7/17/24,10:31 AM End of Day - Close Tickets on SkyTab POS — Shift4 Knowledge

Employee Process Close Tickets

1. Open your dashboard by tapping on your name in the upper right corner of the screen.

@ HALO CASHIER

ITEMS

2. Tap the Close Open Tickets button to go to the Open Tickets screen.

Halo Cashier

Today, Wed Mar 06 @ 11:42 am

03/06/24 @ 11:42 am

1HR 7 MIN

\ 1HR 6 MIN
Overtime O HR 0 MIN

GO OM BREAK

Open Tickets CLOSE DPEN TICKETS

Pending Tips ADJUST TIPS

Open Drawers/Banks COUNT AND CLOSE

SHIFT HISTORY PRINT SUMMARY PRINT REPORT
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3. Tap on the ticket displayed and then tap Open Ticket.

LOG OUT CALLER ID HOST ORDER CUSTOMER MANAGER

Order #2001 OPEN COMPLETED ONLINE ORDERS

Ticket Summary Payment Summary Dine In
" Halo Cashi
New Ticket o T
Order #2001
Amt Due: $17.00
Hub a Bubbly Champagne $12.00
Crealed at 03:06 PM
© SENT (0 hr, @ mir)
Water You Doing $0.00
& SENT
Words Cannot Espresso $5.00
Subtotal $17.00
Tax $0.00
Total $17.00

OPEN TICKET MANAGE TICKET

TAKE PAYMENT TRANSFER

DESELECT NOTIFY O
VvoID TABLE LAYOUT PRINT ALL DRAWER GIFT CARD CUSTOMERS LOYALTY

4. Here, you can transfer your ticket to another user, void the ticket, or tap Take Payment. Refer to Manage Tickets
on SkyTab POS for additional information. Follow this process for additional open tickets.
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CANCEL Order #2001

Dine In ¥  Ticket Name + 2+

u No Items Added

H Hub a Bubbly Champagne

4\ PRINTING FAILED 3:07pm (O hr, © min)
Water You Doing

A\ PRINTING FAILED 3:07pm (O hr, O min)
Words Cannot Espresso

Subtotal $17.00
Tax $0.00

Total $17.00

ADD PRE-AUTH TAKE PAYMENT

1GUEST + DISCOUNTS

SPLIT TAXES GRATUITIES PRINT

5. Once all tickets are closed, return to your employee dashboard.
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Employee Process Adjust Tips

An employee can adjust their own tips throughout their shift if they choose, but if this is required for clocking out at the
end of the day, you'll need to make final adjustments at this time.

1. Open your dashboard by tapping on your name in the upper right corner of the screen.

@ HALO CASHIER

H ITEMS

2. From the employee dashboard, select Adjust Tips. This takes you to the Pending Tips grid.

Halo Cashier Employee Shift Report

Cashier Halo Punter Cashier

03/06/2024

Report Start Time 1:42AM

Last Login Today, Wed Mar 06 @
Shift Start 03/06/24 ¢
Hours (Shift) 1HR 7 MIN Report Printed Time 031/20%%%24
Hours (Pay Period) 1HR 6 MIN

. 03/06/2024
Overtime 0 HR 0 MIN Clock In 1142AM

03/06/2024

Report End Time 12:49PM

GO ON BREAK Clock Out Eneﬁjlgxgg atm

Regular Hours 12 HR
Open Tickets CLOSE OPEN TICKETS Overtime Hours 0.00 M
Total Paid Hours 112 HR

Pending Tips ADJUST TIPS
Unpaid Break 0.00M

Open Drawers/Banks COUNT AND CLOSE - e

CLOCK OUT SHIFT HISTORY PRINT REPORT

3. Tap which payment you want to adjust and add the tip on the right. Refer to Adjust Tips on SkyTab POS for
additional information.

4. Once your tips have been adjusted, tap the Back button to return to your employee dashboard.
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Employee Process Count and Close Drawers/Banks

1. Open your dashboard by tapping on your name in the upper right corner of the screen.

o

@ Cashier: 7777

sHow ALL @

2. Tap Count and Close to close your employee drawers/banks.

v/ Open Tickets CLOSE OPEN TICKETS
+ Pending Tips ADJUST TIPS
y | Open Drawers/Banks COUNT AND CLOSE

CLOCK OUT

3. When the number pad displays, enter the amount of money you counted for each drawer/bank you have. If you
only have one drawer/bank, enter that one drawer's value. If you have multiple drawers/banks, enter the cash
counted for each drawer/bank one after the other, using the arrows to switch drawers/banks.

Note: The system will display the expected cash already in the field.

ENTER CASH COUNTED

#5 / Matt Geny #1

$200.00

If your actual cash count is different than the expected amount, use the on-screen keypad to enter the correct
amount.

4. Tap Ok when you have finished.

https://shift4.zendesk.com/hc/en-us/articles/20198387059475-End-of-Day-Count-and-Close-Drawers-Banks-on-Sky Tab-POS#h_01H98MYQFANPRAQ...
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Clocking Out at the End of Your Shift

When your shift is over, you will use the Clock Out button, which is found on your Employee Dashboard.

1. Open your dashboard by tapping on your name in the upper right corner of the screen.

2. Here is where you can see an overview of the shift you are about to end. This includes:
» Last login and shift start time
» Hours worked for your shift and pay period
e Gross and net sales
 Ticket counts and more!

Ricki Employee Shift Report
Cashier Ricki Lemons Cashier

031372024

Report Start Time O1:45PM

Last Login Frl Mar 15 @ 3:05 am
L 0313/24 @ 1:45 pm Report End Time
M9 HR 27 MIN
) 120 HR 11 MIN Report Printed Time o 'BL'I?E'EE-‘I:EAQ A
Overtime 0 HR O MIN

03182024
0112PM

031372024

ClockIn O145PM

Clock Out

Employee Stil
Clocked In

i

Regular Hours

Overtime Hours
Open Tickets CLOSE OPEN TICKETS
Total Paid Hours
Pending Tips ADJUST TIPS Urpaic Break
Total Houwrs
Open Drawers/Banks COUNT AND CLOSE R
Tip Summary
CLOCK OUT
SHIFT HISTORY PRINT SUMMARY PRINT REPORT

3. Tap the Shift History button to view a detailed history of your recent shifts. Use the Print button at the top right
corner of the screen if you wish to have a printed copy.

4. To the right of your employee dashboard is your Employee Shift Report.

5. Review the checklist in the lower left corner. This is where you can see the number of tickets you have open, the
number of pending tips you need to adjust, and the number of drawers/banks that need to be closed. At the very
least, you need to close or transfer your open tickets before the Clock Out button is available. Note that your
employer may also require you to complete all of the tasks in the checklist before clocking out.

Note: If your job setting for Clock Out Restrictions is set to Complete Tickets, you do not need to adjust tips or

https://shift4.zendesk.com/hc/en-us/articles/16138257937939-Log-Out-Clock-Out-on-Sky Tab-POS 1/2
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perform a cash count.

Ricki

Cashier

Last Login

Open Tickets

Pending Tips

Open Drawers/Banks

Log Out/Clock Out on SkyTab POS — Shift4 Knowledge

Employee Shift Report
Ricki Lemans
Report Start Time
Frl Mar 15 @ 3:05 am
03/13/24 @ 1:45 pm Beport End Time
119 HR 27 MIN
120 HR 11 MIN Report Printed Time
O HR O MIN

Clock In

Clock Out

Regular Hours

Overtime Hours

ADJUST TIPS Unpaid Break

Total Howrs

COUNT AND CLOSE

Tip Summary

SHIFT HISTORY PRINT SUMMARY

031872024
O1:12FM

031872024
O1A2PM

0313/2024
OT45PM

Employee Stil

Clocked In

000 M
14,58 HR
000 M

14.58 HR

PRINT REPORT

6. If you need to take care of Open Tickets, Pending Tips, or Open Drawers/Banks, proceed to close out these

items.

7. Once the checklist is complete, press the Clock Out button.

«/ Open Tickets

+~ Pending Tips

v/ Open Drawers/Banks

8. A pop-up message asks if you are sure you want to Clock Out and End your Shift. Select OK to clock out. You

CLOSE OPEN TICKETS

ADJUST TIPS

COUNT AND CLOSE

will be clocked out of the system, and your shift has ended.
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