Cash Handling
Procedures
2. Count cash collected
3. Verify all money collected matches the
Total Cash on Z report you just printed
from Close Out Day.

Total payments $5,890.40

Total payments - Total sales =  $774.26

NOTE: Your Total Cash and Expected Deposit should
match. If they don't, you will need to investigate root
cause.

a) Checkouts aren't complete

b) Open checks

c) Handhelds were offline when Snoozer completed
their Shift Review

Step 5: Close Cash Drawer

N

Select Close from list.

Select Close Drawer

3. Select the grey box to the close-

out drawer to Cash Expected $

a. Example: Cash Expected is
$676.85 even though you
counted the drawer to $500

NOTE: If the cash drawer is short, you'll still
enter the expected number and follow the
Daily Cash Handling steps in the Cash
Handling Procedure document on tE.

NOTE: clicking the
grey box will
automatically enter
the cash actual!
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Step 6: Create a deposit on Toast device .
This pulls o R365, DO NOT skip this step. ar—
1. Select, Create “: [_
a. Select Add Deposit ] el
b. Enter your physical cash || =" =
deposit amount. - (o] :|
c. Select Add Deposit E)

d. Select €& Cash Deposits

&) Print report

Total $1,030.00

Add Depasit

[ +« Cash Deposits

DEPOSIT ACTIVITY

= $1,030.00 3/4,3:05 PM
“ Deposit Mariam Elgawhry
Step 7: Validate and End Day —

« Close Out Day

Wed, 2/7/2024

1. All checks are closed: "All

closed”

All closed View

8% Al clocked out View

2. Verify clocked in Snoozers are

<7} All closed View
still onsite. Document all edits on

&  1deposit View

the Time Entry Audit log.

All payments captured

3. Cash drawer is closed: "All

closed"

4. 1 Deposit Created

5. Do NOT capture payments

6. Select End Day

Step 8: Drop Deposit in safe.

1. See Cash Handling Procedures.
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1. Navigate to Toast Tab (web version) Home
screen
2. Click Time Entry Management
a. Toggle filter to Today
b. Review all Snoozer entries for proper
job codes and in/out fimes and
break fime.

i. If aTipped Snoozer was in
FULL job code all day, review
Step for identfifying first order,
Step 3 below, and adjust time
as needed.

c. Log any edits on the Time Entry Edits
Tracking Sheet
d. Add time entry for Online Orders.

i. Online Orders will need to be
clocked in for all operating
hours.

*Multiple entries can be
added if needed.

@

&

eDpe®@LEB

Welcome, Miss Pleasantries

(& Retund check

&R Employees

3. Steps for identifying first order

From Home page, select Sales
Select Orders

Filter to specific day

Select Snoozer's name from
dropdown

e. Select Update

00 0oQ

You'll now be able to identify when the Snoozer
started tip producing work for the day and adjust
their Position Full/ Position Tipped time accordingly.

AbMous - for AllEmplayess

434882 MM
nnnnnnn

4. Review Time Enfry Audits and ensure
c. All are logged on the Time Entry Edits
Tracking Sheet
d. Managers have NOT adjusted their
own entries without RM approval

......

BACK TO TABLE OF CONTENTS

37



wALEER Toast For Managers Guide

Creating Shift Notes

1. Navigate to ToastTab.com and select e s * -
Manager Log from the menu on the left of Manager Log - [E]
screen Saturday, July 5th, 2025

2. Select Add Entry from the upper right corner p—
of screen

No entries submitted

3. Use the following prompts to summarize the Add log entry X
shift in the *Entry field © entry
a. Snoozer Experience- a. Snoozer Experience: Callouts/Performance

: ° b. Guest Experience: Ravers / Incidents
CO”OUTS/PerformOnce* c. Facilities: Repairs & Maintenance Tracking
b. Guest Experience: Ravers / Incidents ’
c. Facilities: Repairs & Maintenance O ror
TrOCkiﬂg B9 July5, 2025 -

4. Ensure the date dropdown represents

today's date in the *For field O category

5. Select Shift Note from *Category dropdown Shift note -
6. Select Save from the bottom left corner

o
Please note: High-level information regarding cancel m
Snoozer's performance can be added to the Shift
Note. Detailed specifics need to be documented
on a Note to File and uploaded to the Snoozer's
Harri account.

Previously recorded shift notes can be accessed Otoast = o

89 Discoves products

from the Manager Log page by selecting the v

. Manager Lo
desired date. geres

5 Juls, 2025

This week

Today

Tuesday, July 8th, 2025

Manday, July Tth, 2025

Sunday, July 6th, 2025

B 08 kB 6D

Last week
Saturday, July Sth, 2025
Friday, July 4th, 2025
Thursday, July 3rd, 2025

Wednesday, July 2nd, 2025

Tuesday, July 1st, 2025
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Once shift notes have been saved, Managers can Manager Log
use the +Add reply option to acknowledge/reply T
‘I’O ‘I’he nOTeS. o Wednesday, July 9th, 2025
This week 7 7
Monday, July Tth, 2025 -
0 & o
Sunday, July 6th, 2025
Last week
Only a Manager can make edits to
a Check-Out once it has been Manager Activities
completed.
o . Review Employee Shifts Time Cards Close Out Day Find Checks & Issue Refund
1. Manager Activities > Review
Employee Shiffs. Register Swipe Card Lookup Customer
2. Select Snoozer whose checkout Employee Total Payments Cash on Hand Non-Cash Tips
you would like to review/edit. |_Q Joseph Hargraves $120.25 $120.25 $0.00)
9:40 AM - 10:36 AM
0 View status legend
3. View and edit any checks Q . A J hH Thu. 3/30/2023
-hecks ose argr... u
needed. s p g .(‘312 940 AM - 3/30 1036 AM
0 unpaid checks View EMPLOYEE ACCOUNT
Cash in Hand (COLLECTED) ERe et
0 unclosed checks View
Total Gratuity And Fees $0.00
6 closed checks View Credit/Non-Cash Tips $0.00
Joseph owes house (COLLECTED) $120.25
0 $120.25 paid to house Y TIPS & FEES EARNED
Total Gratuity And Fees $0.00
° Clock Out v Credit/Non-Cash Tips $0.00
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4. Print a new check and hit Done
fo update.

Toast For Managers Guide

Joseph Hargr...Thu, 3/30/2023

3/30 9:40 AM - 3/30 10:36 AM

EMPLOYEE ACCOUNT
a 6 closed checks
Cash in Hand (COLLECTED) $326.25
Q $120.25 paid to house e V Total Gratuity And Fees $0.00
Credit/Non-Cash Tips $0.00
Q Clock Out Joseph owes house (COLLECTED) §120.25
TIPS & FEES EARNED
Total Gratuity And Fees $0.00
Credit/Non-Cash Tips $0.00
Adjusting Snoozer Clock In/Out Time
Clock Out Snoozer from Toast Handheld or L
Manager Activities

Terminal device ONLY - Do not use the Toast
app.

1. Managers Activities > Time Cards _ .
Register Swipe Card

Review Employee Shifts

Close Out Day Find Checks & Issue Refund

Lookup Customer

2. Select Snoozer to clock out.
3. Select Clock out.

Clocked In

Clocked Out

3/30,7:50 IN
AM

Joseph Hargraves out

Cassie Saez ouT

Michael Stone ouT

SAswitcHUsER |

SHIFT REVIEW

out

09:52 AM

Snooze - Orchard Park Place NEW

To adjust Clocked-Out Snoozer’s Time:
Edit Time Entry

1. From the clocked-out section under
Timecard, select Snoozer
2. Adjust theirin or out time (5-minute
increments)
a. Confirm dates match
3. Hit Save Enfry
4. Log changes on the Time Enfry Edit
Tracking Sheet
a. Ensure “in dafe” & "Out date”
match

5. Snoozers heed to acknowledge
changes made - Signatures required
within a week of changes being made
and documented.

® In: 3/30, 7:50 AM (Server)
O Out: (Server)

CANCEL  SAVE ENTRY

BACK TO TABLE OF CONTENTS
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VK T — L
‘Snoozer Nama Dolo. WE':;M “g:’:" Roason E Snoozor Sign Off
NOTE:
Managers should NEVER adjust their own
time eniry. Click here to review Wages and o
Earnings Eggspectations of Excellence. 2
O
~ {0
Adding Snoozer Hours
To manually add or edit Snoozer hours (ST | Otoast EKESS
Training, Meetings, Training, etc.), navigate fo ) ome " Welcome, Alyssa!
M' Reports Q wihat ars you looking for...
1. Home > Quick Actions > Time Entries R ey e acrions

[Ex Payroll upGRADE

. Sales summary

(] Takeout & defivery remersummary

Edit menus
! Payments
[ Refund check

{5) Suestengagement £ Emplogees

158 Frontof houss 8 Time entries

@ Kichen

3L sdraCHEF  NEW

View Labor = Today = AllHours = for  AllEmployees ~ Update

2. Select Add Time Entry.

Lsbor Summary  TimeEntries  Bresk Entriss  Brask Adhsrence

Time Entries Learn more about this report

25 - entries perpage

Employee Job Title In Date T Out Date

No time entries exist for this tima period

Hourly Sales Report  Employse Productivity ~ Pooled Tips  SwipsCardlog >

Showing 0 to 0 of Dentries  Filter auto clock-outs Show / hide columns.

Total Hours Unpald Bresk Time Paid Break Time Payable Hours

| { Add Time Entry

3. Select Snoozer and adjust time.

4. Select Submit.

Add Time Entry

Employee Jeremy Axe
Job Owner ~
In Date MM-dd-yyyy
Out Date

h:mm AM ~

MM-dd-yyyy  h:mm AM -  Clear

Cancel
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5. Log and have Snoozer(s) acknowledge oyl S ——
changes on Time Enfry Edit Tracking
Sheet.

Original Tima | Adjusied
‘Snoazer Nome Date Eniry Gy Roason

i
[
H

Processing Refunds and/or Reprinting Guest’s Check (previous
Day)

1. Manager Activities > Find Checks &
Issue Refund

Table Service Quick Order Kitchen Display Screen Payment Terminal

2. Search for check by: CC#, Date, Peading Orders Wk

Manager Activities

Shift Review Time Cards Close Out Day Find Checks & Issue Refund

Register Swipe Card Lookup Customer

To process a REFUND

Advanced Check Searc|

1. Click Refund and make selection
from dropdown.
2. Click Confirm.
Check Number
< January 2024
28 2 30 ] ":O.1
$32.2¢- -
By item(s)
! ! ' o I Entire check
e @
o v Tax only
o —— )
Tip onl
Cash $100.00 tendered $270 5000 p Y
Actions + Custom amount
$0.00 Tlp
Payment Type infe Payment Amount Tip

To Access a GUEST'S CHECK




Hu
\g...) ‘miu‘lm‘? ¢ Toast For Managers Guide

1. Select Actions
2. Receipt
e Selectreceipt type

PARTIAL CHECK: o 6:15

i
+
&

Same Day of Business: ¢ Table Service

1. Table Service > Previous Checks. usy  Er 6D

6:18
2. Toggle to Closed Checks. B
« All checks Q
3. Open the check you wish to
refund.
) Load all checks
# Quick order demo $0.00
Bella Bella Benny
T4 @ Closed 6:17 * Miss Pleasantries H @ Cash $14.95
$0.00
#1 Coffee
T 10 & Closed 5:23 * Miss Pleasantries H
$0.00
#2 Iced Tea, Ham Benny
T 10 @ Closed 6:17 * Miss Pleasantries H @ Cash $18.00
#3 $0.00
Abricalavra Mimosa, Bloody Mary
T2 & Closed 6:17 * Miss Pleasantries H @ Cash §22.00
Water, Cranberry Juice (Large), Bella Bella Benny, $0.00
#5 A
Classic (3)
o i @ Closed 6:17 - Brook M @ Cash §32.45
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4.
5.

Select Discount

Apply Discount to check/item.

Proceed to payment.

Adjust payment, if applicable

-]
— #5 TN

® Tab name

A5 Brook M

1  Classic (3)
Qver Easy (3)
Bacon Strips (3)
Sourdough (1)

Jelly

12:04
)

83 2 guests

Swecharge  Spit

SCa— -

§1275 §12.75

Seat 2
Drinks

1 Cranberry Juice (Large)

Entrees

1 Bella Bella Benny

+ Add seat

Payment
Subtotal
Tax:

Total:

v Add items

3475  $4.75

Sent 12203 PM

§1495  $14.95

Sent 12:04 PM

53245
$0.00

$32.45

Q, Search

End of Week: Accounting & Payroll

END OF WEEK (at-a-glance)

1. Confirm Deposit Accuracy
2. Confirm Time Entry Accuracy
3. Review Time Enfry Audits (Goal is <60 edits per week)
4. Perform final review and approval of Tip Management for the week.
5. Submit an email to your Payroll Specialist letting them know that fime entries and gratuities have been
reviewed and approved for the week.
1. Confirm Deposit Accuracy | Croost JENEEESS
a. Navigate to Sales Summary Report pre i

$1,077.55

s0

17.45%
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b. Change filter fo “Last week” / Pay
period in review

@ we've crangea e recine cionable, and e

xscalon

Sales summary m.cws

ay ol weak sl

.- - W [ N | H = .‘|||"_|.I|,‘__
C. SCrO” dOWﬂ TO COSh SUmmOry Expected closeout cash (D 5978.88 CARHAACTIVE Cashactivity au... >
d. Confirm "actual deposit” matches e @, sa78.88 I—
“total cash” under Cash Activity (+/- Cash overage/shortage 50.00 Cash adjustments © 5000
change) Expected deposit @ $478.53 Cash refunds s0.00
i. If the amounts don't match, Actual deposit $479.00 fbtorstpnt e
. . - Tipouts tipswithheld $0,00
yOU W|“ need TO review eOCh Deposit overage/shortage $0.12 S T
individual day to find the
missing/ inaccurate deposit
and resolve by
Editing a Deposit.
NOTE: You can only review daily deposits by
individual day not several datfes in a range
2. Confirm Time Entry Accuracy [ Croast B
a. Select Labor Summary from Toast Tab | [~ elcome Azt
dashboard _;
o $1,07755 .\7.15'/?
\; 50 %

b. Select Time Entries

Time Entries Learn more soout ths report

c. Check for Auto Clock-outs
i. Click Filter auto clock-outs

wy Timelntries  Oresk Entric

Time Entries Lesn mors so0ut

uuuuuu

d. Select the auto clock-outs
i. Adjust enfries accordingly
e. Log ALL edits on the Time Entry Edit
Tracking sheet

Update Time Entry

BACK TO TABLE OF CONTENTS
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a.

b.

All edits are logged on the Time
Tracking Sheet

Managers have NOT adjusted their
own entries

NOTE: Snooze Standard: less than 60 entries a week

Time Entries Audit Lesmmore sbout this repart

DrSouza, Mincda

f.  Navigate to Labor Summary Tab [ Otoast [JENE
£ vome Reparts e ‘
(A Aep v Owerview - Last Wesk = Al He Er Ennt A
Labor Summary vesn mero avout trs repart
g. Change your date range from Today Otoast = @ e
fo the week you want to review and
Home / Reports
Select Update E feperts ¢ :
. LEpTiE v Overview
h. Review Job Code Summary for: ’ ¢ v tobor < | Today - [] Ao -
i. Clock-ins & outs are accuracy | | g e o Toder ‘
. . ~ Enplles Labor Summary Vesterday ries
ii. Correctjob codes B rayon performance e
. . . e Labor cost Labor Summary | ect 7 pays s report
Red flags: high meeting hours, barista/server (B Tabaoutlvery breakdown .
full, Managers, Supervisors, and/or Trainees & caterngbvents Tirecmis R
see: Step for identifying first order, below & o B ot T -
p y g OG t t
@) Guest engagemen Assistant Manager
. . . . P Front of house Employee ) ustom Date
i. Edit and track on Time Tracking e procuctity i
Sheet, as needed. NOTE: Snooze
Standard: less than 60 entries a week
3. Review Time Entry Audits to ensure I R T

rrrrrrrrrrr

®0000

4. Perform final review and approval of Tip
Management for the week.

Navigate to Reports

Employee Performance

Tip Management

Select date rage for previous week
Download Weekly report. See
instructions for downloading an excel
file for details on how to download
and filter the report.

i. Confirm that the amount
shown in the Tips and gratuity
after pooling field for Online
Orders, Catering, and After-
Hours is $0

T @R

5. Submit an email to your Payroll Specialist letting them know that time entries and gratuities have been
reviewed and approved for the week. Include Payroll Adjustment Form, when applicable
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