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Login Page

Login Page:

1. Each user will have his/her 

own sign in credentials.

2. We do not limit the number of 

user licenses/accounts.

3. Sharing of user accounts is 

highly discouraged.

4. Each user can be configured 

with a unique set of 

permissions according to their 

role/function.
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Cash Control

Open Shift Page:

1. Enter quantity of each 

denomination that you start 

with for the day.  The Grand 

Total will be calculated 

automatically.

2. There is a ‘Notes’ field for any 

note that you may like to make 

(in case of special situations).

3. When you have completed 

your entry, click ‘Start Shift’. 

4. Optional - Cash control can be 

enabled/disabled.
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Cash Open

1. After you click the ‘Start Shift’ 

button the system will ask 

you to confirm the amount 

you have entered.

2. Verify that you have entered 

the right amount.

3. Click ‘OK’ if correct.

4. If incorrect, click ’Cancel’ to 

make changes.

5. Once OK, an open shift 

receipt will print.
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Open Shift Procedure

POS Activity Page:

1. To enter into the POS, click ‘POS’.

2. Note: You cannot be logged on to 2 

stations with the same account. You will 

need to log out of previous sessions.

3. Adjustments & Voids are used by 

management level users (manager 

login required).

4. Void button currently disabled from this 

screen.
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Retail Product Page

Main Product Page:

1. This is where you see all of the products 

available for sale.  You simply click the button to 

add that item to your cart.  Click the product 

button to increase quantity.

2. The Main Menu task bar has your main 

action/activity buttons.  These are explained in 

detail on the following page.

3. There is a green ‘Pay’ button that you select 

when all items have been added to the cart for 

an order.  Payment options will be explained on 

subsequent slides.

4. The blue ‘Credit Card Icon’ button is a fast credit 

card button.  It is a way of bypassing selecting 

both the ‘Pay’ and ‘Credit Card’ buttons.

5. The “Manage” button in the top bar is where you 

can upsell or activate an Annual Pass.

6. There is a ‘Sign Out’ button in the top right.  

Select to suspend or close your shift. Convergence August 2016



Taskbar Icons

Task bar icons:

1. The talk bubble icon allows you 

to enter a customer’s name.  

This will print on the receipt.

2. The shopping cart icon starts a 

new order.

3. The person icon allows you to 

scan a member card or 

manually enter a member 

number.  This will automatically 

apply any member discounts to 

the order.
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Task bar icons continued:

4. The dollar bill icon is for voids 

and refunds (manager login 

required).

5. The sale icon is for promo 

codes. If you see a promo 

code in the list of available 

promos, then you can select 

that code. Once entered, any 

discounts associated with that 

promo code will be applied to 

that product in the shopping 

cart.

6. The list icon displays options: 

Adjustment, Close Shift, and 

Void, plus a return to ‘POS’ 

button.
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Task bar icons continued:

7. The dollar icon allows you to 

discount an item once it has been 

added to the cart.  Select the item in 

the cart, click the dollar icon, enter 

the percent discount and a reason

for the discount. (Manager login 

required.)

8. The barcode icon allows you to scan 

or manually enter in any barcoded 

item.

9. The search icon allows you to 

search for products.  Type in a 

keyword, select from the options, 

then confirm add to cart.
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Retail Cart Page

Once you have added all items for the 

order, the system calculates any 

discounts and tax to produce a grand 

total owed by the customer.

Next you will select the payment type 

– either the blue “fast” ‘credit card’ or 

the green ‘Pay’ button.  Payment 

types explained on the following 

slides.
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Payment Options - Direct to Credit Card

When you select the blue ‘Credit Card Icon’ 

button, it temporarily hides other payment 

options and opens the credit card 

processing window.

Follow the instructions on the screen:

1. When the customer is ready, click on 

the ‘Insert Card’ button.

2. The customer will then be prompted to 

swipe or insert their credit card.

3. There is encryption on the credit card 

device - our software never sees the 

credit card number.

6. After swiping their card on the previous 

page, they will sign on the Verifone

screen and press the green button.

7. BEST PRACTICE is that employees 

should not handle the customer’s 

credit card.

8. A receipt will print on the Epson and a 

‘Start New Order’ button will appear.
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Payment Options - Cash Payment

1. If the customer is paying with a cash, 

select the ‘Pay’ button under the order 

total.

2. Select ‘Cash’ from the payment options 

window.

3. Enter the amount tendered in the field 

provided (select ‘Exact Change’ to 

populate the field with the amount of the 

order).

4. Click the ‘Take Cash’ button to complete 

the transaction and be sent to the receipt 

print page.

5. The cash drawer will open automatically 

allowing you to deposit the cash received.  

If any change is owed the customer it will 

be displayed in the receipt print window.

6. A receipt will print on the Epson and you 

may select the ‘Start New Order’ button.
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Payment Options - Check Payment

1. If the customer is paying 

by check, select the ‘Pay’ 

button under the order 

total.

2. Select ‘Check’ from the 

payment options window.

3. Enter the name on check, 

check number, and date 

in the fields provided and 

hit the ‘Take Check’ 

button to complete the 

transaction.

4. A receipt will print on the 

Epson and you may 

select the ‘Start New 

Order’ button.
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Payment Options - Cash and Credit Card Split

1. You may take a split payment of 

part cash and part credit card. This 

allows you to use both payment 

types for the same order.

2. Click on the ‘Cash/Credit’ button 

and it will take you to the next 

screen.

3. You will be prompted to enter the 

cash amount first.

4. The balance will auto-fill in the 

credit card field.

5. Select ‘Process Split’ to complete 

the order.

6. Your drawer will open to accept the 

cash and a credit processing 

window will open for the credit 

payment.

7. A receipt will print on the Epson 

and a ‘Start New Order’ button will 

appear.
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Payment Options - 2 Credit Card Split

1. You may take a split payment of two 

different credit cards. This allows you to 

use two credit cards for the same order.

2. Click on the ‘Credit/Credit’ button and it 

will take you to the next screen.

3. The system will automatically split the 

payment evenly between the two cards.

4. You can change the amount for either 

card by selecting the first field and 

entering a new amount.  The balance will 

auto-fill in the other credit card field.

5. Select ‘Process Credit Card’ for the first 

card and follow the credit payment 

prompts.

6. Select ‘Process Credit Card’ for the 

second card and follow the credit 

payment prompts.

7. A receipt will print on the Epson and a 

‘Start New Order’ button will appear.
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Refunds and Voids

1. To issue a refund or void a sale click on the dollar bill 

icon.

2. If your user account is not enabled to do refunds you 

will need a manager to login where prompted.

• Note: Cashier does not need to sign out.

• Refund from the manager’s end is for 1 refund 

ONLY.  Subsequent refunds will require the 

manager to log in again.

3. Refunds can be done at any station.

4. Select the order from the most recent list or enter 

Order ID in the field provided.

5. Select ‘Void with Refund’ or ‘Partial Refund’.

6. A window will appear (from the back end) where you 

will be able to issue a refund or void.

7. After the manager clicks ‘Back To POS’, the cashier 

selects ‘Print Receipt’ button to issue a receipt on the

Epson printer and open the cash drawer.

8. Note: There are no refunds for online orders. The 

customer has to go through Customer Service. Convergence August 2016



Quick Login

1. Each POS station may be configured to 

allow quick login. 

2. Instead of entering the user’s username 

and password, they can input their 

numeric code to log into the POS Station. 

This is useful for those that must 

constantly access the station as well as 

log out.

3. There is a configurable timer on the POS 

that will close down a session and the 

cashier must relogin with their quick login.
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Assigning Quick Login Code

1. A management user with the ‘View/Edit 

Users’ feature enabled may assign quick 

login codes to other users.

2. Simply log into the management 

dashboard and go to ‘View/Edit Users’.

3. Select the user that you want to assign a 

code to.

4. Enter a numeric value in the Quick Login 

field. Numeric value must contain 1-20 

digits. Typically, 4 digits should be 

sufficient.

Convergence August 2016



Bar Tabs

1. You may start a tab for a customer by 

clicking on the Pay button and choosing 

one of the tab options

2. Choosing ‘Credit’ will prompt you to do a 

‘Zero Auth’ through the EMV device.

1. Take the customer’s credit card.

2. Follow instructions on EMV device

3. You may keep the card and process 

later after customer closes tab.
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Tab Note

1. TIP: You can add a note to the tab to 

remember which customer the tab 

belongs to. If no note is entered, the tab 

will be given a two-digit number (last two 

digits of the order number generated). 

This note will be printed at the bottom of 

the receipt so be careful what you write!
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Looking up a Tab

1. You may have multiple tabs open at one 

time. To pull one up, click on the ‘Manage’ 

link in the top bar

2. Next, click on the ‘My Tabs’ button

3. Select the tab you want to go to by 

clicking on it’s ‘Load’ button.
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Tab Details

1. When you click on the ‘Load’ button you 

will be presented with the details of the 

tab.

2. You can see the payment record of the 

tab as well as the items currently ordered.

3. Click the ‘Back To POS’ link at the top to 

enter the products screen. From their, 

you can make a payment using the ‘Pay’ 

button.

4. You can print the ‘check’ or ‘bill’ for the 

customer by clicking on the printer icon 

next to order information
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Looking up Orders

1. You may want to look up completed tabs 

and orders. This will allow you to adjust 

and add any tips given by the customer

2. Next, click on the ‘Previous Orders’ 

button

3. Select the order you want to review by 

clicking on it’s ‘Select’ button
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Order Details

1. When you click on the ‘Load’ button you 

will be presented with the details of the 

tab.

2. You can see the payment record of the 

tab as well as the items currently ordered.

3. You can add a tip to the order by clicking 

ton the ‘Adjust Tip’ button
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Transfer Tabs 

Convergence March 2016

• When you want to transfer a Tab to another user.

• You hit the “Transfer”  Button 

• You get to the Transfer A Tab Screen

• Here you hit the “Complete Transfer” button against the name 

that you want to transfer the Tab to and the Transfer is 

complete. 



Transaction Flow
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The next part of this training we will go through a 

complete flow of transaction that a Cashier will 

come across at the POS. 



Product Page/Main Screen 
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• This is the Main Screen.
• You put the items that the Guest is looking 

for in the Cart.
• If the Guest wants to start a “Tab”  you can 

put in the guest name or Table number in 
the “Customer  Name” pop up 

• You hit the “Pay” button at the Bottom of 
the screen. 



Transaction Flow
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• You are taken to the payment screen with the 

“Tab Option” 

• From here you may continue with completing the 

transaction by choosing one of the payment 

options, if your guest so wishes, or you could 

open a Tab for the guest by choosing one of the 

“Tab Options” that the guest decides that he 

wishes to use as payment type at the end of the 

day. 

• Choosing one of the Tab Options will open a Tab 
for the Guest. 



Transaction Flow
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After a Tab is opened for the Guest your working with you may either –

• Start a New order- This will take you back to the Main Products Screen

• Print itemized check for your guest

• Or look at the Open Tab Summary for the Guest that you are working with by clicking on the 

Open Tab Summary option.  



Transaction Flow
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This is the details of your guests tabs for the 

day. 

Once here, you have a lot of options.

• You can either go “Back to POS” and 

continue adding items to this tab.

• You can Scan a barcode by using the 

Scan button.

• You can look up Previous Orders for you

• Or you may hit the “My Tabs” button and it 

will take you to the list of the Tabs you are 
handling at present. 

• You could also transfer the tab to another 

user from here if you wish to do so, if you 

hit the “Transfer” button. 



Transaction Flow
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When you hit the “Back to POS” button 

you can either 

• Add to the cart if the guest wishes to 

continue a Tab, in which case you may 

click the “Open Tab Summary” to view 

his summary, or you may “Start a new 

Order” to move to the next guest.

• If the Guest is ready to pay and wishes 

to close the Tab, you click on the “Print 

itemized check” button, this will print out 

an itemized receipt for the guest.

• You may hand this to the guest and 

when he is ready to make a payment 

you can complete the transaction. 



Transaction Flow

• To complete the transaction you will have 

to click on the Pay button once again and 

choose the mode of payment that the 

guest has  requested. 

• Should the guest choose  a split type of 

payment please use the “Printer Icon on 

the Tab of the Guest to print out the 2 

receipts. 
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Transaction Flow

This would complete the transaction for you guest 
with all the receipts printed. 
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Manage Feature

1. To upgrade a General Admission (GA), redeem a 

promo, return an item or activate an Annual Pass 

(AP), select the ‘Manage’ button at the top of the 

screen.

2. A small action window opens - click ‘Scan’ and 

either scan a BOCA ticket, receipt, or UPC, or 

manually enter an order number and then hit 

‘Enter’.

3. All of the items from that order will appear in the 

window.  Identify the product from the list that you 

want to modify, and click the ‘Actions’ button.

4. You will see four options:

A. ‘Upgrade’ allows you to apply the cost of a 

GA ticket to an AP.

B. ‘Redeem’ allows you to redeem a 

promotional item.

C. ‘Return’ allows you to refund an item.

D. ‘Activate’ allows you take a photo and print 

a member card. Convergence August 2016



Manage Feature - Upgrade

1. To upgrade a General Admission 

(GA) ticket to an Annual Pass (AP), 

select ‘Upgrade’ from the Actions 

menu.

2. A small window opens where you 

can select the type of AP (manager 

login required for Comp AP).

3. Another small window will open 

where you will enter the name and 

DOB of the AP holder and click 

‘Enter.’

4. You will see a message that says 

“Upgrade Complete” at which time 

you may click ‘Return to POS’ at the 

top of the screen.

5. In the cart you will see the AP, 

minus the GA amount already paid, 

and a new grand total.

6. You may now process the payment 

like any other transaction.
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Manage Feature - Upgrade

7. After the payment is complete, the 

window prompts you to start a new 

order or activate a card.

8. Select ‘Activate Card’ to print a 

member card.

9. A small window opens where you 

can enter a keyword to find the 

member you would like to activate.

10. The member you select will appear 

in a highlighted row.

11. Scroll to the right and down to ‘Start 

Webcam’ and take the member 

photo.

12. If the photo is acceptable, click 

‘Choose File’ and then ‘Print Card’.

13. A member card will print on the 

DataCard printer.

14. Note: A memo will appear in the 

account once a GA has been 

upgraded to an AP.
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Manage Feature - Redeem

1. To redeem a promotional item, 

select ‘Redeem’ from the 

“Actions” dropdown next to the 

product.

2. A small window opens where 

you can adjust the quantity.  

Then click ‘Redeem’.

3. A note shows that the 

redemption is complete.

4. You may redeem other products 

from that order, or return to 

POS to complete the 

transaction.
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Manage Feature - Return

1. To return an item, either 

scan the receipt or the UPC

in the “Scan” box, then 

“Enter”.

2. Select ‘Return’ from the 

“Actions” dropdown next to 

the product.

3. Click the “Return” button, 

and a small window opens 

where you can adjust the 

quantity, if necessary.  Then 

click ‘Return’.

4. You will see a message that 

says “Return processed” 

and you click ‘Return to 

POS’ to complete the 

transaction.
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Manage Feature - Return

5. The return shows in the 

cart.  You may add other 

items to the cart, if desired.

6. If processing only a return, 

go to ‘Pay’ and another 

window opens indicating a 

cash return.

7. Click ‘Cash’ and in the next 

window ‘Return in Full’.  

Another window shows the 

amount due to the 

customer.

8. If processing a return and a 

purchase, select ‘Pay’ and 

the return will be subtracted 

from the total due.  All 

payment options will be 

available.
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Manage Feature - Activate

1. When a member has 

already purchased an AP 

but hasn’t activated it yet, 

scan the receipt or enter the 

order number into the 

“Scan” field.

2. Select ‘Activate’ from the 

“Actions” dropdown.

3. The order populates in the 

“Print/Activate Card” 

window.

4. Scroll to the right and down 

and click ‘Start Webcam’ to 

take a picture.  If the picture 

is clean, click ‘Choose File’ 

and then ‘Print Card’.
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POS Close

1. When you are done with your shift click on ‘Sign Out’ at 

the top right of your screen.

2. This will take you to the page where you will enter the 

quantities for each denomination. You will be doing a 

‘Blind Close’ (you will not see the amount you 

SHOULD have at the end of day).

3. Once you have entered all the money you will hit ‘Close 

Shift’ and confirm the amount you entered.

4. Clicking ‘OK’ will print out your complete close shift 

receipt.  You may then click the ‘Sign Out’ button.

5. Suspend Shift enables you to take a break and 

suspend your shift for a period of time. You will be able 

to log back in and resume your shift like normal. You can 

resume your shift on any other POS station (when this is 

done you typically take your till with you to the new 

station).

6. Note: Logging back in will prompt you to “Resume” - it is 

good practice to enter a reason in the ‘Notes’ section

(break, lunch, etc.). Convergence August 2016


