POS Dining Room — Paying a Guest MEAL SUITE
Ticket with Bill to Room

July 15, 2025

Step 1: Assign Guest to Seat

1. When assigning a diner to their seat, you are presented with the Assign a Diner pop-up window
(below). Tap the Seat Guest button at the bottom right of this window.

Search a Diner

A minimum of 3 characters are required to search.

\

SEAT GUEST

2. You may be prompted if the person is a guest of a diner. At this stage, tap No. This question is
inquiring to use the meal plan of a diner, and not bill to room; therefore click No.

I Assign a Guest CLOSE

Is this person the guest of a diner?

3. Place the order for the guest as per standard steps.

Click No at
this stage.
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Step 2: Checkout Process
1. Access the Checkout screen by tapping Checkout.
2. For the guest ticket, tap Pay.
T N
- Evergreen - Table 3 Checkout
Kevin Ul
Subtotal $13.98
1 /
Tax Total $1.82
PRINT PRINT
o Tap s15.50 @& Guest Nancy Si
Checkout Ticket Number 19626892 Ticket Number 19626867
{ Outstanding Balanc $15.80 Seat3 Seat4
5 Delivery Type: ltems in Order Iltems in Order
To Table _ | TIcKET NOTE
} Turkey Marsala $13.98 Chicken Caesar Salad w/Dressing  $8.99
’ ‘ DISCOUNT ‘ ‘ CANCEL ORDER ‘ ﬂ
Tap Pay for the
guest ticket.
Subtotal $13.98 Subtotal $8.99
Total Tax $1.82 Total Tax $1.17
Total Payable $15.80 Total Payable $10.16
Outstanding Balance $15.80 Outstanding Balance $10.16
PAY
3. Tap Bill To Room. The Bill to Room pop-up window appears.
l GUEST
Select Tender Type
Tap Bill to
E2 cash E  cCredit/Debit Room'
=) Gift Card @ Bill To Room
E2  charge To Department
Bill to Room
Search a Diner
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4. Search for and select the diner who will pay for the guest meal.
Bill to Room CLOSE
nancy X
Nancy S
S
""" Live Location Floor 2 | Fair Oaks | Room C | Bed B m
I T S iV
5. Tap Use. The Payments screen refreshes with the diner and the payment amount.
& GUEST ;)
J
Select Tender Type - Bill To Room }g
Selected Room %
;f_:i Nancy Si m %
Please enter the payment amount 3
{
$15.80 |
1 2 3 %
]
4 5 6 $
7 8 9
0 €3 5
3
6. Tap Make Payment. The meal is charged to the diner's bill to room account.
7. Tap Close Ticket.
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