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SUPPORT: 
Active Support Contract 

 
 

If your system is down, meaning you cannot operate, please call: 
888-239-7689 

 
Leave your name, number and a brief description of the issue and a technician 
will return your call shortly. 
 
For user questions or functionality questions, please call the next business day or 
submit a support ticket (see pg. 8) and a technician will respond. 
 
If your credit card batch will not close, please wait until business hours to call.  
Outside of standard business hours, adjustments to batches and EDC settings 
cannot be done.  For more information in potentially troubleshooting this issue, 
please see pg 15 and attempt to close the batch again. 
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ACTIVE SERVICE CONTRACT: 
Submitting Support Tickets 

 
Submitting support tickets is the most efficient method to seek assistance with an 
issue.  This allows documentation and records to be kept for every support 
incident.  Use the following steps to submit a support ticket: 
 

1. Open a web browser and go to www.adionline.com 
2. Click on Support and Training 
3. Enter the assigned e-mail address and password to log in 

 
E-mail:  
Password: temppass 
 

Available Features 
 

Once logged into the customer account, additional support features are available.  
A list and description are as follows: 
 

Name Description 

ADI Remote Support Tool 

 

The ADI Remote Support Tool is a simple utility that can 
be downloaded in less than 30 seconds which allows ADI 
technicians to remote into a machine to do repairs, 
troubleshooting, maintenance and/or training.  This 
allows quicker more convenient service. 

Customer Downloads 

 

Access ADIôs Customer Downloads page to acquire 
various forms, brochures and manuals. 

 

 

 

http://www.adionline.com/
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SUPPORT: 
No Support Contract 

 
 
Support calls will only be taken Monday thru Friday between 9:00am and 5:00pm 
Eastern Standard Time.  If you call after business hours, leave a message and 
you will receive a return call the following business day. 
 
When calling for support without a support contract, please follow these steps to 
ensure a quick response: 
 

1. Have a credit card ready 
2. You will be billed $128 per hour 
3. Calls will be handled after calls from customers with support contracts 
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HARDWARE FAQ: 
Setting Up a Cash Drawer 

 
1. Once the cash drawer has been plugged into the system open TwoTouch 

and log in. 
2. Click Options > Admin > System Settings 
3. Click on Station Settings 
4. Ensure that a local printer is selected.  (Most commonly Bar Printer) 
5. Set the Cash Drawer drop down menu to Local Printer.  (The cash drawer 

is triggered to open by the printer) 
6. Click Cash Drawer Settings and make sure Accept Payments is checked.   
7. Optional: Select Must Initialize to set the cash drawer to need opening 

amounts at the beginning of every business day. 
8. Click Back and then Save and Close. 
9. Select Payment Types 
10. Highlight payment types on the left, such as Cash, and make sure the 

Open Cash Drawer drop down menu is set to All Payments. 
 

Test: 
1. Return to the speed screen 
2. Click No Sale.  The cash drawer should pop open. 
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HARDWARE FAQ: 
Cash Drawer Wonôt Open 

 
Typically, if the cash drawer will not open there is no paper or very little paper 
remaining in the printer.  This is due to the fact that the cash drawer is controlled 
by the printer.  The signal to open the drawer is sent from the printer.  Therefore, 
the cash drawer needs the printer to work properly for it to work. 
 
Please follow the recommended steps to fix the issue. 
 

1. Ensure that the printer is turned on and is displaying green lights.  Red 
lights signify an error of some sort, usually paper-related. 

2. Make sure there is plenty of paper in the printer and that it is of the correct 
type (ie: thermal, non-thermal) 

3. Turn off the printer and unplug it.  Plug it back in and turn it back on. 
 
If none of the above methods solve the issue, please call the technical support 
line at: 888-239-7689 
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HARDWARE FAQ: 
Setting Up Dual Cash Drawers 

 
A good example of dual cash drawer use is in a high-traffic bar situation.  Using 
dual cash drawers allows one terminal to be used primarily while two bartenders 
are keeping separate counts and drawers.  This allows more accurate reports on 
potential overages and shortages.  Running dual drawers also enables quicker 
shift changes. 
 

Setting up TwoTouch to Support Dual Drawers 
 

1. Click Options > Admin from the Speed Screen 
2. Click the System Settings button 
3. Click the Station Settings button 
4. Click the Cash Drawer Settings button 
5. Place a check mark in the Dual Drawer 
6. Place a check in any of the remaining options such as Must Initialize, 

Reset Assignments or Speed Login by Assignment 
7. Click Back and Save 

 
Initializing and Assigning Dual Drawers 

 
1. To initialize the drawers follow the standard process of typing in an Admin 

login code and clicking the Cash Drawer button 
2. Choose the first drawer, enter the starting amounts and click Save 
3. Choose the second drawer, enter the starting amounts and click Save 
4. Click on Cash Drawer Assignments 
5. From the list of employees on the left side of the screen, select which 

employees will have access to which drawers by highlighting a name and 
clicking Add 

6. Once the assignments are set, click Save 
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HARDWARE FAQ: 
Receipt Printers 

 
Receipt printers are often set up per terminal.  These printers use thermal paper.  
There are two wires that are to run from these printers; the power cable and the 
cash drawer cable. 
 

Receipt Printer Wonôt Print 
 

When a transaction is rung through, unless specified not to, a receipt will print.  If 
nothing prints and no errors are received on the screen check the following: 
 

1. Is the printer turned on? 
2. Are all the cables plugged in correctly and firmly? 
3. Is there paper in the printer? 
4. Is the paper inserted correctly and of the correct type (thermal)? 
5. Hit the Feed button, does paper come out? 
6. If none of these solve the problem, please call tech support 
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HARDWARE FAQ: 
Kitchen Printers 

 
These printers use non-thermal paper.  There are two wires that are to run from 
these printers; the power cable and the network cable. 
 

Kitchen Printer Wonôt Print 
 

When a transaction is rung through, unless specified not to, a receipt will print.  If 
nothing prints and no errors are received on the screen check the following: 
 

1. Is the printer turned on? 
2. Are all the cables plugged in correctly and firmly? 
3. Is there paper in the printer? 
4. Is the paper inserted correctly and of the correct type (non-thermal)? 
5. Hit the Feed button, does paper come out? 
6. If none of these solve the problem, please call tech support 
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SOFTWARE FAQ: 
Credit Cards Transactions Wonôt Process 

 
If you receive an error message while processing a credit card transaction, 
please go through the following steps. 
 

1. Make sure you have an active internet connection. 
a. If you can return to the log in screen for TwoTouch, log in using the 
code 000411.  If a window pops up stating óTimeoutô, your internet 
connection is down.  If the pop up window reads ñReply froméò you 
have an active internet connection. 

b. In order to process credit cards you must have an active internet 
connection. 

 
If your internet connection is down and you received the óTimeoutô window, 
please do the following: 
 

1. Unplug the power cables from your routers and modems. 
2. Wait 30 seconds to a minute and plug just the modem back in.  Make sure 

when the modem gets plugged back in all the lights turn green. 
3. Then plug in the router(s).  If you have multiple routers, plug them in one 

at a time, continuing to wait for all the lights to turn green before plugging 
in the next. 

4. Once everything is plugged back in with green lights, attempt to log into 
TwoTouch with the 000411 code.  You should then receive the óReply 
froméò message. 

 
If you are still unable to connect to the internet after doing this process, it may be 
due to an issue with your ISP.  Feel free to call the support line at 888-239-7689 
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SOFTWARE FAQ: 
Receipt Layout 

 
1. Click Options > Admin from the Speed Screen 
2. Click the Receipt Layout button 
3. Check and uncheck any options to customize the layout of the receipt 
4. Click the Header/Footer button to add additional information to the receipt 
5. Click Save 

 
Adding a Logo to Receipts 

 
1. Put the store logo image into a jpg file and save it into C:\. 
2. Log into TwoTouch. 
3. Once logged in, go to Options and then Admin. 
4.  Once logged into Admin, click on Receipt Layout. 
5. Near the bottom of the window, click on the Logo button. 
6. In that window you will see a drop down box to select the drive to import 

the image from.  The C:\ drive should be selected by default.  In the box 
below that you will see a <Clear>, and <Current> option and within that list 
will be your image file(s) you placed into the C:\. 

7. Select the image file you wish to use and it will appear in the preview box 
to the right.  If you would like to do a test print click the test print button at 
the bottom of the page.  If not, click Back. 

8. Click save. 
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SOFTWARE FAQ: 
Requisition Layout 

 
The requisition is the slip that prints in the order in the kitchen and/or bar that lists 
the order, modifiers, et cetera. 
 

1. Click Options > Admin from the Speed Screen 
2. Click the Requisition Layout button 
3. Adjust the available settings per page 
4. Scroll through the pages of available adjustments by clicking the top or 

button arrow next to the requisition preview 
5. Once done with the modifications from each page, click save 
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SOFTWARE FAQ: 
Setting Store Hours 

 
TwoTouch enables the ability to keep track of the store operating hours within the 
software. 
 

1. Click on Options > Admin from the Speed Screen 
2. Click the System Settings button 
3. Click the Store Hours button 
4. Choose a day from the drop down menu 
5. Adjust the time for that day 
6. Click Save 
7. Click New to move on to the next day 
8. Repeat steps 4-6 until the hours have all been entered 
9. Click Save and Close 
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SOFTWARE FAQ: 
Tax Tables 

 
Tax tables allow you to define tax amounts that can be applied to menu items.  
There can be several taxes defined that can be applied to various items like food, 
cigarettes, alcohol, et cetera. 
 

Creating New Tax Tables 
 

1. Click Options > Admin from the Speed Screen 
2. Click the Tax tables button 
3. Click New to define a new tax 
4. Type in the tax description 
5. Type in the amount 
6. Select whether this tax can be exempted or not 
7. Click Save and Close 

 
Applying Tax Tables to Menu Items 

 
1. See pg 40 
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SOFTWARE FAQ: 
PA Taxable and Non-Taxable Items 

 
Generally, tax is imposed on food and beverages, for consumption on or off the 
premises, or on a take-out or to go basis, or delivered to the purchaser or 
consumer, when purchased from a caterer or an eating establishment from which 
ready-to-eat foods and beverages are sold, such as a restaurant, cafe, lunch 
counter, private or social club, tavern, dining car, hotel, night club, fast food 
operation, pizzeria, fair, carnival, lunch cart, ice cream stand, snack bar, lunch 
truck, cafeteria, employee cafeteria, theatre, stadium, arena, amusement park, 
juice stand, carryout shop, coffee shop, popcorn stand, and other 
establishments, whether mobile or immobile.  

 

T - TAXABLE 

NT - NONTAXABLE 

* - INDICATES NEW ITEM, CHANGES OR CLARIFICATION 

   

NT 
Alcohol, malt or brewed beverages, and wines. Tax is paid at 

time of purchase from a Liquor Control Board store or licensed 
malt beverage distributor. 

NT Candy and gum 

T 
All food and beverages, in any quantity, including both food 
and beverages prepared on the premises, and prepackaged 

food and beverages. 

T Food supplements and substitutes 

NT Ice 

T Nonalcoholic beverages 
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SOFTWARE FAQ: 
Store Information 

 
To adjust the store address, phone number and contact information, follow these 
steps: 
 

1. Click on Options > Admin from the Speed Screen 
2. Click the Establishment button 
3. Type in the store information you wish to fill out 
4. Click Save and Close 

 
Store Messages 

 
Store messages can be used to remind employees of daily specials or to remind 
employees to run their server report or to clock out.  To adjust messages, do the 
following: 
 

1. Click on Options > Admin from the Speed Screen 
2. Click on the Establishment button 
3. Click on the Messages button 
4. Select which job description you wish to leave a message for 
5. Type the message 
6. Adjust the dates you would like the message to appear 
7. Click Save and Close 
8. Click Save 
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EMPLOYEES: 
Job Descriptions 

 
Job Descriptions are used to define which duties an employee will be doing.  
Here you can define base pay rates per job descriptions and modify other items 
within the descriptions.  A common item is being able to choose whether or not to 
have a server report print out when an employee clocks out automatically. 
 

Add a New Job Description 
 

1. Click on Options > Admin from the Speed Screen 
2. Click the Employee Setup button 
3. Click the Job Descriptions Button 
4. Click New 
5. Type in the job description, and set the base pay rate 
6. Choose the startup screen by clicking the drop down menu next to startup 

screen 
7. Adjust settings along the right side to fit your needs 
8. Click Overtime Pay Settings to adjust pay periods and pay rates 
9. Click Save and Close 
 

Modifying an Existing Job Description 
 

1. Click on Options > Admin from the Speed Screen 
2. Click the Employee Setup button 
3. Click the Job Descriptions button 
4. Highlight the desired Job Description you wish to edit 
5. Click Select 
6. Make the necessary changes 
7. Click Save and Close 
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EMPLOYEES: 
Adding Employees 

 
1. Log into TwoTouch and click Options > Admin 
2. Click the Employee Setup button in the top-middle of the screen 
3. Click the Employees button 
4. Click on New 
5. Enter the following information: 

a. User ID: Name that appears on the check 
b. Login Code: 1-6 numerical digits 
c. First and last name 
d. Primary Job 
e. Pay rate 

6. Other fields are optional. 
 

If an employee has multiple jobs (ie. Server and Cook) 
 

1. From the Employee Information window, click on Job Descriptions. 
2. From the left window, select the additional job descriptions you wish to 

assign 
3. Click add 
4. Click Back and then Save 

 
When an employee with multiple job descriptions clocks into the system they will 
be prompted as to which job they will be performing.  This will ensure they 
receive the correct pay rate per position. 
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EMPLOYEES: 
Assigning Employee Login Cards (Swipe Badges) 

 
Login cards are available for all employees to speed up the login and ordering 
process.  The cards are also a security against employee fraud.  For more 
information on these cards please speak to your sales representative. 
 

1. Log into TwoTouch as the Admin 
2. Select Options > Admin 
3. Once in the Admin section, select the Employee Setup tab at the top of 

the screen 
4. Select the Employees button 
5. Highlight the employee you wish to assign the card to and click Select 
6. Click on the Advanced button 
7. Click on the Set Badge button 
8. You will then be prompted to swipe the employee card 
9. Once the card is swiped, you should hear two little beeps to confirm the 

card 
10.  Hit the Back button, then Save and Close 
11. Log out of TwoTouch and try to log in with the newly assigned card to 

verify it works properly 
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EMPLOYEES: 
Bio Reader 

 
Having a Bio Reader built into the credit card panel allows employees to clock 
into the system using a swipe of a finger.  The Bio Reader works off of finger 
prints which are assigned per employee.  To get more information regarding this 
feature, please speak to your sales representative. 
 

1. Click on Options > Admin from the Speed Screen 
2. Click Employee Setup 
3. Click the Employees button 
4. Select the employee you wish to edit or click New to enter a new 

employee 
5. Click Advanced 
6. Click the Set Bio button 
7. Scan the finger of choice each time you are prompted 
8. Click Back and Save 
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EMPLOYEES: 
Clocking In vs. Logging In 

 
Clocking in and logging in are two different things.  Clocking in actually 
acknowledges the employee is reporting for their shift, and is on the clock getting 
paid.  Logging in allows the employee to simply access the speed screen. 
 
At the beginning of a shift, an employee should clock in first.  You can also set up 
certain job descriptions so force a clock in before being able to use the system.  
See pg 22 
 

Clocking In with Login Code 
 

1. Come to the clock in screen of TwoTouch 
2. Enter the employee login code 
3. Click the Clock In button 
4. If the employee has multiple job types, select which job type they are 

reporting for and click Clock In 
 

Clocking In with Employee Card 
 

1. Come to the clock in screen of TwoTouch 
2. Click the Clock In button 
3. Swipe the employee card 

 
Logging In with Login Code 

 
Employees will log into the system after they have clocked in.  Logging in 
brings the employee to the speed screen to ring orders. 
 
1. Come to the clock in screen of TwoTouch 
2. Enter the employee login code 
3. Click Login 
 

Logging In with Employee Card 
 

1. Come to the clock in screen of TwoTouch 
2. Swipe the employee card 
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Clocking Out with Login Code 
 

1. Come to the clock in screen of TwoTouch 
2. Enter the employee login code 
3. Click the Clock Out button 
4. Click Okay 
 

Clocking Out with Employee Card 
 

1. Come to the clock in screen of TwoTouch 
2. Click the Clock Out button 
3. Swipe the employee card 
4. Click Okay 

 
Note: Through Job Descriptions, you can choose to have the Server Report print 
out when an employee clocks out.  See pg 22 
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EMPLOYEES: 
Speed Logins 

 
Speed logins allow for quicker access to the speed screen to ring sales and 
complete transactions.  Be aware though, that speed logins increase the ease of 
employee fraud.  This is how speed logins are set up: 
 

1. Click on Options > Admin from the Speed Screen 
2. Click the Speed Logins button 
3. Highlight the desired employee from the middle and click an available box 

along the sides to place their speed login button 
4. Once completed, click Save 
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EMPLOYEES: 
Adjusting Time Clock Entries 

 
To adjust time clock entries for employees perform the following steps. 
 
Note: Adjusting entries is slightly different than if an employee forgets to clock in 
or out.  For that please see pg 30. 
 

1. Click on Options > Admin from the Speed Screen 
2. Click Employee Setup from the top of the screen 
3. Click Adjust Time Clock Entries 
4. Highlight the desired employee and click Select 
5. Select a date range from the top of the screen 
6. Highlight the entry you wish to edit 
7. Click Adjust Time at the bottom of the screen 
8. Change the date/time 
9. Click Save and Close when you are done 
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EMPLOYEES: 
Employee Forgets to Clock in or Out 

 
1. Click on Options > Admin from the Speed Screen 
2. Click Employee Setup from the top of the screen 
3. Click Adjust Time Clock Entries 
4. Highlight the desired employee and click Select 
5. Select a date range from the top of the screen 
6. Highlight the entry you wish to edit 
7. Click New at the bottom of the screen 
8. Highlight the employee 
9. Click Select 
10. Enter the date/time 
11. Click Save and Close 
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EMPLOYEES: 
Permissions 

 
Permissions are assigned to employees by Job Description.  Setting the 
permissions allows you to control what any employees can or cannot do with the 
system.  Below is an abbreviated list of some of the permissions. 
 
To edit permissions do the following: 
 

1. Click on Options > Admin from the Speed Screen 
2. Click on Employee Setup > Permissions 
3. From the top left box select which job description you wish to edit 
4. The top right box displays various groups of permissions.  Next to those 

are four more groups of permissions that can be displayed and edited. 
5. Select a permission group and in the bottom left box the list of permissions 

displays.  Check and/or uncheck the permissions as you see fit. 
6. Checking a permission gives the employee the ability to perform that 

action.  Un-checking the permission disables the employee from doing so. 
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Permission Definitions 

Add To Comp Tab Allows employee to add menu items to the Comp Tab 

Adjust All Tips Allows employees to adjust all tips 

Adjust Paid Outs Allows employees to adjust paid out amounts 

Adjust Tips Allows the employee to adjust their own tips 

Admin Allows the employee to access the Admin section 

Administer Tabs Allows the employee to view, open, add to and close all tabs 

Categories Allows the employee to define new categories under a selected department 

Combine Tabs Allows employees to combine open tabs 

Comp Tabs Allows employees to combine open tabs with the Comp Tab 

Customer Account Allows employees to create customer accounts 

Customer Credits Allows employees to give credits to customer account.  When a credit is given it 
will not display on any report.  Typically, the owner does this as they may give 
someone money on an account for doing work for them. 

Customer Payments Allows employees to add payments to customer accounts 

Delete Allows employees to use the Delete button on the speed screen 

Departments Allows the employee to add new departments to the database 

Discount Amount Allows the employee to discount a menu item by a dollar amount 

Discount Percent Allows the employee to discount a menu item by a percentage amount 

Discount Price Allows the employee to set a particular price for a menu item 

Employee Discount Gives the employee permission to discount employeeôs food/drink.  This amount is 
predetermined in the system. 

Est. Profile Allows the employee to change the Establishment information 

Fast Cash Allows the employee to accept fast cash payments and use the fast cash button on 
the speed screen 

Inactive Employees Allows the employee to see and reactivate employees that are marked as inactive 
employees 

Initialize Cash Drawer Allows employees to initialize the cash drawer by typing in the starting amounts at 
the beginning of the day 

Logout Allows the employees to log out from the speed screen 

Menu Items Allows the employee to add, modify or delete existing menu items from the 
database 

Modifier Gives permission to use the modifier button on the speed screen 

Modifiers Allows the employee to add or edit modifiers 

No Sale Allows the employee to hit the no sale button on the speed screen 

Open Beer Allows the employee to use the open beer button from the options screen 

Open liquor Allows the employee to use the open liquor button from the options screen 

Open Wine Allows the employee to use the open wine button from the options screen 
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Permission Definitions (cont.) 

Open Food Allows the employee to use the open food button from the options screen 

Options Allows the employee to access the options area by using the options button on the 
speed screen 

Paid Out Amount Gives permission to do pay outs 

Partial Payments Allows the employees to accept two different types of payment for one bill 

Payment Allows the employee to use the payment button the speed screen.  This allows 
them to do cash, credit card, check, gift certificate and customer account payments 

Permission Allows employees to adjust permission 

Pricing Group Gives permission to define new and edit  existing pricing groups for menu items 

Pricing Specials Allows employees to define pricing specials 

Printers Gives permission to set up and modify printers 

Printer Routings Gives permission to set up and modify printer routings 

Receipt Layout Allows the employee to modify the receipt layout 

Registration Keys Gives permission to enter new registration keys given by TwoTouch.  Registration 
keys are used to enable various modules within the system such as Credit Card, 
Time Clock, et cetera.  TwoTouchôs accounting department also provides them 
when an account is current 

Re-Open Check Allows employees to re-open checks 

Set System Time Gives permission to set the system time for the establishment 

Shut Down System Gives permission to shut down the machine through TwoTouch 

Speed Cat Button Gives permission to use the speed category buttons on the speed screen 

Speed Categories Gives permission to add Departments or categories to the speed category buttons.  
At this time the buttons can be sorted in whatever order the user wishes 

Speed Screen Gives permission to define how the speed screen will display 

System Setup Gives permission to setup your system 

Tabs Gives permission to the tab key on the speed screen 

Tax Exempt Allows employees to exempt tax on exemptible items  

Tax Tables Gives permission to define taxing structures 

Terminal Setup Gives permission to define how each terminal is setup 

Ticket Select All Allows the employee to click the Select All button on the speed screen to highlight 
an entire order 

Transfer Tabs Gives permission to open tabs to another server/bartender 

Void Items Allows the employee to void items off of an open tab or re-opened check 

Zip Backup Gives permission to manually back up the database 

Zip Restore Gives permission to restore the database from a backup file either on the base 
station or on a thumb drive.  You must obtain an authorization code from 
TwoTouch to complete this process. 
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MENU: 
Adding New Departments 

 
1. Click Options > Admin from the Speed Screen 
2. Click Menu at the top of the screen 
3. Click Departments 
4. Click New 
5. Enter the Department Description 
6. Click inside the Short Description text field to copy the description down 
7. PLU is optional 
8. Default Requisition is for departments such as Beer in which case all the 

items will be printed at the bar.  If you are unsure where you would want 
certain items to print, leave this field blank. 

9. Click Save and Close 
 

Modifying Existing Departments 
 

1. Click Options > Admin from the Speed Screen 
2. Click Menu at the top of the screen 
3. Click the Departments button 
4. Select a department on the left 
5. Make any desired changes 
6. Click Save 

 
Delete a Department 

 
Note: In order to delete a department all items and categories must be removed 
from that specific department. 
 

1. Click Options > Admin from the Speed Screen 
2. Click Menu at the top of the screen 
3. Click the Departments button 
4. Select the desired department 
5. Click Delete 
6. Click Yes 
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MENU: 
Adding New Categories 

 
For every department, you must have a category. 
 

1. Click Options > Admin from the Speed Screen 
2. Click Menu at the top of the screen 
3. Click Categories 
4. On the left side of the screen, select which department you wish to add a 

category to by using the drop down menu and click New 
5. Type in the category description and copy it down to the short description 
6. PLU is optional 
7. Select a default modifier list to show up for every item in the category.  For 

example, if your category is for salads, you could apply the salad dressing 
modifier to the category so every item within that category will now use 
that modifier.  This is optional. 

8. Select whether tax can be exempted within the category 
9. Requisition groups are optional 
10. Tap the button that is displayed the choose which color you would like the 

buttons from this category to display on the speed screen 
11. Click Save and Close 

 
Modify Existing Categories 

 
1. Click Options > Admin from the Speed Screen 
2. Click Menu at the top of the screen 
3. Click the Categories button 
4. Use the drop down menu to select a department 
5. Select the category to be modified 
6. Make the desired changes 
7. Click Save 

 
Delete a Category 

 
Note: All menu items must be removed from the category before deletion. 
 

1. Click Options > Admin from the Speed Screen 
2. Click Menu at the top of the screen 
3. Click the Categories button 
4. Click the drop down menu to select a department 
5. Select the desired category 
6. Click Delete 
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MENU: 
Pricing Levels 

 
Pricing levels are convenient when adding items to your database.  For example, 
when adding a new drink that comes in small, medium and large, you can create 
a pricing level with the small, medium and large information in it.  You can then 
make one menu item and set the prices for all three sizes in it to prevent you 
from having to make three separate items.  Now, when a employee selects that 
drink from the speed screen, they will be prompted as to which size the customer 
wants and the designated price will be assigned. 
 

1. Click on Options > Admin from the Speed Screen 
2. Click on Menu > Pricing Levels 
3. Click New 
4. In the top left, type in the Pricing Level Description (ie. Drink sizes) 
5. Click New and enter a level description (ie. Small, medium, large) 
6. Click in the short description box and type in a 1-2 letter abbreviation for 

the level description.  Small could be SM, Medium could be MD, et cetera.  
When an employee rings up an item using this pricing level they will be 
prompted as to which level they are selling by choosing buttons with the 
short descriptions on them.  The short description will then appear on the 
receipt next to the menu item. 

7. Click Save and Close 
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MENU: 
Pricing Menu Items 

 
There are three different ways to add pricing to an item.  Below there will be 
explanations of each method.  Go to the appropriate page for more information 
on how to set up each pricing method. 
 

1. Price Groups ï Create pricing in one place and link to multiple items.  
When you need to change a price go to one place and all items are 
changed.  See pg 38 

2. Price Groups using Price Levels ï Same as above, only you use the 
pricing levels you created (ie. Small, Medium, Large).  See pg 39 

3. Custom Pricing ï Each menu item is priced when the item is created.  
The pricing only affects that certain item.  When the menu item needs 
changed you must go into that item and change it there.  See pg 40 

4. Custom Pricing using Pricing Levels ï Individual items that come in 
various sizes, colors, flavors, prices, et cetera (ie. Ice Cream Cone ï 
Small $1.25, Medium $1.50, Large $1.75)  See pg 40 
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MENU: 
Pricing Groups 

 
We create price groups if you have a few items that fall under the same price.  By 
doing this, if you want to change a price of all the items within the group, you can 
go to one place and change all the item prices. 
 

1. Click on Options > Admin from the Speed Screen 
2. Click on Menu > Pricing Groups 
3. Click New 
4. Enter a description for the pricing group 
5. To the right, under Dine In Price, enter the price of the item 
6. If the item price includes tax, select the check box that reads Price 

Includes Tax 
7. Skip the Employee Discount section.  This will later be applied if 

applicable 
8. On the Tax 1 line, select the tax you wish to apply to the group.   
9. Click Okay and Close 
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MENU: 
Pricing Groups Using Pricing Levels 

 
1. From the Pricing Groups section, click New 
2. Enter a description for the Pricing Group 
3. Touch the down arrow by Pricing Level and select the one you wish to use 
4. Select the down arrow next to Level and select the level you wish to price 

first 
5. Skip pricing default unless you want to set the default price for the item.  

See pg 40 
6. To the right under Dine In Price enter the amount of the item 
7. Check the box next the Price Includes Tax if the item amount does include 

the tax 
8. Skip the Employee Discount section.  That will be covered later if 

applicable 
9. On the Tax 1 line, select the tax you wish to apply to the group  
10. Click Okay.  A window may pop up reading that all pricing levels have not 

been set.  Just click Yes. 
11. Click the down arrow next to Level and select the next level you wish to 

assign a price to.  Repeat the process until all levels have prices assigned. 
12. Click Close 
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MENU: 
Custom Pricing 

 
Custom Pricing is assigned per item. 
 

1. Click Options > Admin from the Speed Screen. 
2. Click Menu > Menu Items 
3. Navigate through the list of Departments and Categories to edit the price 

of an existing item.  If creating a new item, click New. 
4. Click the arrow next to Pricing and select <Custom> 
5. Next to Dine In Price type in the amount of the item. 
6. Skip the Employee Discount section.  That will be covered later if 

applicable 
7. On the Tax 1 line, select the tax you wish to apply to the item 
8. Click Okay, Save and Close 

 
 

Custom Pricing Using Pricing Levels 
 

Pricing levels are used when an item such as Soda is created and has multiple 
sizes.  By creating and assigning pricing levels, one Soda button can be clicked 
and then prompt for Sm, Md or Lg with prices assigned per size. 
 

1. Click Options > Admin from the Speed Screen 
2. Click Menu at the top of the screen 
3. Click the Menu Items button 
4. Select an existing item to edit and click Okay or click New 
5. For an existing item click the Item Cost button.  For a new item use the 

pricing drop down menu to select <Custom> 
6. On the left side click the drop down menu to select the pricing level 
7. Use the next drop down menu to select which level to price 
8. Add the price and tax and click Save 
9. Use the second drop down menu to choose the next level to price 
10. Add the price and tax and click Save 
11. Repeat steps 9 & 10 until all levels have been priced for the item 
12. Click Save and Close 
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Pricing Defaults 
 

Pricing defaults are used when using pricing levels. 
 

1. Click Options > Admin from the Speed Screen 
2. Click Menu > Menu Items 
3. Navigate through the list of Departments and Categories to edit the price 

of an existing item.  If creating a new item click New. 
4. Click the arrow next to Pricing and select <Custom> 
5. Use the drop down menus on the left to select your pricing levels and 

adjust the prices 
6. Next to Pricing Default click the drop down and select the default level to 

use for the item 
7. Click Save 
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MENU: 
Add Menu Items 

 
1. Click Options > Admin from the Speed Screen 
2. Click Menu > Menu Items 
3. Click New 
4. Enter the item description 
5. Copy the description down to the button display.  This is what will appear 

on the item button on the speed screen. 
6. Copy the description down to Kitchen Display.  This is what will display 

back in the kitchen.  If the item will not need to be sent back to the kitchen, 
this field can be left blank. 

7. Click the arrow next to pricing and either select a pricing group or custom.  
Information on setting item prices can be read in the manual. 

8.  Add Modifiers if applicable. See pg 44 
9. Click Save and Close 

 
Set Items Availability to Certain Days & Times 

 
1. Click Options > Admin from the Speed Screen 
2. Click the Menu button 
3. Click Menu Items 
4. Navigate through the departments and categories to find the item you wish 

to edit 
5. Select the item and click Select 
6. Click the Time Available button 
7. Adjust which days of the week and times the items are to be available 
8. Go back and click Save and Close 
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MENU: 
Creating Modifiers 

 
1. Click on options > Admin from the Speed Screen 
2. Click on Menu > Modifiers 
3. Click New 
4. Type in your Modifier Group Name (ie. Salad Dressings) 
5. Type in the Modifier Description (ie. Ranch, 1000 Island) 
6. Copy the description down to Requisition Description 
7. If a modifier has an additional charge attached to it, add the additional fee 

under Add Cost.  Modifiers with a charge will appear as a green button. 
8. Click Save. 
9. Click New to create another Modifier Description under all the modifiers 

have been entered. 
10. Click Save and Close 

 
 

Editing Modifier Lists on the Go 
 

When ringing in an item with modifiers and the modifier that is needed is not 
listed, to prevent going through the Admin to edit the Modifier list, follow these 
steps to edit the list on the go: 
 

1. Ring in an item which has modifiers attached 
2. At the top of the screen click the Edit List button 
3. Click New 
4. Type in the description and requisition description for the new modifier 
5. Click Save and Close 
6. The modifier list will update automatically and the order can be completed 

 
Add Custom Modifiers on the Go 

 
If ringing an item with a modifier list needs a custom modifier added for just one 
order perform the following steps: 
 

1. Ring in an item which has modifiers attached 
2. In the top right corner of the screen click the custom button 
3. Type in the custom modifier 
4. Click okay 
5. Ring the order through as usual 
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MENU: 
Assigning Modifiers to a Menu Item 

 
1. Click on Options > Admin from the Speed Screen 
2. Click on Menu > Menu Items 
3. Navigate through the list of Departments and Categories and highlight the 

menu item you wish to edit. 
4. Click Select 
5. Click Modifiers 
6. In the first row, click the first arrow and select which modifier list you wish 

to assign to the item 
7. Click the next arrow and select Auto Display to force the modifier 
8. Optional: Assign minimum and maximum amounts of modifiers that can be 

selected.  In the instance of a steak, you can assign a minimum of 1 to 
force the employee to select how the customer wants their steak cooked.  
In the case of a lunch special with two sides, set a maximum of two so an 
employee cannot select to give the customer three sides at the same 
price. 

9. Click Save and Close and Save and Close 
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MENU: 
Happy Hour / Pricing Specials 

 
1. Click on Options > Admin from the Speed Screen 
2. Click Menu > Pricing Specials 
3. Click New 
4. Type in the Pricing Special Description 
5. If the special will run on the same day(s), select the day(s) that apply.  If 
the special is available on certain days, like a Motherôs Day Buffet Special, 
click the Dot by Custom and click the Custom Calendar button.  Select the 
date from the calendar.  When done, click Save. 

6. Click Price 
7. If you want to put the whole Price Group on special highlight the group 

and/or group(s) and click the Add Group button on the right. 
8. If you want individual items, click the down arrow next to Category and 

navigate through the list and select the items you wish to add. 
9. Click Add 
10. All items and/or groups will then be displayed below. 
11. Highlight the items and click the Set Discount button 
12. Check the box which describes how you wish to discount the items, 

whether a percentage off or fixed amount and type the amount in 
13. Click Apply, Save and Close 



 
 

 

 

 

46 

 

MENU: 
Editing the Speed Screen 

 
1. Click Options > Admin from the Speed Screen 
2. Click Menu > Speed Screen 
3. Click the down arrow next to Department to select the Department 
4. Do the same for Category 
5. Highlight the menu item you wish to add to the speed screen and touch a 

block on the Speed Screen to place the item there 
 

Clearing Items from the Speed Screen 
 

1. With a Department and Category select, highlight <Clear> at the top of the 
list of menu items 

2. Click the item you wish to remove from the list 
 

Make Double-Sized Buttons 
 

1. To really help make an item stand out, click the Double button at the 
bottom of the screen so a check mark is placed over it 

2. Click the menu item you wish to enlarge 
3. Click Save 
4. To then shrink a double-sized button, click the Single button so a check 

mark is placed over it 
5. Click the double-sized button you wish to shrink. 
6. Click Save 

 
 
Note: Speed Screens can be set up per job description.  If you would like your 
Bartenders to see a different screen from your servers, go through the following 
steps. 

Speed Screens per Job Description 
 

1. Click the drop down arrow next to Job Description 
2. Select the Job Description you wish to assign a speed screen 
3. Design the Speed Screen 
4. Click Save 
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Setting up Speed Screens per Day and Time 
 

Not only is it possible to have speed screens per job description, but you can 
also arrange and create speed screens for certain days and times.  A great way 
to use this feature is if there is a lunch menu and a dinner menu.  To avoid clutter 
of the speed screen and having dinner and lunch items together, you can create 
two different speed screens and assign what times and form whom they will 
display. 
 
The following steps will walk you through setting up a lunch and dinner speed 
screen for the job description of Server. 
 

1. Click on Options > Admin from the Speed Screen 
2. Click Menu > Speed Screen 
3. From the Job Description drop down menu select Server 
4. Under Description select New 
5. Name the description Lunch Menu and click Okay 
6. Choose whether or not to clear the screen 
7. Design the lunch speed screen 
8. Click Advanced and check which days the screen will be available 
9. Adjust the times at which you would like the speed screen to show on the 

checked days 
10. Click Back and Save 
11. Click back to Description and select New 
12. Name the new screen Dinner Menu and click Okay 
13. Choose whether or not to clear the screen 
14. Design the dinner speed screen 
15. Click Advanced and check which days the screen will be available 
16. Adjust the times at which you would like the speed screen to show on the 

checked days.  Ensure these times do not interfere with the lunch menu 
times 

17. Click Back and Save 
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Setting up Happy Hour Speed Screens 
 

Using the dates and times and multiple speed screens, TwoTouch offers the 
ability to create a potential happy hour speed screen that can appear for a couple 
hours in the middle of the afternoon. 
 

1. Click Options > Admin from the Speed Screen 
2. Click Menu > Speed Screen 
3. Select which job description you would like to edit 
4. Under Description select New 
5. Name the Speed Screen Happy Hour 
6. Choose whether or not to clear the screen 
7. Design the happy hour speed screen 
8. Click Advanced 
9. Check which days the screen should appear 
10. Designate the times the screen should show on those days 
11. Click Back and Save 

 
Setting up a speed screen with a time applied to it will override the default screen 
that will be showing.  If the business would open at 10:00am and close at 
10:00pm with a 4:00-6:00pm happy hour, from 10:00am-4:00pm the default 
speed screen will appear.  From 4:00-6:00pm the happy hour speed screen will 
appear.  From 6:00-10:00pm the screen will return to the default. 
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MENU: 
Adding Recipes 

 
TwoTouch allows you to place recipes in the system for quick easy access.  This 
function particularly is useful in the bar/mix drinks environment.   To add recipes, 
follow these steps: 
 

1. Click Options > Admin from the Speed Screen 
2. Click Menu > Menu Items 
3. Navigate through the Departments and Categories and highlight the menu 

item in which you wish to place a recipe 
4. Click Okay 
5. Click the Recipe button 
6. Type in or paste in the recipe 

a. Images are optional and can be added through Menu > Images 
7. Click Back 
8. Click Save and Close 

 
Viewing and Printing Recipes 

 
1. For the item you wish to print the recipe for, locate it on the speed screen 
2.  Click the Recipe button 
3. Click the desired menu item 
4. The recipe box pops up.  
5. Click Okay to continue the order or click Print to print the recipe 
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MENU: 
Open Items 

 
Open items are used in place of menu items that are not in the database.  Using 
the open item buttons will allow quicker transactions as opposed to manually 
entering a new item on the spot.  Open items are useful as well when unique 
modifiers are requested. 
 
There are four open items; Open Food, Open Beer, Open Liquor and Open 
Wine. 
 

Using Open Item Buttons 
 

Open items must be added to the options screen using the following steps: 
 

1. Click on Options > Admin from the Speed Screen 
2. Click on System Settings 
3. Click Options Layout 
4. Scroll through the list of possible buttons on the left side and highlight the 

open item buttons.  Like the Speed Screen, click on an open block in the 
Options Layout where you would like to place the buttons. 

5. Click Save 
 

Add Modifiers and Requisitions to Open Items 
 

If you would like to have modifiers appear when clicking Open Food, or ensure 
that all Open Beer items print at the bar, follow these steps: 
 

1. Click Options > Admin from the Speed Screen 
2. Click Open Item Definition 
3. Select which Open Item you would like to edit on the left 
4. Choose to enable the item, if tax can be exempted or included 
5. Define the tax that should be applied on Tax Line 1 
6. Define which requisition should receive the open item 
7. Choose a modifier list to appear when using the open item 
8. Click Save and Close 
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ORDERING: 
How to Comp a Menu Item 

 
1. Highlight the menu item 
2. Click the Tabs Button 
3. Highlight the Comp Tab 
4. Click Add to Tab along the right side 
5. Select Reason Code for the Comp 
6. Click Select 

 
How to Comp a Tab 

 
1. Click the Tabs button on the Speed Screen 
2. Highlight the Comp Tab and the other Tab(s) you wish to Comp 
3. Click the Combine Tabs button along the right side of the screen 
4. Select your Reason Code for the Comp 
5. Click Select 

 
How to Comp a Table 

 
1. From the Table View screen, select and highlight the table 
2. Click Options 
3. Click Comp Table 
4. Select the Reason Code for the Comp 
5. Click Select 

 
Transfer Tabs to Tables 

 
1. Select the items that are to be ordered from the Speed Screen 
2. Click the New Tab button 
3. Name the tab 
4. Click the Tabs button from the Speed Screen 
5. Highlight the desired tab that is to be transferred to a table 
6. Click the Options button 
7. Select Transfer To Table 
8. A list of available tables will appear.  Select the desired table. 
9. If the tab is to be transferred to a table with an open check, check the List 

All Seated Tables check box to display tables with open checks 
10. Click Save 
11. Select the server to handle the tab 
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ORDERING: 
Assign a Credit Card to a Tab 

 
1. Select the items that are to be ordered from the Speed Screen 
2. Click the New Tab button 
3. Name the tab 
4. Click the Tabs button from the Speed Screen 
5. Highlight the desired tab 
6. Click Options 
7. Click the Assign Credit Card button 
8. Swipe the credit card to be assigned 

 
Pre-Authorize a Credit Card 

 
1. Select the items that are to be ordered from the Speed Screen 
2. Click the New Tab button 
3. name the tab 
4. Click the Tabs button from the Speed Screen 
5. Highlight the desired tab 
6. Click Options 
7. Click the Assign Credit Card button 
8. Swipe the credit card 
9. Highlight the desired tab 
10. Click the Options button 
11. Click Manual Pre-Auth 
12. Enter the authorization amount 
13. Select the credit card type 

 
Attach Tabs to a Customer Account 

 
1. Select the items that are to be ordered from the Speed Screen 
2. Click the New Tab button 
3. Name the tab 
4. Click the tabs button from the Speed Screen 
5. Highlight the desired tab 
6. Click the Options button 
7. Click the Attach Customer Account button 
8. Select which customer 
9. Click Select 
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ORDERING: 
Tax Exempt a Tab 

 
Note: Prior to being able to tax exempt a tab, several things must be set up 
beforehand.  A Customer Account must be entered with a Tax ID number (pg 
70).  Within the Tax tables section, the tax being applied to the items must be 
checked that it can be tax exempted (pg 19).  Finally, the menu items being 
ordered must be set to allow tax exempted sales.  This can be done by going into 
Categories and checking that the Category can be tax exempted (pg 35). 
 

1. Select the items that are to be ordered from the Speed Screen 
2. Click the New Tab button 
3. Name the tab 
4. Click the Tabs button from the Speed Screen 
5. Highlight the desired tab 
6. Click Options 
7. Click Tax Exempt 
8. Choose the Customer Account 
9. Click Okay 

 
Rename a Tab 

 
1. Select the items that are to be ordered from the Speed Screen 
2. Click the New Tab button 
3. Name the tab 
4. Click the Tabs button from the Speed Screen 
5. Highlight the desired tab 
6. Click the Options button 
7. Click Rename Tab 
8. Type in the new name of the tab 
9. Click Okay 

 
 
 
 
 
 
 
 
 
 



 
 

 

 

 

54 

 

ORDERING: 
Splitting a Tab 

 
1. Select the items that are to be ordered from the Speed Screen 
2. Click the New Tab button 
3. Name the tab 
4. Click the Tabs button from the Speed Screen 
5. Highlight the desired tab to be split 
6. Click the Split Tab button 
7. Highlight the items to be transferred to a separate tab 
8. Click the Transfer Items button 
9. Click Done 
10. Select whether or not to print the newly created tab 
11. Click Save 
12. A new tab will be automatically generated using the original tab name with 
the suffix _1, _2, _3é 

 
Combine Tabs 

 
1. Create two new tabs 
2. Click the Tabs button from the Speed Screen 
3. Select the two or more tabs to be combines 
4. Click the Combine Tabs button 
5. Select which tab to have the other tab(s) transferred onto.  The selected 

tab will remain open as the main tab. 
6. Click Select 

 
Modifying Rounds (Quick Rounds) 

 
Modifying Rounds allows you to quickly reorder any item(s) from an existing tab.  
If a person with an open tab is drinking one type of beer, instead of opening the 
tab and going through the speed screen to add a new order for the same beer, 
the Modifying Rounds feature allows on-the-fly reordering. 
 

1. Click the Tabs button to edit an existing tab 
2. Highlight the desired tab 
3. Highlight which item(s) are to be reordered 
4. Click the Modify Rounds button 
5. Click Send 
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ORDERING: 
How to Re-Open a Check 

 
1. Click Options 
2. Click Re-Open Check 

a. If Re-Open Check is not a viewable button, go through Options > 
Admin > Menu > Options Layout and add the button to the Options 
Screen 

3. Click Load or highlight an employee and click Load to see only their sales 
4. Highlight the desired check 
5. Click Open 

 
Note:  At this point it is as if the check is brand new.  It will need to be assigned 
to a tab or closed out. 
 

 
Combine Checks 

 
1. With multiple checks open, go to Table View 
2. Select one check that is to be combined with others 
3. Click payment 
4. Click the Combine Checks button 
5. A list of any open checks will display.  Select the checks that are to be 

combined with the current open check and click save 
6. Follow through with the payment like usual after the checks have been 

combined 
 
 

Splitting Checks 
 

1. From Table View, select the table 
2. Click Split Check 
3. If Seats are set up, you can split the check by seat by clicking the Split By 

Seat button at the bottom of the screen.  Otherwise, select the items you 
wish to separate onto a new check 

4. Click Transfer Items 
5. When done click Save 
6. Choose yes or No as to whether you wish to print the newly split checks 
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ORDERING: 
Hold Menu Items 

 
When placing an order, it is common to have an appetizer come out first while 
the entrée finishes being prepared.  By selecting to hold menu items on the 
order, it allows the cooks to view which items need to be sent out first or if the 
entire meal is together. 
 
To hold an entrée to allow an appetizer to be served first, perform the following 
steps: 
 

1. Ring in the order 
2. Click the Order Options button 
3. Select the items you wish to be held from the check 
4. Click the Hold button 
5. An H will appear next to the items that are to be held 

 
Release Menu Items 

 
In the case where ice cream or dessert may be order but the customers do not 
want it until they are ready to leave, you can ring the order in as a whole and 
place a hold on the ice cream or dessert.  Then when the customers are ready 
for the ice cream, you can then Release the items for the cooks to know.  The 
already prepared items will be grayed out. 
 

1. Ring the order through and place a hold on the selected items 
2. Open the table or tab 
3. Click Order Options 
4. Highlight the held items and click Release Items 
5. Click Send 
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ORDERING: 
How to Re-Print the Last Receipts 

 
1. Click Options 
2. Click Print Last Ticket 

a. If Print Last Ticket is not a viewable button, go through Options > 
Admin > Menu > Options Layout and add the button to the Options 
Screen 

3. Select Yes or No to the detail 
 

Other than Last Ticket 
 

1. Click Options 
2. Click Re-Open Check 

a. If Re-Open Check is not a viewable button, go through Options > 
Admin > Menu > Options Layout and add the button to the Options 
Screen 

3. Click Load or highlight an employee and click Load to see only their sales 
4. Highlight the desired check 
5. Click Print 
6. Select Yes or No to the detail 
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ORDERING: 
Void Menu Item Off of a Tab 

 
1. Click the Tabs button from the Speed Screen 
2. Highlight the desired tab 
3. Click Open 
4. Select and highlight the items you wish to void 
5. Click Delete 
6. Select the type of Void 
7. Click Void 
8. Select the Reason Code for the Void 
9. Click Select 

 
Void a Menu Item Off of a Closed Check 

 
1. Click Options from the Speed Screen 
2. Click Re-Open Check 

a. If Re-Open Check is not a viewable button, go through Options > 
Admin > Menu > Options Layout and add the button to the Options 
Screen 

3. Click Load or highlight an employee/station and click Load to see only 
their sales 

4. Highlight the desired check 
5. Click Open 
6. Select and highlight the items you wish to void 
7. Click Delete 
8. Select the type of Void 
9. Click Void 
10. Select the Reason Code for the Void 
11. Click Select 

 
Note: Once an old check is re-opened, you must close it or add it to a new tab 
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ORDERING: 
Void a Closed Check 

 
1. Click Options from the Speed Screen 
2. Click Re-Open Check 

b. If Re-Open Check is not a viewable button, go through Options > 
Admin > Menu > Options Layout and add the button to the Options 
Screen 

3. Click Load or highlight an employee/station and click Load to see only 
their sales 

4. Highlight the desired check 
5. Click Open 
6. Click the Select All button on the Speed Screen 
7. Click Delete 
8. Select the type of void and click Void 
9. Select the Reason Code for the void 
10. Click Select 

 
Void a Credit Card Transaction 

 
1. Click Options from the Speed Screen 
2. Click Re-Open Check 
3. Select which employee(s) and terminal(s) to load their closed checks 
4. Click Load 
5. Select the desired check and click open 
6. By opening a closed credit card check, the transaction will be voided 
7. From the speed screen, delete the ordered items to void the entire sale 
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ORDERING: 
Void Reasons 

 
To add additional void reasons, go through the following steps: 
 

1. Click Options > Admin from the Speed Screen 
2. Click Void Reasons 
3. Click New 
4. Type in the reason Description 
5. Click Save and Close 

 
Delete and Modify Void Reasons 

 
1. Click Options > Admin from the Speed Screen 
2. Click Void Reasons 
3. To Delete: highlight the desired reason 
4. Click delete 
5. Click yes 
6. To Modify: highlight the desired reason 
7. Edit the Reason Description 
8. Click Save and Close 

 
Note: Check the Reason Not Available box if you plan on using the reason at a 
later time but currently do not want it as an option.  Uncheck the box when you 
would like to make the reason available again. 
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ORDERING: 
Comp Reasons 

 
To add additional comp reasons, go through the following steps: 
 

1. Click Options > Admin from the Speed Screen 
2. Click Comp Reasons 
3. Click New 
4. Type in the reason Description 
5. Click Save and Close 

 
Delete and Modify Comp Reasons 

 
1. Click Options > Admin from the Speed Screen 
2. Click Comp Reasons 
3. To Delete: highlight the desired reason 
4. Click delete 
5. Click yes 
6. To Modify: highlight the desired reason 
7. Edit the Reason Description 
8. Click Save and Close 

 
Note: Check the Reason Not Available box if you plan on using the reason at a 
later time but currently do not want it as an option.  Uncheck the box when you 
would like to make the reason available again. 
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ORDERING: 
Starting a Table 

 
1. From Table view, select the table 
2. Click New Check 
3. Place the order 
4. Click Send or Send/Print 

 
Add Additional Items to a Table 

 
1. From Table view, select the table 
2. Click Open Check 
3. Add the items the customer ordered 
4. Click Send or Send/Print 

 
Closing the Table 

 
1. From Table View select the table 

c. If you have split checks and only one person wants to pay, select 
only that check 

2. Click Payment 
3. Take payment and issue receipt 

 
Splitting the Table 

 
7. From Table View, select the table 
8. Click Split Check 
9. If Seats are set up, you can split the check by seat.  Otherwise, select the 

items you wish to separate onto a new check 
10. Click Transfer Items 
11. When done click Save 
12. Choose yes or No as to whether you wish to print the newly split checks 

 
Adding Seats to a Table 

 
1. From Table View select the table 
2. Click Open Check 
3. Click Add Seat 
4. Type in the seat number and click Okay 
5. Place the order and click Send or Send/Print 
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Transferring Tables to another Server 
 

1. From Table View select the table 
2. Click the Transfer to Sever button 
3. Select the desired sever 
4. Click Select 
5. He or she must then enter their number and click Okay 

 
Adding Gratuity to a Table 

 
1. From Table View select the table 
2. Click the Add Gratuity button 

a. If you print the check, you will see the gratuity added 
b. Gratuity percentage is set in Options > Admin > Establishment 

 
Removing Gratuity from a Table 

 
1. From Table View select the table 
2. Click the Remove Gratuity button 

a. If you print the check, you will see the gratuity has been removed 

 
Tables Not Active or Showing up At All 

 
Tables Not Active 
 

1. Log into TwoTouch and go into Options > Admin 
2. Select Table Management 
3. Select Settings 
4. In the new window job descriptions will be displayed.  Click on the job 

description you wish to have access to table view and then check Table 
management Options Visible. 

Or 
1. Log into TwoTouch and go to the Options > Admin section 
2. Select Table Management 
3. Select Settings 
4. Select Options 
5. Ensure that Disable table Management is not checked  
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Seat Count and Number vs. Number of Guests 
 

Seat Count: The number of available seats per table.  To adjust this number or 
create a new table, do the following: 
 

1. Click Options > Admin from the Speed Screen 
2. Click on Table Management > Tables 
3. From the drop down arrow, choose your section and then choose your 

desired table.  If creating a new table, click new 
4. On the right, type the description and how many seats are at the table 

next to Seat Count 
5. Click Save 

 
Seat Number: Seat number is the location at which you are sitting at a table.  
When clicking the add seat button from the Speed Screen, this does not 
designate the amount of guests but only a new seat.  To properly ring up a sale 
at a table with multiple guests, do the following: 
 

1. From Table View, select the table and click New Check 
2. The Speed Screen will now read Seat 1.  Place the order for the person in 

Seat 1 at the table 
3. Click Next Seat.  The Speed Screen will now read Seat 2. 
4. Please the order for the person sitting at Seat 2 at the table. 
5. Repeat this process by clicking Next Seat until all the customers at the 

table have ordered 
6. If a fifth person pulls up a chair with a party of four and orders from that 

table, after clicking Next Seat up to Seat 4 you will not be able to óNextô to 
anymore seats.  Click Add Seat to accommodate the fifth customer. 

7. Make their Seat Number 5 
8. Place the fifth personôs order 
9. Send or Send/Print 

 
Number of Guests: The number of guests that is printed on the receipt is 
determined by how many Seats have an order attached to them.  Be sure to use 
the Next Seat button while placing the order to accurately determine the amount 
of guests. 
 
 
Note: The amount of guests on the day prints on the Z Report 
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ORDERING: 
Adjusting Credit Card Tips Using Table Management 

 
1. From Table View click Adjust Tips 
2. Select which transaction you wish to adjust 
3. Enter the tip amount 
4. Click Okay 
5. Click Save 

 
 

Adjusting Credit Card Tips without Table Management 
 

1. Click Payment button (with nothing placed as an order) 
2. Click Adjust Tips 
3. Select which transaction you wish to adjust 
4. Enter the tip amount 
5. Click Okay 
6. Click Save 

Defining Gratuity 
 

1. Click Options > Admin from the Speed Screen 
2. Click Establishment 
3. Type in the Gratuity percentage 
4. Define how you want the Gratuity calculated by clicking the drop down 

menu next to Calculate On 
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ORDERING: 
Creating Discounts 

 
1. Click Options > Admin from the Speed Screen 
2. Click Menu > Discount Setup 
3. If asked to show expired discounts, click no 
4. Click New 
5. Type in the Discount Description 
6. Along the right side, click all the Departments, Categories or individual 

items you wish to make available for Discount 
7. Click the drop down menu next to Applies To and select whether the 

discount is applied before or after taxes. 
8. Click the drop down arrow next to Discount Type to adjust the type of 

discount such as fixed rate, percentage, et cetera 
9. Type in the amount off 
10. Click the Time Available button if you would like to set up a discount that 

will be available for a limited time. 
11. Adjust the dates and time and click add 
12. Click Back and Save 

 
 

Comp Check and Apply Employee Meal 
 

1. From Table View select the table 
2. Click Options 
3. Click Comp Check 
4. Select the Reason Code for the Comp 
5. Click Select 

 
Employee Meal Using Discounts 

 
1. Order the items 
2. Click the Coupons and Discounts button 
3. Click the Employee Discount option 
4. Click Apply Coupon 
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ORDERING: 
Issuing a Gift Card 

 
1 At the speed screen when a customer is purchasing a gift card, swipe the 

card at the speed screen. 
2 The new screen that appears, type in the value for the card. 
3 Click Okay. 
4 Click payment and complete the sale like usual. 

 
 

Redeeming a Gift Card 
 

1. Ring through the order as usual 
2. Click Payment 
3. Click the Gift Card button 
4. Swipe the Card 

 
 
Note: To order Gift Cards, please speak with your sales representative. 

 
 

Examples: 
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ORDERING: 
Loyalty Cards 

 
Loyalty cards are a great way to encourage repeat customers and reward current 
and steady customers.  A loyalty program is often most effective when used as 
buy one get on, buy two get one, et cetera. 
 
Contact your sales representative for more information regarding loyalty cards. 
 

Assigning a Loyalty Card 
 

Note: In order to assign a loyalty card to a customer, you must first have a loyalty 
program set up and in place. 
 

1. Click Options > Admin from the Speed Screen 
2. Click System Settings 
3. Click the Options Layout button 
4. Highlight the Loyalty Card option on the left and place it into the options 

screen to the right and save 
5. Return to the Speed Screen 
6. Click Options > Loyalty Cards 
7. Swipe the loyalty card 
8. Create a New Customer: type in the customer information along the right 

side of the screen 
9. Assign to Current Customer: Click the customer accounts button, 

highlight the desired customer and click select 
10. Click Save 

 
Setting Up a Loyalty Program 

 
1. Click Options > Admin from the Speed Screen 
2. Click Customers > Loyalty Program 
3. Click New 
4. Title the loyalty program (ie: Buy 2 Get 1) 
5. Under Requirements Description, name the requirement (ie: Buy Two) 
6. Use the drop down menus to then navigate through the menu and select 

which item you require the customer to purchase 
7. Next to Item Count type the number of the required purchases before 

being eligible for the reward 
8. Repeat the steps for the rewards section by selecting which item they 

receive as a reward 
9. Click Save 
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ORDERING: 
Loyalty Card Payment 

 
1. Ring the transaction like normal 
2. Click the Payment button 
3. Click the Loyalty/Rewards button 
4. Swipe the card 
5. The sale will now go towards the loyalty card for any open loyalty 

programs 
 

Redeeming Loyalty Rewards 
 

1. Run the transaction as normal 
2. Click the Payment button 
3. Click the Loyalty/Rewards  button 
4. Swipe the card 
5. If rewards are available, a new screen will appear 
6. Click to add all loyalty points.  This will apply any open loyalty rewards to 

the check 
7. If there is an outstanding balance, pay using a different method like 

normal 
 
 



 
 

 

 

 

70 

 

CUSTOMERS: 
Adding Customer Accounts 

 
Customer Accounts are a good way to help make your frequent customers feel a 
bit more valued.  By setting up customer accounts you are able to keep tabs on 
their ordering, their visits and even keep notes on the customer.  Customers can 
have their own customer cards to use at payment.  For more information on 
customer account cards speak with your sales representative. 
 

1. Click Options > Admin from the Speed Screen 
2. Click Customers 
3. Click Customer Accounts 
4. Click New 
5. Input any information that is felt necessary.  You can put in their name, 

phone numbers and address.  You can also adjust whether the account is 
personal or a business account.  Limits can be set on how much can be 
spent as well.  Input any notes on the customer you see fit. 

6. To capture their driverôs license information, click the Capture Driverôs 
License button and swipe the card 

7. To set an account card, if applicable, click the Set Account Card button 
and swipe the card 

8. Click Advanced to input more information and select membership types if 
they apply.  There is also more information you can place in the account 
through the Advanced screen such as e-mail address, driving directions, 
et cetera 

9. Click Back and Save 
 
 

Attaching Customer Accounts to Orders 
 

1. Ring the order up as usual 
2. Hit Payment 
3. Before accepting payment, click the Customer Account button 
4. Select the customer from the list 
5. Click Select 
6. Take payment and finish the transaction 
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CUSTOMERS: 
Adding Membership Types 

 
Membership types can be set up to quickly offer discounts to frequent customers 
and members. 
 

1. Click Options > Admin from the Speed Screen 
2. Click Customers 
3. Click Membership Types 
4. Click New 
5. Type in the membership description 
6. Type in the discount percentage 
7. Click Save and Close 

 
Assigning Membership Types to Customer Accounts 

 
1. Click Options > Admin from the Speed Screen 
2. Click Customers 
3. Click Customer Accounts 
4. Highlight the desired customer account and click Select 
5. Click Advanced 
6. Assign a Member Number or click the óéô button to acquire a member 

number automatically 
7. Click the drop down menu next to Membership Type to assign the 

membership type of choice 
8. Click Back and Save 
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REPORTS: 
Shift Change 

 
Depending on how you run your operation, there are several ways to do shift 
changes.  Below are the common examples: 
 

Running Cash in Drawer Report 
 

1. Click Options > Admin from the Speed Screen 
2. Click the Reports button 
3. Highlight Daily Reports 
4. Select Cash In Drawer Report 
5. Click Run Report 
 

Running an X Report 
 

1. Click Options > Admin from the Speed Screen 
2. Click the Reports button 
3. Highlight Daily Reports 
4. Select X Report 
5. Click Run Report 
 

Running a Server Report 
 

1. Click Options > Admin from the Speed Screen 
2. Click the Reports button 
3. Highlight Daily Reports 
4. Select Server Report 
5. Click Run Report 
6. Select the Employee 
7. Click Okay 

 
 

Print Server Report upon Server Clock Out 
 

1. Click on Options > Admin from the Speed Screen 
2. Click Employee Setup > Job Descriptions 
3. Highlight Sever and click Select 
4. Along the right side, ensure that Print Server Report when Clocking Out is 

checked 
5. Click Save and Close 
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REPORTS: 
Reprinting Historical Cash in Drawer, Close Register, Server and Z Reports 

 
1. Click Options > Admin from the Speed Screen 
2. Click the Reports button 
3. Highlight Historical Reports 
4. Select Reprint Report 
5. Click Run Report 
6. Select the date range 
7. Select the report type that you want 
8. Click Load 
9. Reports will load.  Highlight the report you want and click Print 
 
Note:  When you reprint the Z Report, keep in mind, if you want to see the 
data from the 14th, you must run the report from the 15th since the report will 
run the next morning. 
 

Reprinting Historical Z Reports 
 

Note: This method differs from the previous due to the fact you are selecting 
the days you wish to ass as opposed to reprinting what ran for a particular 
day. 
 
1. Click Options > Admin from the Speed Screen 
2. Click the Reports button 
3. Highlight Historical Reports 
4. Select Sales Report 
5. Click Select Date 
6. Choose your start and end dates for the report 

a. To see sales for one day, the start and end dates must be the same 
7. Click Okay 
8. Click Run Report 
9. Select all items and click Okay 
10. Select all and click Okay 
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Printing a Tax Summary Report 
 

1. Click Options > Admin from the Speed Screen 
2. Click Reports 
3. Under Report Groups select Misc. Reports 
4. Under Reports, select Tax Summary Report 
5. Click Select Dates.  From the calendars, select your start and end date 
6. Click Okay 
7. Click Run Report 
8. Highlight all stations 
9. Click Okay 
10. From here you can print of save the report 

 
 
Note: A sample tax summary report is as follows: 
 

 
Customer Name 

TAX SUMMARY REPORT 
 

RUN BY: Bar Owner ï Main 
DATE/TIME RUN: 06/10/2008 9:55 AM 

 
DATE RANGE: 

06/01/2008 05:00 ï 07/01/2008 05:00 
 

DESCRIPTION  SALES    TAXES 
-------------------- ------------ -------- 

Sales Tax    550.00    39.87 
Liquor Tax   841.89    50.51 
Misc. Tax    392.03    23.53 

 
TOTAL 113.91 

 
 
 

End of Report 
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REPORTS: 
Defining Report Groups 

 
Defining report groups allows you to group together multiple reports that can be 
run all at once.  As opposed to running various individual reports, using report 
groups allows you to run all the reports at once. 
 

1. Click on Options > Admin from the Speed Screen 
2. Click the System Setting button 
3. Click on Report Groupings 
4. Click New 
5. Name the Report Group 
6. Click Save 
7. Click Build Group 
8. Navigate through the lists of reports, select a report to be in the group and 

click Add 
9. Once all the reports have been added to the group, click Back and Save 

 
To Run Custom Report Groups 

 
1. Click on Options > Admin from the Speed Screen 
2. Click the System Setting button 
3. Click on Options Layout 
4. Scroll down the left side, and the report group will be located under RG: 

[Group Name] 
5. Select the report group and click a location on the options screen to place 

the report 
6. Click Save 
7. To run the report, click Options from the Speed Screen 
8. Click the Report Group button that was just added 
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REPORTS: 
Customizing Reports 

 
TwoTouch gives you the ability to edit and modify information that is displayed on 
select reports such as the Z Report, X Report, Server Report and others.  To do 
so, follow these steps: 
 

1. Click Options > Admin from the Speed Screen 
2. Click Report Options 
3. Click the drop down menu under Report Types and select which report 

you would like to edit 
4. Click the up or down arrow under Report Options to switch between page 

one and two of options 
5. Click Save and Close 

 
Run Z Report Every Night Automatically 

 
1. Click Options > Admin from the Speed Screen 
2. Click Report Options 
3. Select Z Report from the drop down menu 
4. Check the box that reads Run automatically each night 
5. Choose the printer from the drop down list 
6. Select which time you would like the report to run each night 
7. Below the time are several more check box options.  Select/deselect all 

that you wish to use 
8. Click Save and Close 

 
Show Report Times as Military 

 
1. Click Options > Admin from the Speed Screen 
2. Click Report Options 
3. Click Advanced 
4. Check the box that reads Show Times as Military Time 
5. Click Back and Save 
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REPORTS: 
Print Labor Reports from Site Manager 

 
1. Click Options > Admin from the Speed Screen 
2. Click the Site Manager button 
3. Scroll down the left side and select Labor Report 
4. Under Date Range click the drop down arrow and select custom 
5. Pick the start and end dates 
6. Click Run 
7. Click the printer icon to print the report 

 
 
 

Breaking down the Labor Report 
 

 
CC Tips: Credit Card Tips 

Decl Tips: Credit & Cash Tips 
Tippable Sales: Sales and Cash Tips 

Tips/Sales: Percentage of Tips to Sales 
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REPORTS: 
E-mail Notifications 

 
E-mail notifications allow setting up TwoTouch to send an e-mail to the registered 
e-mail addresses at the end of the day.  These e-mails consist of various reports 
like the Z and Cash In Drawer reports.  To set this up do the following: 
 

1. Click Options > Admin from the Speed Screen 
2. Click Employee Setup > Email Notifications 
3. If the employee you wish to set up is not listed in the box to the left, 
uncheck the box below that reads óShow only users that have an e-mail 
addressô  This will display all employees in the box 

4. Highlight the desired employee 
5. Type in the e-mail address in the E-mail Address text field 
6. Once typed in select whether you would like the grand total report or the Z 

report 
7. You can also choose to have the report e-mailed at first user clock in by 
checking the óAt First User Clock Inô box 

8. Check the Cash In Drawer Report box if you would like to receive that 
report as well 

9. Click Save 
10. Click advanced 
11. Fill out the available text fields for outgoing e-mail address, e-mail server, 

port, username and password. 
12. Click Send Test 
13. Verify that the e-mail has been sent 
14. Click Save and Save 
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SITE MANAGER: 
 
Site Manager is an external program which is incorporated into TwoTouch for 
further efficiency with information.  To access site manager go through the 
following steps: 
 

1. Click on Options > Admin from the Speed Screen 
2. Click the Site manager button at the bottom of the screen 
3. Site Manager may take a few moments to load, but a small loading box 

will appear to let you know it is opening 
 

Floor Designer 
 

The floor designer application within Site manager allows you to create an 
overhead layout of your seating arrangements.  This makes it much easier when 
multiple seating sections are in place with several wait staff employees working 
at a time.  These tables are used and shown in Table View and allows for more 
ease is seeing open checks and tables with open checks, et cetera. 

 
To access the floor designer, follow these steps: 

 
1. Click on Options > Admin 
2. Click on the Site Manager button 
3. Once Site Manager loads, scroll down the left side of the screen and click 

on Floor Designer 
 

 


