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POINT OF SALE SYSTEM OVERVIEW

The ServicePoint Point of Sale (POS) system 
contains four main components:

 • Point of Sale touch-screen registers

 • ServicePoint Store Management (SPSM)

 • ServicePoint Enterprise (EP)

 • Kitchen Production System (KPS)

The POS touch-screen registers provide 
customer service functionality in the 
Restaurant. This is where orders are entered 
and transactions are handled. These can be 
orders that are placed by customers at the 
counter or in the drive-thru. 

ServicePoint Store Management is accessed via  
@Chick-fil-A (www.cfahome.com). Using your  
@Chick-fil-A credentials, log in to @Chick-fil-A 
and navigate to Reports & Tools > ServicePoint 
Store Management. Click here for the 
ServicePoint Store Management User Guide.

ServicePoint Enterprise is another web-based 
component of the POS system. Operators can 
access this component from @Chick-fil-A. 
Through this application, item prices can be 
changed and register buttons can be locked.

The Kitchen Production System provides 
communication from the POS registers to the 
kitchen staff members and expeditors.

The diagram illustrates the interaction of these 
components.

Kitchen
Production System

POS Touch
Screen Register

ServicePoint Store
Management

ServicePoint
Enterprise

https://www.cfahome.com/
https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf
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POINT OF SALE BASIC FUNCTIONS

Overview
The POS terminals are used to perform 
customer transactions and manager functions. 
The data collected by the POS is then used to 
generate reports to help analyze Restaurant 
operations. 

The POS performs the following functions:

 • Store Management: facilitates management 
of site operations and site reports

 • Guest Transactions: handles basic ordering, 
order modification, cash tendering, and 
discount transactions

The POS hardware consists of the following 
components:

 • Registers, iPOS on iPads, and POS tablets

 • Payment terminal

 • Scanner

 • Receipt printer

 • Guest locator printer

 • Specials printer (for more information about 
the specials printer, click here)

 • Cash drawer

 • KPS, which includes monitor, kiwi, and bump 
bar

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_148452.pdf#Specials Printers
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Screen Layout

The starting point for becoming familiar with 
ServicePoint software is the screen layout. 
Restaurant transactions are initiated on the 
POS register. Keep in mind that online or Mobile 
Orders are initiated by the customer using 
a different platform that feeds into the POS 
system. 

There are several components on the screen 
layout to identify:

A. Navigational Tabs

B. Menus

C. Virtual Receipt

D. Task Bar

E. Network Icons

A

B

C

D
E
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Navigational Tabs
The left column on the POS menu screen 
contains a series of buttons that are referred to 
as navigational menu tabs. Each tab represents 
a category of food and retail items. The Team 
Member presses the appropriate tab to view 
the desired menu. The tab selected darkens to 
represent the active menu displayed:

A. The Entrees/Meals button is selected and 
shows the Entrees/Meals menu.

B. Press a different navigational tab to display 
other parts of the menu.

A

B
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Menus

The POS menus are groups of related items that 
the Team Member uses to enter orders into the 
system. The active menu displayed corresponds 
with the navigational tab selected. 

In the example above, the Breakfast screen is 
displayed. Spending time navigating through 
each menu tab and becoming familiar with the 
items found on each tab benefits the Team 
Member in the speed, accuracy, and comfort of 
order-taking on the POS.
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Virtual Receipt
The right side of the screen layout displays 
the virtual receipt. The name of the signed-in 
cashier and the current transaction number 
appear in the blue bar at the top. The virtual 
receipt also includes the order destination, the 
customer name, the status of the order, and 
the ordered items with the associated costs, as 
well as the total transaction amount and change 
once the order is finalized as shown on the 
right:

A. Transaction Number

B. Order Status

C. Cashier’s Name

D. Destination

E. Customer Name

F. Order Items

G. Scroll and Quantity buttons

A

B

C

D

E

F

G
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Task Bar

The task bar is the row of purple buttons residing at the bottom of the POS menu screen. This bar 
allows easy access to Menu, Setup, POS, and Store Management functions. Only specified terminals 
have access to the Store Management functionally; therefore, the Store Management button does 
not display on all POS terminals in a Restaurant. Add the Store Management button to additional 
POS terminals by contacting Chick-fil-A HELP at 800-232-2677 and press 1 for Chick-fil-A HELP’s IT 
Support. This table describes the function of the buttons on the task manager bar:

Button Function

Menu This button toggles between three views. To access a different view on the task bar, 
press the Menu button. Continue pressing Menu until all three views have displayed. 

Setup The Setup button allows access to the POS control panel. The terminal can be rebooted 
or shut down from this screen. Additionally, a Team Member can press the Clean Screen 
button on the Setup screen to temporarily deactivate the touch screen to allow for 
cleaning.

POS The POS screen displays groups of related item buttons that the Team Member uses 
to enter orders into the system. Examples include the Entrees/Meals menu and the 
Condiments menu.

Store 
Management

The Store Management screen provides access to managerial functions such as opening 
a cashier and printing reports.
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Menu and Menu Alarms
The Menu button in the bottom-left corner 
generally remains unused during a normal 
shift. If the Menu button is pressed, it toggles 
through three positions: Menu, Menu Alarms, 
and Menu Hot Keys. When there is an alarm, the 
Menu button automatically toggles to the Menu 
Alarms mode to show the current alarm. Alarms 
typically relate to the receipt printer and the 
ServicePoint POS server. A cash alert message 
indicates that the cash drawer has reached the 
limit set by management. Address the situation 
and then press the Menu Alarms button twice 
to return to the normal Menu mode of the Task 
Manager Bar buttons. Team Member contest 
information and Team Member messages also 
display on the task bar next to the Menu Alarms 
button.

Some messages alert that the register needs 
to be restarted. If changes are made in 
ServicePoint Store Management or if there is 
an upgrade available — most often due to files 
generated to the registers from ServicePoint 
Store Management — a maroon bar displays in 
the Task Manager Bar. When time permits, press 
the button to acknowledge the notification. This 
does not restart the register; however, a reboot 
is required for the updates to take place.

When other changes are made, including 
those made through Team Member User 
Administration (TMUA) or basic changes in 
ServicePoint Store Management, a green 
notification button displays in the Task Manager 
Bar. Touch the green button to acknowledge the 
notification. This does not reboot the register. 
A reboot is not necessary to accept these 
changes. This simply notifies the user that the 
changes have been sent to the register. This 
must be completed on each register.
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Setup
The Setup screen is where various POS features can be adjusted. Press the Setup button on the Task 
Manager Bar to access the screen below. The features below can be adjusted on the Setup screen.

Button Function

Volume This button adjusts the volume of the register. When pressing the POS buttons, a 
beep is emitted.

Video This button adjusts the brightness and contrast of the monitor for better viewing.

Clean Screen This button deactivates the touch screen for 15 seconds for cleaning. Use a damp 
towel using water only to clean the POS screen.

Screen Saver This button allows the user to determine the length of inactivity on the register 
before the screen saver is applied. Do not disable.

Memory Info This button displays memory capacity and usage of the POS terminal.

Reboot System This button reboots the individual POS terminal.

Complete System 
Shutdown

This button powers down the individual POS terminal.

Calibration This button calibrates the POS touch screen. 

ServicePoint 
Version

This information at the bottom of the Setup screen provides the current ServicePoint 
version.
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Network Icons
The Network Icons are the green icons located 
in the bottom-right corner of the POS terminal. 
These icons represent the POS terminal’s 
connectivity, memory, and storage. Refer to the 
following for definitions of each icon:

A. This icon represents the POS terminal’s 
connectivity to the network.

B. This icon represents the POS terminal’s 
memory. For more information about the 
memory, press Setup > Memory Info. If a 
POS frequently freezes, there could be an 
issue with its memory.

C. This icon represents the POS terminal’s 
storage. This is important when a POS is 
offline and orders are stored locally. The 
terminal must have enough storage to hold 
the orders.

Clock In/Out
The POS terminal is used to record Team 
Member time. The POS provides a portal 
through which Team Members clock in when 
they start a work shift and clock out when 
they finish a shift. The POS works with the 
Chick-fil-A Time Punch application to keep 
accurate records for each Team Member. 
Every non-salaried Team Member must clock 
in and out for payroll purposes. For labor to be 
accurately represented on the Labor Report, 
it is also necessary for salaried employees to 
clock in and out. The clock-in and clock-out 
process can be done at any POS terminal in the 
Restaurant. Before signing into a register to take 
orders, a Team Member must first clock in.

A B C

NOTE

If a register is not in use, it displays the Sign In 
screen. Team Members can clock in or out from this 
screen, or from a register that is in use, provided 
the register does not have a transaction in progress.

A Team Member may not clock out if still signed in 
to a POS terminal. 

https://www.cfahome.com/cs/groups/it-login/documents/webcontent/cfaweba_198376.pdf
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Team Members can clock in/out from any POS, 
iPads included. To clock in/out, follow these 
steps:

1. From the Sign In screen, enter the Team 
Member PIN using the numeric keypad on 
the screen. Asterisk symbols display in the 
text box in place of numbers for security 
purposes.

2. Press the Clock In button on the Sign In 
screen to begin a work shift.

3. Confirm the health acknowledgment. 
 

 
 
 
 
 

4. The Time Clock Confirmation window 
displays to alert the Team Member of a 
successful time punch. Press the Done 
button to return to the POS menu screen. 
The virtual receipt displays the Team 
Member’s name, the status, and the time. 
 
 
 

1

2

3

NOTE

The health acknowledgment can be enabled in 
ServicePoint Store Management by navigating to the 
Site Option Override package and setting Enable 
Health Prompt at Clock in to Acknowledgment.  

4
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5. To clock out at the end of a work shift, 
press the Other Functions button located 
on the right side of the POS menu screen.

6. Press the Time Clock button on the Other 
Functions screen.

7. Enter the Team Member PIN with the 
numeric keypad and press the Clock Out 
button. The Time Clock Confirmation 
window displays, alerting the employee of 
a successful time punch.

8. Press the Done button to return to the 
Time Clock screen; then, press the Go 
Back button to return to the POS menu 
screen. The virtual receipt displays the 
Team Member name, the status, and the 
time.

5

6

NOTE

A time clock receipt prints when a Team Member 
successfully clocks in or out. Team Members can 
collect these receipts for personal records.
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Breaks
Paid and unpaid breaks can be recorded using 
the POS. 

A. To record a paid break, Team Members 
use the On Paid Break and Off Paid Break 
buttons on any POS terminal.

B. To record an unpaid break, Team Members 
use the Clock Out and Clock In buttons to 
reflect that the break is intended as unpaid 
off-the-clock time.

To facilitate break administration and payment, 
Operators have the ability to set a Minimum 
Unpaid Break Duration in Time Punch. Any 
break shorter than the Minimum Unpaid Break 
Duration is automatically treated as paid time, 
even if at the outset the employee used the 
Clock Out button because he intended to take 
a longer unpaid break. Review the Paid and 
Unpaid Breaks documentation to learn more 
about how the Minimum Unpaid Break Duration 
can be configured in Time Punch.

Sign In/Out
A Team Member who will work on the POS 
terminal as an order taker or cashier must sign 
in to the POS terminal to take orders. While 
it does not matter which POS terminal she 
uses to complete the clock-in function, the 
Team Member only signs in to her assigned 
POS terminal with her assigned cash drawer. 
If a Team Member is configured as Clock In 
Required in TMUA, she must clock in before she 
can sign in to the POS. If a Team Member is set 
up as Clock In Not Required, she can sign in to 
a POS prior to clocking in. The Sign In screen is 
the default screen whenever a terminal is not 
assigned to a cashier.

NOTE

Notifications are available in ServicePoint Store 
Management to assist the Operator in monitoring 
timekeeping activities in the Restaurant. Please 
review the Break Management section of the 
ServicePoint Store Management User Guide 
for further instruction on how to utilize these 
notifications. 

It is possible for an Operator to remove the On 
Paid Break and Off Paid Break buttons from the 
POS Sign In screen through the Utilities package 
in ServicePoint Store Management. See the Site 
Option Override section of the ServicePoint Store 
Management User Guide for further instruction on 
how to make this change.

B

A

NOTE

If the Auto Shift Create On Sign In option in 
ServicePoint Store Management is turned off, 
management must open a shift for each Team 
Member before he can sign in to a terminal. A Team 
Member must be identified as a POS User in TMUA 
for the Team Member’s name to display in the list 
when a manager opens a shift. Managers can open 
cashier shifts from ServicePoint Store Management 
or from Store Management on manager-designated 
POS terminals. For directions on how to open a shift 
at the POS, click here. If the Auto Shift Create On 
Sign In option is turned on, it is not necessary to 
open cashier shifts.

Only one Team Member can sign in to a specific POS 
at a time.

https://www.cfahome.com/cs/groups/it-login/documents/webcontent/cfaweba_198376.pdf#OPTIONS
https://www.cfahome.com/cs/groups/it-login/documents/webcontent/cfaweba_198376.pdf#OPTIONS
https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=44
https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=78
https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=78
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Sign In
Follow the steps below to sign in:

1. Enter the Team Member PIN on the 
numeric keypad. Asterisk symbols display 
in the text box for security purposes.

2. Press the Sign In button. The POS menu 
screen displays.

3. Verify the sign-in by looking at the blue bar 
at the top of the virtual receipt to view the 
appropriate cashier name. 
 

Sign Out
When a Team Member has completed his shift 
on the register, it is necessary to sign out of 
the POS. This closes the register and allows 
another Team Member to sign in to the terminal. 
Once the Team Member has signed out of the 
register, it displays the Register Closed status 
on the guest display. A Team Member typically 
signs out of the register when he is finished 
working or going on a break; however, the Team 
Member should first have the manager remove 
the cash drawer and obtain his financial report. 
This allows the drawer to be counted for cash 
reconciliation.

1. Press the Other Functions button on the 
right side of the POS menu screen.

2. Press the Sign Out button found on the 
top row of the Other Functions menu.

3. The Team Member is signed out of the 
register and the Sign In screen displays.

2

3

NOTE

A manager can use his assigned manager (MGR) 
card to sign into a register. It is not recommended 
for a manager to sign in to a register that a Team 
Member will operate. When an employee signs in 
to a register, the register allows any and all security 
permissions assigned to that employee, manager, 
or Team Member to be performed on that register. 
Best practices dictate that only the person signed 
into a register perform transactions on that register.

1

2

1

NOTE

Once a Team Member is signed out, it is no longer 
possible for him to enter orders; however, that 
Team Member is still on the clock until the Clock 
Out function has been completed.

If a Team Member signs out of one POS and signs 
in on a different POS, the cash drawer should move 
from the original POS to the new one.
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Lock a POS
At times, it is necessary for a Team Member to 
step away from his register for a moment. If the 
Team Member is away for just a few minutes, 
it is not always necessary to sign out of the 
register and remove the cash drawer. Instead, 
a manager may instruct him to lock the POS so 
that no one else can operate it.

1. Press the Other Functions button on the 
right side of the POS menu screen.

2. Press the Lock POS button. 

3. The Enter PIN to Unlock Terminal screen 
displays. Unlock the POS by entering the 
Team Member PIN and pressing Unlock.

Enter a Transaction
To begin entering a customer’s order, a Team 
Member must first be signed in to a POS 
terminal. 

To enter an order, navigate to the appropriate 
POS menu that contains the first menu item 
desired by the customer. Touch each item that 
the customer orders using the touch screen. 
Continue navigating between screens and 
touching menu item buttons to add items to the 
order. After all desired items are entered, read 
the order back to the customer before totaling. 
The entered menu items display in order in the 
virtual receipt.

3

1

2

NOTE

If necessary, a manager can unlock a terminal 
using the Force Sign-Out function from Store 
Management on the POS or from ServicePoint Store 
Management on @Chick-fil-A. Click here to learn 
how to use Force Sign Out.
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NOTE

It is possible to turn off the auto-navigation to 
a meal sub-screen in Site Option Override in 
ServicePoint Store Management.

3

2
1

4

NOTE

Transactions that contain meals without beverages 
cannot be tendered.

While the customer has the option of changing the 
beverage to a large in a meal, he cannot change 
the beverage to a small in a meal. If the customer 
wants a small beverage, it is necessary to enter the 
items of the transaction a la carte. Use the Meal 
Breakout option on the Other Functions screen if it 
is necessary to break an already entered meal into  
a la carte items.

Enter a Meal
1. Navigate to the Entrees/Meals screen by 

pressing the Entrees/Meals button on the 
left side of the POS menu screen. 

2. Press the desired meal button. Meal 
buttons are gold and are located on the 
top three rows of the menu. The meal 
displays in the virtual receipt and the 
components that compose the meal 
display indented under the meal name.

3. The screen automatically switches to the 
Sides screen, allowing the Team Member 
to select the desired side to accompany 
the meal.

4. Once a side is selected, the Beverage 
Substitution screen displays. It is critical 
to enter the beverage flavor so the proper 
beverage can be accounted for and 
prepared. Meals are priced with a medium 
beverage; however, the customer can 
request a large beverage at an additional 
charge.

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=78
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Enter a la Carte Items
Some customers order items from the 
Chick-fil-A menu a la carte. This means that 
a full meal including an entrée, side item, and 
a beverage is not included. An example of a la 
carte items would be an order that includes a 
Chick-fil-A sandwich and a milkshake. To enter 
a transaction of this type, navigate to each of 
the needed menus and press the item button 
for each of the desired items. The entrée items 
are displayed on blue buttons. If a sub-menu 
exists for an item, it displays when the item is 
selected.

NOTE

All beverage flavors default to the medium size 
whether included in a meal or purchased a la carte. 
To change the size of the beverage, touch the 
beverage in the virtual receipt and press the desired 
size on the Beverage screen. 

Modify a Transaction
When placing an order, it is common for a 
customer to request variations on the items 
ordered. Some modifications that can be made 
to an order include the following: addition/
subtraction of condiments, modification of item 
sizes, and adjustment of item quantities.

Condiments
A condiment refers to an item or ingredient that 
can be added to food to enhance its flavor. For 
example, butter and pickles are condiments on 
the Chick-fil-A sandwich. Some customers may 
request changes to the way an item is prepared 
by either adding or removing condiments from 
it. To meet these requests, it is necessary to use 
the condiment buttons.
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To add or remove condiments, follow the steps 
below:

1. Touch the desired menu item in the 
virtual receipt. The item is highlighted 
and depending on the item, one of the 
following occurs:

a. If the entrée item is a la carte, the 
appropriate Condiments screen displays 
only once upon initially entering the 
item. If a meal is entered and the Team 
Member selects the entrée item within 
the meal on the virtual receipt, the 
appropriate Condiments screen for that 
item displays. 

b. In some cases, the Team Member must 
manually navigate to the Condiments 
screen. For example, when waffle fries 
are entered, the register does not 
automatically navigate to a condiment-
related screen because it is not typical 
to modify waffle fries. If a customer 
requests waffle fries with no salt, 
manually navigate to Condiments and 
press No Salt. 

2. Press the Plus or Minus button and press 
the desired condiment. The condiment 
indents with a plus or minus sign below the 
ordered item.

1A

2

NOTE

Once the Plus or Minus button has been pressed, 
it remains as plus or minus until changed. For 
example, in the image to the right, plus was pressed 
to add tomato and then the minus button to remove 
butter. It was not necessary to again press the 
minus button to subtract pickles since the POS was 
in minus mode. When a new order is started, the 
default returns to the Plus sign.

1B

2
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3. If the desired condiment is not shown on 
the screen, press the Open Comment 
button. This button is found on the 
Condiments menu, as well as the Sandwich 
Condiments screen. 

4. Type the specific request and touch 
Finalize Entries.  
 
 
 
 

5. This information displays on the KPS for 
the kitchen staff and expeditor, as well as 
on the customer receipt and the virtual 
receipt.

3

NOTE

The Operator has the ability in ServicePoint Store 
Management to configure how the Open Comment 
field operates. It can be set by the manager to 
display on the KPS monitor and customer receipt, to 
only display on the KPS monitor, or to be disabled. If 
this feature is not functioning properly, check with a 
manager to confirm the settings.

If a Team Member attempts to add an invalid 
condiment, an error message displays on the 
screen, preventing the addition. For example, 
cheese is not a valid condiment that can be added 
to a Coke. This error most often occurs when a 
Team Member accidentally selects the wrong item 
to modify in the virtual receipt. 

NOTE

Only add a condiment once, even if multiple items 
are ordered. For example, if a customer orders 
two Chick-fil-A sandwiches with cheese, a Team 
Member should enter the sandwich and change 
the quantity to 2 using the Quantity button. Then, 
the Team Member presses the Plus button and the 
Cheese button. If a Team Member changes the 
quantity of cheese to 2, the customer pays for and 
receives double cheese on each sandwich.

4

5

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=88
https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=88


POS User Guide
24 

Change the Contents of a Meal
While a typical Chick-fil-A meal consists of an 
entrée, a medium waffle fry, and a medium 
beverage, it is possible to change the contents 
of a meal if the customer requests it.

Follow the steps below to change the contents 
of a meal:

1. Enter the desired meal. The meal displays 
with the standard price, which includes 
the entrée, medium waffle fry, and a 
medium fountain beverage. Lemonade 
costs slightly more.

2. If the customer requests a large waffle fry 
instead of the medium waffle fry, the Side 
Substitution – Meal screen displays. Touch 
the Large Waffle Fry button. It is possible 
to select any of the side items shown on 
this screen. When changes are made to 
the side item, the price increase displays 
next to the item if an additional charge is 
associated with the change.

3. Press Done after making the appropriate 
selection.

2

3

1

NOTE

Substituting side items for Breakfast and Kid’s Meals 
is possible. Adjust the side items and beverages by 
highlighting the line item in the virtual receipt. The 
POS automatically navigates to the appropriate 
screen and adjusts meal prices based on the 
selections made. 
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Modifiers
Modifiers refer to the size of side items and 
beverages. Small, medium, and large are 
examples of modifiers. The modifier is always 
entered after the item. Modifier buttons are 
used for all beverages and side items except 
waffle fries, fruit cups, and soups. Beverages 
have their own modifier buttons of KD, SM, 
MD, and LG, while all side items use the yellow 
buttons labeled: small, medium, large, and 
serves four.

Modify a Beverage

Follow the steps below to modify a beverage 
size:

1. Press the desired beverage flavor.

2. The beverage size defaults to medium. To 
change the size to a kid’s, small, or large, 
press the appropriate modifier button.

Enter Multiple Quantities
Use the Quantity button below the virtual 
receipt to enter the desired quantity. 

1. Press the item button for the desired 
item. A quantity of one item displays in the 
virtual receipt.

2. Press the Quantity button. The Quantity 
Change screen displays.

3. Do one of the following:

a. Press one of the green number buttons.

b. Enter the desired quantity using the 
number pad and press Enter.

4. The virtual receipt displays the new 
quantity next to the item.

1

2

4

2

3A

3B



POS User Guide
26 

Modify the Quantity
If a customer changes his mind about the 
quantity of an item after a Team Member enters 
it, modify the quantity. If the quantity of an item 
changes, the condiment associated with it also 
reflects the change. For example, if a customer 
orders one Chick-fil-A sandwich with lettuce 
and that item is changed to two sandwiches 
using the Quantity button, lettuce is added to 
each sandwich and the customer is charged 
for lettuce on each. If the customer orders 
an additional sandwich but does not want 
lettuce on it, enter the Chick-fil-A sandwich 
as an additional line item instead of changing 
the quantity of the original sandwich to three. 
The quantity of the condiments changes 
proportionately to the item quantity change. 

To change the quantity of an item, follow these 
steps:

1. Touch the name of the desired item to 
modify in the virtual receipt. The item 
becomes highlighted. 

2. Press the Quantity button and do one of 
the following:

a. Select one of the numbered buttons.

b. Enter the desired number using the 
number pad and press Enter. 

1

2B

2A

2
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NOTE

Once the order is totaled by pressing the Tender 
button, a Team Member cannot decrease the 
quantity of an item without the approval of a 
manager. This permission can be changed in the 
Security Operations package of ServicePoint Store 
Management.

3

3. The virtual receipt displays the new 
quantity in front of the item. All items in 
the virtual receipt have the corresponding 
quantity to the left of the item, and 
the prices reflect the number of items 
ordered.

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=13
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Split Quantity
When a customer orders multiple quantities of 
a particular meal, he may not want all of the 
items prepared the same way. For example, a 
customer may order three Chick-fil-A sandwich 
meals, but wants to add cheese to only one. 
If the Prompt for Sub-Item Quantity option 
located in Site Option Override in the Utilities 
folder of ServicePoint Store Management is 
set as Yes, when the sandwich in the meal is 
highlighted and the cheese added, the Team 
Member is prompted to enter the quantity that 
will receive that modification. If this option is 
set as No, the Split Quantity function found on 
the Quantity screen can be used.

When the Prompt for Sub-Item Quantity is set 
as Yes, follow the steps below to modify a meal 
item where the quantity for the meal ordered is 
greater than one:

1. Touch the sub-item in the meal. In this 
example, three Chick-fil-A sandwich meals 
have been ordered and the sandwich item 
is the item the customer would like to 
modify. 
 

2. Make the desired modification; for 
example, press the American Cheese 
button. The Enter Substitution Quantity 
screen displays.

1

2

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=78
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4

3

3. Enter the number of Chick-fil-A 
sandwiches that will have American cheese 
and press Enter. 
 
 
 
 
 
 
 
 
 
 

4. The meals split in the virtual receipt 
based on the number entered in the Enter 
Substitution Quantity box.
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When the Prompt for Sub-Item Quantity is 
set as No, follow the steps below to use the 
Split Quantity function to modify a meal item 
in which the quantity for the meal ordered is 
greater than one:

1. Touch the name of the desired item to 
modify in the virtual receipt. It becomes 
highlighted.

2. Press the Quantity button. 

3. Using the number pad, press the number 
to split off from the existing number and 
then press Split Quantity. 

 

4. The number of meals entered on the 
number pad separates from the original 
group and each group can be modified 
separately. Highlight the meal to modify as 
needed. In this example, the single Meal 1 
has cheese added to the sandwich.

3

4

NOTE

The Split Quantity button is also found on the Other 
Functions screen.

NOTE

If the Team Member fails to enter a number amount 
before pressing the Split Quantity button, the 
register splits only one of the menu items off of the 
original entered amount.

1

2
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Consolidate Menu Items
Instead of using the Quantity Change screen 
to enter multiple quantities of menu items, 
Team Members can press the menu item button 
repeatedly to get the desired quantity. This 
occupies space on the virtual receipt. Instead 
of canceling the menu items to delete the extra 
lines, a Team Member can use the Consolidate 
button and join the similar food items together 
into one line.

Consolidate Multiple Entries
1. Enter multiple like items to the 

transaction. 

2. Press the Quantity button. 
 

3. Locate and press the Consolidate button. 
All like items consolidate.

NOTE

The menu items automatically consolidate when the 
Team Member presses Tender, but it is helpful to 
consolidate prior to pressing Tender as it makes it 
easier to read the order back to the customer.

The Consolidate button is also found on the Other 
Functions screen.

1

3

2

3
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Enter Guest Information
Many Restaurants choose to use a customer’s 
name, clothing descriptors, or table markers to 
help the server match an order with the proper 
customer. To use this feature, follow these 
steps:

1. Press the Guest Info button found on the 
Condiments screen or on the right-side 
menu bar. 

2. Enter the Table Marker and Guest Name 
for dine-in orders or enter a description 
of the customer’s clothing and the 
customer’s name in the appropriate fields 
for carryout orders.

3. If the order is carryout and the Clothing 
field is used, touch Clothing Shortcuts to 
view the available adjectives and articles 
of clothing. 

4. Press Enter > Finalize Entries.

NOTE

The Guest Info screen can be configured to auto-
prompt at the conclusion of a transaction. This 
setting is found in Destination Override in the 
Utilities package of ServicePoint Store Management.

NOTE

An adjective cannot be used without an article; 
however, an article does not require an adjective. 
For example, a Team Member cannot select Green 
and press Enter because an article is required; but 
a Team Member could select Hat and not select an 
adjective to describe the hat.

The Name and Clothing fields allow up to 36 
characters. When configured, this information 
prints on the KPS service receipts in addition to the 
KPS monitor. This includes all 36 characters if the 
fields were maximized.

1

1

2

3

4

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=51
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Use Seat Totals

Front Counter
If there are multiple customers in a party with 
one person paying for the entire order, the Seat 
Totals button can be used. To accomplish this, 
follow the steps below:

1. Enter the first customer order.

2. Press the Other Functions button. 

3. Press Seat Total. 
 
 
 

4. Press Go Back. Repeat steps 2-4 with 
each new order. 
 
 
 
 
 
 
 
 
 

5. Touch the Seat # in the virtual receipt and 
the Seat Name Entry screen displays.

1

2

5

4

3

5

5
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6

8

7

6. Enter the Guest Name in this field to help 
with the order distribution.

7. Press Enter. 
 
 
 
 
 
 
 

8. When all orders are entered, press Tender 
and tender the transaction as usual.
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Drive-Thru
If there are multiple customers in a single 
vehicle who want to pay for their meals 
separately, the Seat Totals button can be used. 
To accomplish this, follow the steps below:

1. Enter the first customer order.

2. Press the Seat Total button. 

3. Touch the Seat # in the virtual receipt and 
the Seat Name Entry screen displays. 

4. Enter the Guest Name to help with the 
order distribution.

5. Press Enter.

6. When all orders are entered, press Tender.  
 
 
 
 
 
 

7. The Select Seat(s) to Tender screen 
displays. Do one of the following:

a. Select a single seat to tender and press 
Tender Selected. 

b. Press Tender All to tender as a large 
group order.

7A

1

2

4

5

7A

7B

3
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Destination
The Destination feature is used to indicate to 
the expeditor how to present a customer’s 
order. When a customer places an order at the 
counter, there are typically two destination 
types between which a Team Member chooses: 
Dine In and Carry Out. Specifying a destination 
allows the expeditor to know whether to place 
the food in a bag or on a tray. A destination can 
be assigned to an order at any time before the 
transaction is tendered and finalized. Once the 
transaction is finalized, the destination cannot 
be changed on the POS menu screen. It can 
increase speed of service and prevent re-work 
if Team Members are trained to request the 
destination at the beginning of the order. All 
orders placed at the counter default to Dine In 
unless otherwise specified.

NOTE

The Destination Required feature is available for 
the counter POS terminals if desired. This feature 
forces the Team Member to select a destination 
at the start of an order. If this feature is activated 
and a Team Member presses an item button before 
selecting a destination, a prompt displays, forcing 
the Team Member to make a destination selection 
before continuing. This feature can be configured 
by using the Destination Override option in the 
Utilities package of ServicePoint Store Management. 
Click here for further instruction on configuring this 
feature.

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=51
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Select a Destination
1. Press the Dine In button or the Carry Out 

button found on the upper-right side of 
the POS menu screen. 

2. Complete the customer’s order as usual.

NOTE

All front counter orders default to Dine In. All 
drive-thru orders are automatically assigned the 
destination of Drive-Thru.

The Pick Up and Delivery destinations are also 
possible as destination choices. Users navigate 
to the Other Functions screen and select the 
Destination Lookup button to access these 
destinations or use the Destination Override 
function in the Utilities package of ServicePoint 
Store Management to configure which destinations 
display by default.

1
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Order Review and 
Modification
Before a Team Member totals an order, it is 
essential to review and confirm the order 
with the customer to reduce the number of 
corrections. For a variety of reasons, orders 
sometimes need modification after they are 
entered.

Review an Order

If an order has many items, it may be impossible 
to see all the items that were ordered in the 
virtual receipt. If this is the case, the Team 
Member should scroll to the top of the virtual 
receipt to begin reviewing the order with the 
customer from the beginning.

To scroll up through the order, use the red up 
and down arrow buttons at the bottom of the 
screen or press the blue border at the bottom 
or top of the virtual receipt.
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Cancel
Sometimes it is necessary to cancel a single 
item, multiple items, or an entire order.

Cancel an Item
A Team Member may have to cancel an item if 
a customer changes his mind. The Cancel Item 
button cancels one item at a time. For example, 
if a Team Member entered a Chick-fil-A 
sandwich and the customer decides to have 
a grilled sandwich instead, the cashier must 
highlight the Chick-fil-A sandwich in the virtual 
receipt and then press the Cancel Item button. 
The Team Member should then enter the grilled 
sandwich.

1. Touch the name of the desired item to 
cancel in the virtual receipt. The item 
becomes highlighted.

2. Press the Cancel Item button found on 
the right side of the POS menu screen. 
The highlighted item is removed from the 
virtual receipt.

Cancel Multiple Quantities
If a customer orders five Chick-fil-A sandwiches 
and then changes the order to five grilled 
sandwiches, the Team Member can use the 
Quantity Change screen in conjunction with 
the Cancel Item button. Pressing the Cancel 
Item button without using the number pad 
cancels one sandwich at a time. In this example, 
the Team Member would need to press the 
Cancel Item button five times to remove all five 
sandwiches from the screen. Follow these steps 
to remove multiple items at once:

1. Touch the name of the desired item to 
cancel in the virtual receipt. The item is 
highlighted. For this example, highlight five 
Chick-fil-A sandwiches.

2. Press the Quantity button and enter 5 
using the number pad.

3. Press the Cancel Item button. The amount 
is canceled from the virtual receipt. In this 
case, all five Chick-fil-A sandwiches are 
removed from the order. Add five grilled 
sandwiches.

NOTE

The Team Member can use Cancel Item without 
manager approval at any time until he presses the 
Tender or Stored button. Once the order is totaled 
and the Team Member is on the Amount Tendered 
screen, canceling an item requires manager 
approval unless configured otherwise in the 
Security Operations package of ServicePoint Store 
Management.
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Cancel an Order
In addition to canceling an item, a Team Member 
may need to cancel an entire transaction. This 
function requires manager approval unless 
configured otherwise in ServicePoint Store 
Management. Take this example: A customer 
places an order and then realizes he has 
forgotten his wallet and leaves without the 
order.

1. Press the Manager Functions button to 
navigate to the Manager Functions screen.

2. Press the Cancel Trans button. The 
Manager Approval Override PIN frame 
displays. A manager must apply his 
manager card or enter his PIN, depending 
on the configuration set up in ServicePoint 
Store Management.

3. The virtual receipt displays the status 
Canceled, and the KPS is updated to alert 
the kitchen that the order is no longer 
needed. 

Store and Recall
Typically, Store and Recall are functions used in 
the drive-thru. Front-counter transactions can 
also be stored and recalled.

3

NOTE

If a Team Member has more than one transaction 
stored at a time, the transactions recall in the order 
in which they were stored. If the Team Member 
needs to recall the transactions out of order, use 
the Recall by Transaction # button.

All stored transactions must be completed prior to 
day close.

2

1
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Store a Front Counter 
Transaction
In a scenario in which a customer forgets his 
money in the car or needs to pause in placing an 
order, a Team Member can store the transaction 
for future use. This eliminates the need to 
cancel a transaction and begin again when 
the customer is ready. The Team Member can 
store more than one transaction at a time on 
a register. To store a transaction for later use, 
follow the steps below:

1. Press the Other Functions button located 
on the right side of the POS menu screen.

2. Press the Store Trans button. 

3. The virtual receipt displays the Stored 
message to show that the transaction is 
now stored and can be recalled once the 
customer is ready to complete the order. 
 

Recall a Stored Transaction
To recall a stored transaction, follow the steps 
below:

1. Press the Other Functions button located 
on the right side of the POS menu screen.

2. Press the Recall Trans button. If only one 
transaction is stored, the transaction 
automatically displays in the virtual 
receipt. Once the order is recalled, a Team 
Member can modify, tender, or cancel the 
order.

1

3

1

2

2
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Tender a Transaction
After entering an order, it is necessary to 
collect payment. This is referred to as tender. 
There are many ways to tender a transaction, 
such as Cash, Credit, Check, and Other Tender, 
which includes Chick-fil-A gift cards. Review the 
following directions to accept various forms of 
payment to tender a transaction. Tender types 
accepted may vary between Restaurants. Be 
sure to confirm the policy associated with each 
tender type with the Restaurant Operator.

Tender with Cash
When a customer pays with cash, there are 
several cash tender options to complete the 
transaction easily. Follow the steps below to 
accept cash tender:

1. After the customer’s order is complete 
and has been read back for verification, 
press the Tender button located at the 
bottom-right corner of the POS menu 
screen. When this button is pressed, 
the Amount Tendered screen shown to 
the right displays. The total, including 
tax, displays at the bottom of the virtual 
receipt.

2. Enter the amount of money given by using 
the following methods:

 • Use the number pad to enter the cash 
amount given. Then, press Cash.

 • Use the quick-cash buttons to indicate 
the denomination given.

NOTE

If a Team Member wishes to cancel or decrease the 
quantity of any item on the order after the Tender 
button is pressed, a manager card is required 
unless configured otherwise in ServicePoint Store 
Management.

If the customer hands the Team Member a $5, $10, 
or $20 bill, the Team Member may save steps and 
avoid errors by utilizing the quick-cash buttons 
labeled $5, $10, or $20.

1

2
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If the Team Member is handed the exact amount 
of the sale, he can use the Exact Dollar button. 
A Team Member also uses the Exact Dollar 
button for zero dollar sales. Zero dollar sales 
occur most often when the customer is using 
a coupon for a free item. If the Team Member 
is handed the next whole dollar over the sale 
amount, he may use the Next Dollar button. For 
example, if the sale is $5.37 and the customer 
gives the Team Member $6, then the Team 
Member uses the Next Dollar button to save 
time and avoid errors. If change is due to the 
customer, the amount due back displays in the 
virtual receipt below the total line.  

3. The cash drawer opens to allow the Team 
Member to place money in the drawer and 
return change, if necessary.

4. At the completion of the transaction, the 
Team Member should immediately close 
the cash drawer. Once the cash drawer is 
closed, the Finalized message displays at 
the top of the virtual receipt, signifying 
that the transaction is complete and a new 
order may be started on the register.

4

NOTE

To avoid Team Members unintentionally handing 
out the incorrect change to customers, the ability 
to display only the change amount upon tendering 
orders is available. To do this, activate the Remove 
Total, Only Display Change Due After Tender 
function in the Site Option Override package 
of ServicePoint Store Management. With this 
option turned on, the Total and Sub-Total lines 
will disappear and only the Change line displays 
after entering a cash amount higher than the total 
amount. 

Chg or Change indicates that change is due to 
the customer. If a quick key is used and it is not 
sufficient to cover the total amount owed, Balance 
or Bal displays and that is the amount still owed by 
the customer.
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Tender with Credit or Gift Cards
Chick-fil-A accepts payment with the following 
cards: American Express, Discover, MasterCard, 
and Visa. Debit cards that do not require 
a customer PIN are also accepted and are 
converted to credit card sales. To remain 
abreast of the latest credit information, visit 
the Treasury home page on @Chick-fil-A. Verify 
all credit card acceptance procedures with the 
Restaurant Operator.

When a customer presents his credit card for 
payment, there are a few steps you must take 
to activate the payment terminal to allow the 
customer to insert his card. Follow the steps 
below to accept credit payment:

1. Enter the customer’s order on the POS.

2. After verifying the order with the 
customer, press Tender. This activates 
the payment terminal, and the customer 
is prompted to insert his credit card. For 
most Restaurants, users will be prompted 
to enter customer information.

3. The Quick Tender screen displays on 
the register. A Team Member can easily 
process several payment types versus 
tendering each credit or gift transaction 
on the Amount Tendered screen. 

 • If prepayment is attached to the order, 
the Quick Tender Screen will not display. 
Press the Finalize Transaction button on 
the Amount Tendered screen to process 
prepayment. 

 • The Quick Tender screen displays 
by default. It can be disabled in 
ServicePoint Store Management site 
option overrides. If disabled, Team 
Members would have to select Credit/
CFA Card on the Tender screen to 
activate the payment terminal.

2

3
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4. If the payment option is not available on 
the Quick Tender screen, press Go Back 
to see additional options on the Amount 
Tendered screen. If Go Back is selected, 
this will deactivate the payment terminal. 
In order to reactivate it, the Credit/CFA 
Card button must be selected on the 
Amount Tendered screen or the Tender 
button must be selected for Quick Tender.  

5. If the customer pays with a credit card, 
the following processes occur:

a. If the customer inserts a chip card, the 
credit is automatically processed. 

b. Once credit payment is processed, the 
customer is prompted to remove his 
card from the payment terminal. 

c. If the card is approved, the transaction 
is tendered and finalized.

NOTE

The contents of the customer’s order will remain 
even if you close the Quick Tender screen by 
pressing the Go Back button.

4

NOTE

If a customer wants to use a single card to pay for 
two separate transactions, he must remove the card 
from the payment terminal after the transaction 
is finalized for order 1, and then reinsert the card 
when the payment terminal displays Please Insert or 
Tap Card or Mobile Device, indicating it is ready for 
order 2.

It is not possible to split tender on a single 
transaction between two credit cards unless only 
a partial amount is approved on one credit card. If 
a customer offers partial cash and a partial credit 
card payment for a transaction, it is necessary to 
apply the credit card last.
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Perform a Split Tender Using the 
Remainder of a Chick-fil-A Gift 
Card

Sometimes a customer pays for a purchase 
with a Chick-fil-A gift card and another form 
of tender. If the customer wishes to use the 
remaining balance on a Chick-fil-A gift card, be 
sure to tender the Chick-fil-A card first, and 
then pay the balance with the other form of 
tender as shown below:

1. Enter the customer order into the POS as 
usual and press the Tender button.

2. Swipe the Chick-fil-A gift card. The 
Insufficient Funds screen displays the 
partial amount available on the card. 

3. To accept the partial amount, press the 
Yes button. To cancel tender, press the No 
button.

4. If the Team Member presses the Yes 
button, the Amount Tendered screen 
displays the remaining balance due in the 
virtual receipt.

5. Complete the order by tendering the 
balance with another form of payment.

6. If the Team Member presses the No 
button, the full dollar amount remains 
on the Chick-fil-A gift card and the 
transaction can be tendered with another 
form of payment.

7. Once the transaction is finalized, one 
receipt automatically prints. The balance 
remaining on the Chick-fil-A gift card 
displays at the bottom of the customer’s 
receipt.

4

3
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Tender with Near Field 
Communication (NFC)
NFC payments are contactless forms of 
payment like Apple Pay and contactless credit 
cards.

1. Begin taking the customer’s order. Once 
the transaction is started on the register, 
the customer can open the preferred 
mobile wallet on his mobile device and 
hold it near the payment terminal at any 
time. 

2. The customer’s form of payment displays 
on a separate line item in the virtual 
receipt.

3. After verifying the customer’s order, 
press Tender as usual. Then, process the 
customer’s payment.

NOTE

Team Members should never touch a customer’s 
mobile device.

2
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Tender with a Check
Checks can be accepted as a form of payment 
at the discretion of the Operator. Be sure to 
verify the policy with the Restaurant Operator.

1. After a customer’s order is complete and 
has been read back for verification, press 
the Tender button located at the bottom-
right corner of the POS menu screen. 
When this button is pressed, the Amount 
Tendered screen displays.

2. Enter the check amount using the number 
pad, and press the Check button. The 
cash drawer opens, allowing the Team 
Member to place the check inside the 
drawer.

3. Once the cash drawer is closed, the 
Finalized message displays at the top 
of the virtual receipt signifying that the 
transaction is complete and a new order 
can be entered on the register.

2

1

NOTE

If checks are accepted, they should only be 
written for the exact amount of the sale and not 
for amounts over, to avoid a return of cash to the 
customer.
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Tender as To Be Collected
If a customer places an order that is to be paid 
at a later date, the Team Member enters the 
order on the POS and tenders the order as To 
Be Collected (TBC). This allows for accurate 
food tracking without affecting the sales 
dollars for the day. For information on TBC 
sales in InFORM, reference the InFORM Cash 
Management User Guide.

1. Enter the customer order and verbally 
confirm it; then, press Tender.

2. Enter the amount of tender by using the 
number pad on the Amount Tendered 
screen.

3. Press the To Be Collected button. 
 
 
 
 
 
 
 
 
 

4. The Select an Account Name prompt 
displays. Select the account to go with 
the TBC sale. Scroll using the Previous 
Page and Next Page buttons, then press 
Use Selected. If the account is not in the 
list, press No Acct Name. To search for an 
account, use the Search function.

4

1

NOTE

The prompt to Select an Account Name can be 
disabled in Site Option Override in ServicePoint 
Store Management on @Chick-fil-A.

2

3

https://www.cfahome.com/cs/groups/it-login/documents/document/CFAPROD_180394.pdf
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5

NOTE

Use the Lock button to lock default account 
information for subsequent transactions. 

5. If no account is associated with the 
transaction, the transaction is finalized. 
If an account name is associated with 
the transaction, the Additional Account 
Information screen displays with the 
Account field automatically filled in with 
the account name previously selected. 

6. The Invoice field automatically populates 
with the transaction number. To change 
this, press in the Invoice field and enter in 
the correct invoice number.

7. Enter a description for the order in the 
Description field.

8. Press Done. 
 
 
 

9. The transaction displays as finalized with 
To Be Collected and the total amount of 
the order in green as a line item on the 
virtual receipt.

7

6

8

9

NOTE

Orders tendered as To Be Collected cannot be 
recalled and tendered at a later time.

Orders containing the sale of a Chick-fil-A card 
cannot be tendered as TBC.
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Activating, Reloading, and 
Balance Inquiry for  
Chick-fil-A Gift Cards 
Team Members can activate, reload, and 
perform a balance inquiry on a Chick-fil-A gift 
card. To complete any of these functions, follow 
the steps below:

1. On the POS, touch the Premiums button. 
The Premiums screen displays.

2. Press the CFA Card button. The CFA Cards 
screen displays. 
 

3. Do one of the following:

 • Activate: Use one of the Activate 
buttons for a customer to purchase a 
new Chick-fil-A gift card. New cards 
are activated using the Open $ Activate 
button, which allows the user to specify 
the exact dollar amount a customer 
would like to place on the card, or any 
of the preset dollar amount buttons. Any 
amount greater than $5 and less than or 
equal to $100 is used to activate a card. 
The use of the Open $ Activate button 
requires manager approval.

 • Reload: Use one of the Reload buttons 
to add funds to an existing gift card. 
Any amount greater than $5 and less 
than or equal to $100 is used to reload 
a card. A card cannot have in excess of 
$105 on it at any time. The use of the 
Open $ Reload button requires manager 
approval.

1

2

3
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 • Balance Inquiry: Use this button to 
check the balance on an existing card. 
It is not necessary to verify funds prior 
to the order. If a customer attempts to 
pay for an order with a card that has 
a zero balance or an amount less than 
the order total, the Team Member is 
alerted. The Team Member is prompted 
to swipe the customer’s Chick-fil-A 
gift card when this button is used. The 
balance displays on the terminal, and the 
Team Member can print a receipt for the 
customer. 

4. Swipe the Chick-fil-A gift card and the 
processing screen displays.

5. If the card reader fails to read the card or 
displays an unusual message, press the Go 
Back button and repeat the above steps. 
At the Please Swipe Card screen, press 
the Enter Gift Card Number button and 
manually enter the Chick-fil-A gift card 
number located on the back of the card. 
The Team Member should only do this if 
using the Balance Inquiry function. If the 
card swipe is unreadable when attempting 
to redeem a card, it is best to issue a new 
card with a functional magnetic stripe.

6. Once processing is finished, the 
Information dialog box displays, indicating 
that the card is activated or reloaded. 
Press the Go Back button to return to the 
CFA Cards screen.

5

4

NOTE

The balance of a card displays on the receipt of any 
order that is purchased with a Chick-fil-A gift card. 
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NOTE

If a customer is paying for a Chick-fil-A gift card 
with a check, be sure to write the Chick-fil-A gift 
card number on the description line of the check. 
Confirm check acceptance procedures with 
Restaurant management prior to accepting a check.

Once the Activation Success dialog box displays 
on the POS, the Chick-fil-A gift card is active. To 
prevent theft, it is not possible to use the newly 
activated card at the Restaurant where it was 
activated until the order is tendered. For example, 
if a customer orders a $25 Chick-fil-A gift card and 
some additional items in one transaction, the $25 
Chick-fil-A gift card cannot be used to tender that 
order.

For an order that has already been tendered, a 
Manager Delete may be performed. Performing a 
Manager Delete deactivates a Chick-fil-A gift card.

7. The activated or reloaded item displays in 
the virtual receipt. Press the Done button 
to return to the Premiums screen. Enter 
any additional items to the order. 

8. To finalize the order, press the Tender 
button to display the Amount Tendered 
screen and tender the order as usual. Be 
sure to provide the customer with the 
sales receipt.

NOTE

If a transaction containing an activated Chick-fil-A 
gift card is not tendered within 24 hours, the 
activated card is automatically reversed.

To deactivate a card that has not been tendered, 
the order must be canceled using the Cancel Order 
button.

To cancel the activation or reload of a Chick-fil-A 
gift card without canceling the entire order, use the 
Cancel Item button. This deactivates an activated 
card and removes any amount reloaded onto a 
card.

7 8
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Damaged or Unreadable Cards
Occasionally, a customer produces an 
unreadable Chick-fil-A gift card. If the Team 
Member receives an Unknown Card message 
or no message at all after swiping a Chick-fil-A 
gift card, the Chick-fil-A gift card is unreadable. 
To manually enter the account number of an 
unreadable Chick-fil-A gift card, follow the 
steps below:

1. Check the current balance on the card 
by performing a balance inquiry. Select 
the Balance Inquiry button from the CFA 
Cards screen. The Card Authorization 
screen displays.

2. Touch the Enter Gift Card Number button.  
 
 
 
 
 
 
 
 

3. Type in the account number from the back 
of the damaged card and press the Enter 
button. The remaining balance on the 
damaged card displays.

4. Once the balance is known, the Team 
Member activates a new card for that 
amount. Tender the new card by manually 
entering the number found on the back of 
the damaged card.

2

3

1
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Receipt Printing
A receipt is supplied to each customer with the 
completion of a transaction. If it is necessary to 
print a second receipt, press the Print Receipt 
button located on the right side of the POS 
menu screen or on the Other Functions screen. 
Then, retrieve the receipt from the receipt 
printer.

Print Receipts from Previous 
Transactions
It is possible for a customer to return to a 
register to retrieve a receipt; perhaps the 
original copy was damaged or lost. The Team 
Member has the ability to retrieve a receipt for 
an order earlier in the day.

1. Press the Manager Function button 
located on the right side of the POS menu 
screen. The Manager Functions screen 
displays.

2. Press the Scroll Previous Local button to 
scroll through the current day’s orders 
on that particular register or the Scroll 
Previous Transaction button to scroll 
through all of the current day’s orders for 
the entire system. 

NOTE

If the transaction number is known, press the Print 
Receipt by Trans button and enter the transaction 
number. The receipt for the specific transaction 
prints.

2
1
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3

4

3

3. Use the left and right arrow buttons to 
scroll through previous transactions. The 
transaction displays in the virtual receipt.

4. Press the Print Receipt button when 
the desired order displays in the virtual 
receipt.

CAUTION

Pressing the Delete Trans button deletes the 
transaction that is currently displayed in the virtual 
receipt. If credit was the original tender for this 
deleted order, this action refunds the credit card 
used for this order and this action cannot be 
reversed! If this happens, funds are lost. A Manager 
Delete Confirmation dialog box will display, asking 
the user to confirm the deletion if this button is 
pressed; however, extreme caution should be used 
with the Manager Delete feature.

Nutritional Information
Nutrition information is available from any POS 
terminal. When a customer requests nutritional 
information, a Team Member can locate the 
item and print the details for the customer to 
have. To locate nutrition information, follow the 
steps below:

1. Press the Other Functions button on the 
register.

2. Press the Nutrition button. The screen 
displays.

3. Touch the desired category in the 
Categories area.

4. Select the appropriate item in the Items 
area. The nutritional information displays 
on the right.

3

4
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5. Review the information or press Print to 
print the information for the selected 
item.

NOTE

If an item that is in the virtual receipt is highlighted 
when the above steps are taken, the nutritional 
information for the highlighted item displays.

Complete meals do not display. Nutritional items 
must be researched individually.

5

Drive-Thru Functions
If a Restaurant has a drive-thru window, it is 
necessary to store and recall orders using the 
drive-thru POS terminals. These functions allow 
one Team Member to take an order and another 
Team Member to complete the order. It is 
possible for one Team Member to operate both 
functions from the POS terminal at the window, 
but it is best to have both positions staffed for 
optimal speed of service.
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1

NOTE

For information on tendering orders using the 
drive-thru payment terminal, refer to the iPOS User 
Guide.

Store and Recall Drive-Thru 
Orders
The Store function holds drive-thru orders 
so they can be recalled. To Store and Recall 
Orders, follow the steps below:

1. Enter the order, verify with the customer 
that it is correct, and press the Store 
button found on the top-right side of the 
POS. Provide the customer the transaction 
total. The status Stored displays at the top 
of the virtual receipt. The virtual receipt 
continues to display this order until the 
next order is started. 
 
 
 
 
 
 
 

2. While the order taker can start entering 
the next customer’s order, the drive-thru 
cashier presses the Recall button on the 
upper-right side of the POS as the first 
customer arrives at the window. The 
transaction that was stored by the order 
taker displays in the virtual receipt. The 
drive-thru cashier can make any changes 
to the order at this time if payment wasn’t 
accepted during the order-taking process. 

3. As the car departs, the drive-thru cashier 
can press the Recall button to repeat the 
process with the next customer.

2

NOTE

A customer may add or cancel items on the order 
when he reaches the window if payment was not 
received during the ordering process. If payment 
was not received at that time, changes can be made 
once the order is recalled.

If items are canceled after the order is recalled, 
manager approval is required.
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Recall by Transaction Number
From time to time, cars can get out of order 
in the drive-thru line. When this occurs, it 
is necessary to recall orders by transaction 
number in order to tender the correct order. 
The Team Member immediately recognizes this 
when a car arrives at the window and the Team 
Member repeats the order to the customer. If it 
is not the correct order, the Team Member can 
re-store the order and recall the desired order 
by transaction number. This is not as efficient 
as simply recalling an order; therefore, if a 
Team Member knows that a car has driven off, 
he should cancel the transaction as quickly as 
possible.

1. Press the Other Functions button on the 
right side of the POS menu screen.  

2. Press the Recall by Trans # button.

3. Choose from the list of transaction 
numbers by highlighting the transaction 
number.

4. Press the Done button once the correct 
transaction is selected. The transaction 
displays as recalled in the virtual receipt 
and is ready to be tendered.

4

3



POS User Guide
60 

Drive-Thru Vehicle Description
The vehicle description is very beneficial in a 
multilane drive-thru to ensure that the correct 
order is recalled for the vehicle at the window. 
The Vehicle Description screen is configured 
to display in a multilane drive-thru by default; 
however, this is a setting that can be changed in 
Site Option Override in the Utilities package of 
ServicePoint Store Management. To utilize this 
functionality, follow the steps below:

1. Enter the customer order on the POS 
and press Store. The Vehicle Description 
screen displays.

2. Press the color and type of the vehicle 
ordering at the speaker box.

3. Press Done.

4. When the vehicle approaches the 
drive-thru window, press Recall.

5. Select the vehicle that fits the description. 
This should be the next car on the list, but 
vehicles can get out of order.

6. Press Done to recall the order into the 
virtual receipt and tender as usual.

3

2

5

6
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DEFERRED ORDERING
Deferred Ordering is the function that allows 
Team Members to take future orders either in 
person or over the phone and customers to 
place mobile/online orders via the Chick-fil-A 
App.

Manually Enter a Deferred 
Order
There are three separate actions that a Team 
Member must complete with an in-person or 
phone deferred order: starting, storing, and 
recalling a deferred order.

Start a Deferred Order
When taking an order in person or on the 
phone, it is not required to press the Start 
Deferred Order button at the beginning of the 
order; however, if it is not pressed before items 
are entered, the order immediately routes to 
the KPS monitors like any other order. This can 
cause complications, as items may be prepared 
before they are needed. To begin a deferred 
order, follow these steps:

1. Press Other Functions > Start Deferred 
Order.

2. The Select Destination screen displays. 
Choose Pickup if the customer plans to 
visit the Restaurant to collect the order, 
or Delivery if the Restaurant will take the 
order to a specified location. 

3. Touch Done.

4. A red Information dialog box displays 
showing that the transaction is set as 
deferred. Press Go Back.

1

3

2
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5. The message Set As Deferred displays at 
the top of the virtual receipt. 

6. Press Go Back to exit the Other Functions 
screen and navigate through the menu 
tabs to add items to the order. 

7. If the Team Member navigates to the 
Catering Deliver screen, the Changing 
Transaction Destination message displays 
if the Delivery destination was not 
previously selected. 
 

8. Press Yes to continue if this is an outside 
sale or No if it is not an outside sale.

5

8

6

Store a Deferred Order
Once all items have been entered into a 
transaction, the Team Member must store the 
transaction. These orders are saved to the 
catering order queue. To store a transaction, 
follow the steps below:

1. Navigate to Other Functions > Store 
Deferred Order.

2. The Deferred Order Information screen 
displays. Enter the appropriate information 
into each field. Refer to the table on the 
following page for descriptions of each 
field on this screen.

2

NOTE

All delivery orders are automatically designated as 
outside sales and the 10% outside sales credit is 
automatically applied.
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Field Description

Promised Date Enter the date the customer would like to receive the order.

Promised Time Enter the time the customer would like to receive the order. Use the Backspace or the 
Clear button to change the time.

Guest Name Enter the customer’s name.

Phone Enter the customer’s phone number.

Guest Count Enter the number of customers the order will be serving.

Order Times This feature can be used to customize the KPS release time for a specific order. By 
default, orders designated as Pickup will release 30 minutes prior to the Promised 
Time, and Delivery orders will release 45 minutes prior to the Promised Time unless 
changed in ServicePoint Store Management.

Address Press this button to navigate to the Guest Address screen.

Confirm Use this feature to confirm orders prior to the promised time.

Notes Use this feature for any notes that should be added to the order.

Refer to this table for descriptions of each field on this screen.
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3. Press the Address button. This is most 
important if the order is designated as 
delivery. Enter the appropriate address 
information.

4. Press Enter to navigate back to the 
Deferred Order Information screen. 
 
 
 
 

5. For orders designated as Delivery, the 
Select An Account Name screen prompts 
the Team Member to select an account if 
the customer has one set up in InFORM. 

 • Use the Search button to search for a 
specific account, select the account, 
and press Use Selected. 

 • If there is no account name, press No 
Acct Name.

6. On the Deferred Order Information 
screen, press Enter.

7. The Customer Prepay box displays. 

a. If the customer is paying by credit card 
or Chick-fil-A One card and is in person, 
he should insert/scan the card/QR code 
on the payment terminal or scanner. 

b. If the customer is on the phone, press 
the Enter Credit Card Number or Enter 
Gift Card Number button to enter the 
credit card number or gift card/ 
Chick-fil-A One Card number manually. 

c. If the customer chooses to pay when the 
order is picked up or delivered by any 
other form of payment, press No Prepay.

5

4

7B

3

7C
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8. An Information box displays the set day 
and time for the order. Press Done. 

9. The order is stored and the virtual receipt 
displays the stored status of the order as 
well as the customer name.

NOTE

Tax and total display in yellow on the Customer 
Prepay screen after the Team Member presses 
Enter. This eliminates the need to back out of an 
order to the menu screen to obtain the total with 
tax.

The Customer Prepay box only displays if the 
Deferred Order Prompt for Credit Prepay option in 
the Site Option Override package is set as Yes.

If the customer is not available to sign the credit 
card receipt, the Operator should have a Signature 
on File form for that customer. Consult the Treasury 
website on @Chick-fil-A for more information.

8

9

Validate the Promised Date
When attempting to store a deferred order, the 
system validates the Promised Date against the 
calendar set in the system to ensure it is a date 
Chick-fil-A is open for business. This minimizes 
the chance that an order is inadvertently 
scheduled for a Sunday or holiday. If a date 
that is not a valid business date for Chick-fil-A 
is entered into the Promised Date field, the 
message shown on the right alerts the Team 
Member.

The Team Member can press Yes to continue 
scheduling the order for that date, or No to go 
back and alter the Promised Date for the order.
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Recall a Deferred Order 
(Catering and Mobile)
There are various reasons a deferred order is 
recalled, such as: to view, edit, confirm, tender, 
or release the order to the KPS. To accomplish 
any of these, it is necessary to use the Recall 
Catering Order or Recall Mobile Order functions 
depending on the type of order that needs to 
be recalled.

To recall an order, follow the steps below:

1. Navigate to Other Functions and select 
one of the following buttons: 

a. For catering orders, press Recall 
Catering Order and the Recall Deferred 
Order – Catering screen displays.

b. For Mobile Orders, press Recall Mobile 
Order and the Recall Deferred Order – 
Mobile screen displays.

2. All catering or Mobile Orders are listed 
chronologically. Highlight the appropriate 
order by tapping the order from the list.

3. Press one of the buttons at the bottom 
of the Recall Deferred Order (Catering or 
Mobile) screen. Refer to the tables on the 
following pages for more information on 
these screens.

1A

1B

NOTE

Manually entered deferred orders are stored in the 
catering order queue.

NOTE

Use the Search button to search for a specific order 
by guest name or phone number.

2

2

3

3
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The table below describes the fields on the Recall Deferred Order Catering and Mobile screens:

A C D EB F G H

A B C D E H

Label Field Description

A Tran# or Code The Tran# field displays the transaction number for the catering order. The 
Code field shows the Mobile Order code. Team Members can search for 
orders by the Mobile Ordering code using the Search function.

B Guest This field displays the name of the customer who placed the order.

C Phone Number This field displays the phone number of the customer who placed the order.

D Destination For catering orders, this field indicates whether the order is Pickup or 
Delivery. For Mobile Orders, this field indicates whether the order is 
M-Outside, M-Carryout, or M-DineIn.

E Promised 
Date/Time or 
Date

This field displays the date and/or time the order is to be received by the 
customer.

F Pay (Catering 
only)

This field indicates that payment has been stored with an order. If a credit 
card is taken when the order is placed, the card information is stored with 
the order and actually charged when the order is recalled and tendered. 
If payment information has been stored, a Y displays in this column. Since 
all Mobile Orders are automatically tendered, this field only displays on the 
Catering screen.

G Conf (Catering 
only)

This feature indicates whether the customer order has been confirmed. A 
Y displays in this column if the order has been confirmed. This field is only 
necessary for catering orders as Mobile Orders do not require confirmation.

H Rel This field displays a Y if the transaction has been sent (released) to the KPS 
monitor.
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The table below describes the buttons on the Recall Deferred Order Catering and Mobile screens:

Field Description

Recall Highlight one of the transactions and press this button to recall the order into the virtual 
receipt. This function is used to finalize the transaction when the customer arrives to 
pick up the order or when the delivery leaves the Restaurant. It is also used to modify 
or confirm an order. Once an order is recalled and tendered, the receipt prints just as it 
does with any other order. The only time it is necessary to recall a Mobile Order is if the 
customer has issues checking in or the order needs to be manually tendered for some 
reason.

Release Highlight one of the transactions and press this button to automatically send the 
transaction to the KPS monitor. See the section of this documentation labeled Release for 
additional information about releasing an order. Orders that have been released to the KPS 
display in red on the Recall Deferred Order screen.

Edit Highlight a transaction from the mobile or catering ordering queue and press the Edit 
button to make changes to information on the Deferred Order Information screen. An 
error message displays when attempting to edit a Mobile Order that contains a reward or 
other discount. It is not possible to modify a Mobile Order that contains a discount.

Print Highlight one of the transactions and press this button to print the order. Because these 
orders have not yet tendered, a Balance Due displays at the bottom of the receipt. Printing 
the receipt can be helpful in preparing the order.

Reports Press this button to generate a report on deferred orders. See the section of this 
documentation labeled Reports for additional information about reporting.

Go Back Press this button to return to the main POS menu screen.

Recall Deferred Order – Catering

Recall Deferred Order – Mobile
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The table below describes the buttons on the Recall Deferred Order Catering and Mobile screens:

Field Description

Search Tap this button to search for a specific order. Use this function to search orders by guest 
name or phone number. Portions of the guest name or phone number are acceptable 
when using the Search function (e.g., searching Jenn will bring up all orders with a guest 
name of Jenn, Jenny, Jennie, Jennifer, etc.).

Clear 
Search

To view all the deferred orders in the queue and clear the search results after using the 
Search function, press this button.

Copy 
(Catering 
only)

Highlight an order and press Copy to copy the same order and customer information to a 
new order. This function is helpful when the same customer has the same catering order 
every week or month. For example, a school submits a catering order every week and you 
are adding next week’s order to the deferred ordering queue. Copy the previous week’s 
order and enter the new promised date/time and any prepayment information.

Note that if a Team Member used the Copy function on a deferred order before a price 
change, the new price will not update in the deferred order. The Team Member must place 
a new order to charge the newer price.

Clear Mobile 
(Mobile 
only)

Press this button to clear unclaimed Mobile Orders from the deferred ordering queue at 
the end of the night. Clearing Mobile Orders is necessary for end of day to run as normal. 
If end of day fails, it is possible that there are deferred orders in the catering order and/or 
Mobile Order queues.

Recall Deferred Order – Catering

Recall Deferred Order – Mobile
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Recall
When it is time to tender a catering order, 
either when the customer arrives to pick up 
the order or the delivery is about to be made, 
recall the order to finalize the transaction. 
Additionally, if the contents of the order 
change, recall the order to make those changes. 
For example, if a customer places a catering 
order for one medium nugget tray and later 
calls to increase the order to two nugget trays, 
recall the order to make the adjustment.

Mobile Orders automatically finalize when the 
customer checks in on her mobile device. The 
only time it is necessary to recall a Mobile Order 
is if the customer is having difficulty checking in 
or other issues arise.

1. On the Recall Deferred Order screen, 
touch the appropriate order to highlight it.

2. Press Recall.

3. Do one of the following:

a. If tendering the order, tender the order 
as usual. If prepay information was 
collected at the time of the order or 
if the order is a Mobile Order, touch 
Finalize Transaction to tender the order.

b. If making a change to the order, make 
the necessary changes and navigate 
to Other Functions > Store Deferred 
Order to re-store the order with the 
changes.

NOTE

The Edit function addresses how to make changes 
to the pickup/delivery aspects of the order.

1

2

3A

3B

NOTE

Once an order is tendered, it no longer displays on 
the Recall Deferred Order screen. If a customer 
wants to finalize his order with another form of 
payment, forgo the Finalize Transaction button and 
tender as usual.

All orders entered with an address display the 
address in the virtual receipt. Only the orders that 
are designated with the destination of delivery 
display the address on the printed receipt.
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Release
The release function is necessary if a stored 
deferred order needs to be manually released 
to the KPS prior to the originally scheduled 
time. For example, a customer orders a tray for 
Wednesday at 1 p.m. for pickup. On Wednesday, 
the customer arrives at 12:15 p.m. and asks if 
he can pick up the tray early. If the system is 
configured for the order to release to the KPS 
30 minutes prior to the promised time, it would 
not automatically release until 12:30 p.m. To 
immediately begin preparing the order, manually 
release the order. 

Mobile Orders automatically fire to the KPS 
when the customer checks in to the Restaurant. 
It may be necessary to manually release a 
Mobile Order if the customer has arrived at the 
Restaurant and alerts the Team Member that 
he has a Mobile Order but is still in the process 
of checking in or needs assistance finalizing the 
order.

1. From the Recall Deferred Order screen, 
highlight the desired order and press 
Release. The following dialog box displays. 
Press Yes to send the deferred order to 
the KPS or No to cancel.

2. Once the order has been released, it 
displays in red in the Recall Deferred 
Orders queue as shown to the right. The 
Rel column displays a Y to indicate that 
the order has been released.

NOTE

Once an order has been released, it is not possible 
to undo this action, nor can the order be released 
to the KPS again.

The security setting called Release Deferred Order 
in ServicePoint Store Management determines 
whether a Team Member has permission to manually 
release a deferred order.

1

2
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Reports
A best practice is to review the deferred order 
queue each morning to anticipate the needs for 
the day. Reports allow the Restaurant to print 
the deferred orders for a specific day or for all 
days. To print reports, follow the steps below:

1. To print a Deferred Orders report on the 
POS, press the Reports button on the 
Recall Deferred Order screen.

2. The Select Promise Date to Report screen 
displays. 

a. To see only the deferred orders for 
a specific date, touch the desired 
date and press Print Selected. The 
appropriate receipt prints from the POS 
printer.

b. To see all upcoming deferred orders 
regardless of the date, press Print All. 
The appropriate receipt prints from the 
POS printer.

1

2A

NOTE

The Deferred Orders report prints automatically 
every morning from a designated receipt printer 
connected to a register. By default, this report 
prints at midnight. This can be configured to print 
at a different time or from a different POS terminal 
in the Site Option Override package of ServicePoint 
Store Management on @Chick-fil-A.

2B

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=78
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Search
Team Members can search for a deferred order 
if necessary. Follow these steps to search for a 
deferred order in the catering order queue or 
Mobile Order queue:

1. Navigate to Other Functions and select 
the appropriate queue: Recall Catering 
Order or Recall Mobile Order.

2. Press Search. 

3. Enter any portion of the guest phone 
number or name in the Search field.

4. Depending on what was entered in the 
Search field, press one of the following 
options: Search By Guest Name, Search 
By Guest Phone, or Search By Order Code 
(Mobile Order queue only).

5. The results display.

Catering Queue Functions
When recalling a deferred order, some functions 
are applicable only to catering orders and not 
to Mobile Orders. Refer to this section for the 
functions found only on the Recall Deferred 
Order – Catering screen.

2

4

3

NOTE

Select Clear to clear the search results and view all 
orders in the deferred ordering queue (catering or 
mobile).
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Confirm
Before preparing catering orders that have been 
placed in advance, many Operators employ 
the policy of confirming the order with the 
customer. Taking the time to confirm an order 
verifies that the pickup/delivery time and the 
items and quantities included in the order are 
correct. The process of confirming orders varies 
depending on how far in advance the Operator 
wishes to confirm orders.

These steps assume the confirmation is for all 
catering orders on a specific promised date:

1. Using the Promised Date/Time column 
on the Recall Deferred Order – Catering 
screen, identify all the orders placed for 
the desired date.

2. Touch the first order with the correct 
Promised Date to highlight it. Press Edit.

3. The Deferred Order Information screen 
displays. Press the Confirm button. 

4. The Confirmation Information box displays. 
Press Confirm to confirm the order.

5. The Last Modified By field is populated 
with the name of the Team Member signed 
in to the POS. If someone other than the 
Team Member signed in to the register is 
confirming the order, press the Override 
button and select the correct name.

6. Press Enter twice and press Yes to 
continue when prompted. The system 
gives the user another opportunity to 
enter prepay if a payment is not already 
associated with the order. Press No Prepay 
to continue without entering prepayment 
information. 

1

3

4

5

6

2
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7

7. An Information box displays. Press Done. 
 
 
 
 
 
 
 
 
 
 
 

8. Navigate back to the deferred order queue 
and notice that the order now displays a 
Y in the confirmation column next to the 
order that has been confirmed. Repeat 
with each order for a given day. 

Configure Release Time
By default, release time settings are configured 
to automatically release deferred orders 
designated as delivery to the KPS 45 minutes 
prior to the order’s promised time. Orders 
designated as pickup release to the KPS 
30 minutes prior to the order’s promised 
time. These settings can be changed in the 
Destination Override package of ServicePoint 
Store Management. Team Members can change 
the release time for a specific order directly 
from the POS. For example, a Restaurant 
might have the release times set at the default 
times, but when a large delivery order is 
placed, additional time might be required. The 
Team Member can alter the release time on 
that specific order to allow the kitchen the 
additional time it needs to ensure the order is 
delivered at the promised time. To change a 
release time for an order, follow these steps:

6

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=51
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1. On the Recall Deferred Order screen 
(Other Functions > Recall Catering Order), 
touch the desired order in the list and 
press Edit. 
 
 
 
 
 
 

2. Press the Order Times button. 
 
 
 

3. The Order Times screen displays the 
Promised Date, Promised Time, and 
Release Date fields in gray and are 
unavailable for editing.

4. Make the desired changes to the Release 
Time field. 

5. Press Enter.

1

2

5

3

4
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Add Notes
The Restaurant Notes field is available at the 
POS. This field allows Team Members to add 
additional notes to an order. The Instructions 
field is included with deferred orders primarily 
when online orders flow directly into the 
deferred ordering queue. The Instructions 
field is what customers use to make their 
instructions clear to the Restaurant. A Team 
Member has the ability to edit the Instructions 
field on the register; however, when doing so 
the font is always capitalized. When enabled 
in the Site Option Override package of 
ServicePoint Store Management, the Restaurant 
Notes field displays on the customer receipt, 
the Deferred Order Report on the POS, and the 
Detailed Deferred Order Report in ServicePoint 
Store Management. To add notes on the POS 
to a deferred order that was previously placed, 
follow the steps below:

1. Navigate to the Deferred Ordering queue 
(Other Functions > Recall Catering Order) 
and locate the desired order. Press Edit.

2. The Deferred Order Information screen 
displays. Press Notes.

3. Enter or edit information in the 
Instructions and Notes fields, as needed. 
Press Enter twice to re-store the order.

1

2

3
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Deferred Orders in the 
Drive-Thru
Drive-thru Team Members can accommodate 
customers who pick up a deferred order in the 
drive-thru instead of inside the Restaurant. 
Drive-thru Team Members can access the 
deferred order queue, recall the order, and 
store the order in the store/recall queue. The 
process taken after the order taker greets the 
customer and the customer alerts the order 
taker of the deferred order is detailed below:

1. Navigate to Other Functions > Recall 
Catering Order or Recall Mobile Order and 
highlight the customer’s order.

2. Press Recall. 
 
 

3. Confirm the items on the order and press 
Store. Because the customer has opted 
to pick up his order in the drive-thru, the 
order taker must move the order to the 
drive-thru order queue for the order to be 
recalled by the drive-thru cashier.

4. The Select Store Location screen displays. 
Press Store/Recall to place the order in 
the drive-thru queue. The Deferred button 
is used in the event the customer decides 
to come inside or if the order is recalled 
inadvertently and should be placed back 
into the deferred order queue.

5. When the customer arrives at the window, 
the drive-thru cashier recalls and tenders 
the order as usual. 

1

3

4

NOTE

Changing the order from the deferred order 
queue to the drive-thru order queue does not 
automatically change the destination to Drive-Thru. 
To change the destination, navigate to Destination 
Lookup on the Other Functions screen and manually 
change the destination. If the order has already 
been released, it will not display on the KPS when 
recalled and stored in the drive-thru queue.

2
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Finalizing the Day and 
Catering/Mobile Orders
Deferred orders in the queue at the end of the 
day result in the inability to finalize the day. The 
reason this occurs is to ensure orders that were 
picked up or delivered that day are tendered, 
especially if any credit cards were stored 
with those orders. The business date cannot 
be closed if a deferred order is stored with a 
release date equal to or prior to the current day 
that is being finalized. 

To fix this, the Mobile Orders need to be 
cleared. Additionally, the catering orders due 
at a previous time need to be modified to the 
correct day, tendered, or deleted entirely.

Clear Mobile Orders
At the end of the day, ensure that there are no 
Mobile Orders left in the queue:

1. Navigate to Other Functions and press 
Recall Mobile Order.

2. If orders exist, tap Clear Mobile. 
 
 

Change Date of Catering Order
To change the date of a deferred order that is 
preventing the day from being finalized, follow 
the steps below:

1. Navigate to Other Functions and press 
Recall Catering Order where all catering 
orders are listed chronologically by 
Promised Date/Time.

2
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2. Find the transaction that has not been 
tendered. Select it and press Edit. 
 
 
 
 
 
 

3. When the Deferred Order Information 
screen displays, modify the Promised Date 
field to the correct future date.  

Tender Catering Order
To tender a catering order that is preventing the 
day from being finalized, follow the steps below:

1. Navigate to Other Functions and press 
Recall Catering Order. Then, select the 
appropriate order.

2. Press Recall and tender the order. If the 
order has a credit card stored with it, 
press the Finalize Transaction button on 
the Amount Tendered screen.

3

NOTE

Use the Order Times button to check that the 
Release Date/Time fields are also in the future. For 
example, if the Promised Time is set to 12:15 a.m. 
the following day and the Release Time falls 30 
minutes prior to the Promised Time, the Release 
Time automatically sets to 11:45 p.m. on the current 
day. This will cause the end of day process to fail. 

2

2

1

2
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Delete Catering Order
To delete a deferred order that is preventing the 
day from being finalized, follow these steps:

1. Navigate to Other Functions and press 
Recall Catering Order. Then, select the 
appropriate order.

2. Press Recall.

3. Tap the Manager Functions button.

4. Press Cancel Trans to delete the order.

4

3
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POINT OF SALE MANAGER FUNCTIONS
There are certain functions on the POS that require higher security permissions than those 
granted to the Team Members. Typically, team leaders and managers are afforded this security 
status. Most manager functions are located on the Manager Functions screen:

Function Description

Refund Item(s)/ 
Refund By Trans #

These functions allow the allow Team Members to either enter specific menu 
items to refund or refund a customer’s order from the transaction number.

Paid In/Paid Out The Paid Out button is used when cash is withdrawn from a register, and the Paid 
In button is used to deposit cash into a register. 

Custom Routing If a Restaurant has routes configured in ServicePoint Store Management, they are 
available for use by management using the Custom Routing function on the POS. 

Print Receipt/ 
Print Receipt By Trans

Use these functions to print the receipt for the latest transaction that is 
displayed in the virtual receipt or based on a specific transaction number.

Collected Sale When a To Be Collected (TBC) customer submits payment, it must be accounted 
for on the POS using the Collected Sale button.

Scroll Previous Trans/
Scroll Previous Local

These functions allow Team Members to scroll through all of the current day’s 
orders for the entire system or for a particular register (i.e., local).

Pickup As a cashier collects money throughout a shift, it is a good cash management 
practice for the manager or Operator to pick up some of the excess cash from 
the drawer using this function.

Cancel Trans This function cancels a customer’s entire transaction.

No Tax The No Tax function allows managers to easily remove the tax from a transaction. 
All tax-exempt customers are prompted to include a Tax Exempt Identification 
Number and an Account Name.
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Function Description

Card Read Use this function to retrieve the card number of a manager (MGR) card. The 
number should then be assigned to the manager or team leader in Team Member 
User Admin (TMUA). 

Flex Pricing If flex pricing is configured and attached to an InFORM account(s) in ServicePoint 
Store Management, flex prices can be used for specific InFORM accounts on the 
register via this function.

Restart iPOS/Mobile When files are generated and sent from SPSM or ServicePoint Configuration, 
iPOS and mobile terminals are omitted from the update to ensure these 
terminals do not go offline. However, if the change needs to be available 
immediately on iPOS or mobile terminals, you can force restart these terminals 
using this option in Manager Functions.
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Field Description

Refund 
Item(s)

The Refund Item(s) button places the POS into refund mode and allows the Team Member 
to enter specific menu items to refund. This type of refund is not associated with a 
specific transaction and is best suited for refunds for items served on a previous business 
day or for transactions that are no longer stored in the POS terminal and cannot be 
recalled. This is also used when only a few items of a transaction need refunding, as the 
other refund types apply to an entire transaction. Be sure to refer to specific Operator 
policies regarding refunds, as this may vary between Restaurants.

Refund by 
Trans #

This function allows the Team Member to enter a specific transaction number and 
recall that order in the virtual receipt. It refunds the customer for the entire order. This 
function cannot be used for a single item or a portion of the order, and the transaction 
number must be known to use this function. This functionality is only available for locating 
transactions within 21 days from the date of the sale.

Delete 
Transaction

The Delete Transaction function, found by pressing Scroll Previous Trans or Scroll Previous 
Local, allows a Team Member to scroll through previous transactions stored on a specific 
register or on any POS in the entire system. The Team Member locates the specific order 
in the virtual receipt and can void/refund the order from the POS system. Both the Refund 
By Transaction Number and the Delete Transaction functions refund the entire order. To 
refund a single item that is part of a larger order, it is necessary to use Refund Item(s). 
This functionality is only available for locating transactions on the same business date as 
the sale. 

Note: If the Refund By Transaction Number or the Delete Transaction functions are used 
for an order that was tendered with a credit card, the refund is automatically returned to 
the credit card without need for the card to be applied or even present. When the Delete 
Transaction function is used, a Delete Confirmation dialog box displays, requiring manager 
approval to confirm the deletion.

Refunds
The POS system allows for three types of refunds. To perform a refund, navigate to Manager 
Functions and select one of the following refund options: Refund Item(s), Refund By Trans #, or 
Delete Transaction. Each refund type serves a different purpose. The following chart describes 
each refund in greater detail.
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Paid In and Paid Out
The register includes functionality which 
accounts for other cash that is taken or 
collected from a register’s drawer in various 
circumstances. There are two buttons available 
for performing and tracking this cash. The Paid 
Out button is used when cash is withdrawn 
from a register, and the Paid In button is 
used to deposit cash into a register. A receipt 
automatically prints each time either of these 
functions is performed. Review the sections 
below to learn the specific steps needed 
to perform a Paid In or Paid Out as well as 
examples of when to use each.

Paid Out
A Paid Out can be used when funds are taken 
from a cash drawer to make a purchase. For 
example, if a Restaurant runs short on bread 
and sends a Team Member to a local store to 
purchase extra bread, money removed from the 
drawer for this purpose can be accounted for 
with a Paid Out. Often, the money is removed 
and then accounted for after the purchase. 
For example, assume $20 is removed by the 
manager to purchase the bread. The bread 
costs only $15.99. When the manager returns 
with the bread, the Paid Out is completed on 
the POS terminal from which the $20 was taken 
and is entered as a Paid Out of $15.99. The 
change from the $20 — $4.01 — and the receipt 
for the purchase are placed into the drawer 
along with the Paid Out receipt that prints when 
the Paid Out is performed. Paid Outs are usually 
used for small purchases and purchases that do 
not include an invoice.

NOTE

Paid Ins and Paid Outs can be completed in InFORM; 
however, it is easier to do so on the register.
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Enter a Paid Out

Follow the steps below to complete a Paid Out:

1. Navigate to Manager Functions > Paid Out.

2. The Paid Out Amount screen displays. 
Enter the amount of cash spent. Manager 
approval is required.

3. Press the Enter button. The virtual receipt 
displays the Paid Out amount, the cash 
drawer opens, and a receipt prints for that 
amount. Place that receipt, along with any 
change from the initial withdrawal, and 
the purchase receipt inside the drawer for 
reconciliation at the end of the cashier’s 
shift. The Paid Out amount displays on the 
Cashier Financial Report.

Paid In
A Paid In is completed when funds are received 
for any purpose other than a sale. Examples of 
when a Paid In might be performed include: 
receipt of funds for the sale of used oil, the 
collection of an insurance premium from a 
Team Member, or a uniform purchase by a 
Team Member. These items can be accounted 
for on the POS or through ServicePoint Store 
Management before a cashier is settled; 
otherwise, it can be done manually directly into 
InFORM. Using the POS is the easiest method to 
enter a Paid In.

NOTE

Depending on the configuration in the Site 
Option Override package of ServicePoint Store 
Management, the Enter Custom Category/
Description screen may display at this point.

2

3
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Enter a Paid In

Follow the steps below to complete a Paid In:

1. Navigate to Manager Functions > Paid In.

2. Enter in the amount of cash placed back 
into the cash drawer in the Paid In Amount 
screen.

3. Press the Enter button.

4. Select the form of tender that is paid into 
the register. This is usually cash, but other 
options — such as check, credit, or gift 
card — are also available.

5. Press the Done button. This requires 
manager approval.

6. The cash drawer opens to allow the Team 
Member to place the form of payment in 
the drawer.

NOTE

Depending on the configuration in the Site 
Option Override package of ServicePoint Store 
Management, the Enter Custom Category/
Description screen may display at this point.

NOTE

Some states allow customers to cash out the 
remaining balance of a gift card when lower than 
a certain amount. The Paid In can be cashed out 
onto a gift card or Chick-fil-A One™ Card on the 
customer’s mobile device. Select Credit/CFA Card 
and have the customer the QR code in the  
Chick-fil-A App from his mobile device.

2

3

4

5
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Custom Routing
Sometimes Restaurants find it useful to 
configure custom routings for various items 
during different time periods of the day. When 
various routes are configured in ServicePoint 
Store Management, they are available for use 
by management with a push of a button from 
the POS. It is important to remember that 
custom routings must first be configured in 
ServicePoint Store Management before they 
are available for use. For additional information 
about configuring routings, reference the 
ServicePoint Configuration User Guide.

To change a routing on the POS, follow the steps 
below:

1. Press the Manager Functions > Custom 
Routing.

2. Select the desired routing from the list.

3. Press Turn On. Manager approval is 
required. The routing goes into effect 
immediately.

4. To turn off a custom routing and return 
to the system default, repeat the steps 
above, but press the Turn Off button.

NOTE

New orders follow the new routing rules. Orders 
already on the KPS are not changed based on the 
new routing selection to help prevent confusion.

3 4

2
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Print Receipts
There are two methods by which a receipt 
can be printed after the customer has left the 
counter and the POS no longer displays that 
order. This can be done by entering the correct 
transaction number or by scrolling through 
previous receipts to visually locate the desired 
receipt. Both methods are detailed in this 
section. 
 

Print Receipt by Transaction 
Number
The Print Receipt by Transaction Number 
button allows the cashier to reprint a receipt 
on the same business date as the sale using a 
transaction number. This is helpful when the 
transaction number is known and it is necessary 
to reprint a receipt. Follow the steps below to 
reprint a receipt using the transaction number:

1. Navigate to Manager Functions > Print 
Receipt by Trans #.

2. Enter the transaction number. A full 
transaction number must be entered.

3. Press the Enter button. This requires 
manager approval, but can be configured 
otherwise in the Security Operations 
package of ServicePoint Store 
Management.

4. Select the transaction.

5. Press the Print button.

2

3

4

5
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Print Receipts from Previous 
Transactions
The Print Receipt by Transaction Number button 
allows the cashier to reprint a receipt using a 
transaction number. Follow the steps below to 
reprint a receipt using the transaction number:

1. Navigate to Manager Functions.

2. Press either the Scroll Previous Local 
button to scroll through the current day’s 
orders on that particular register or the 
Scroll Previous Transaction button to 
scroll through all of the current day’s 
orders for the entire system.

3. Use the left and right arrow buttons to 
scroll through previous transactions. The 
transaction displays in the virtual receipt.

4. Press the Print Receipt button after 
the desired order displays in the virtual 
receipt.

4

33

2
1
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Collected Sale
When a To Be Collected (TBC) customer submits 
payment, it must be accounted for on the POS 
using the Collected Sale button. This is the only 
means by which an invoice payment for a To Be 
Collected Sale is accounted for in the system. 
There is no payment collection functionality 
within InFORM.

1. With payment in hand, navigate to 
Manager Functions > Collected Sale. 

2. The Enter Custom Category/Description 
screen displays. Enter the name of the 
account in the Category/Descr field.

3. Press Done.

4. Enter the payment amount using the 
number pad, or if payment is with a credit 
card, insert card or tap credit payment on 
the payment terminal. Press Enter. 

NOTE

The Enter Custom Category/Description 
prompt can be enabled or disabled in the Site 
Option Override package of ServicePoint Store 
Management. 

4

2

3

NOTE

If a Collected Sale for the exact same dollar amount 
is entered twice in the same day, a pop-up displays. 
Select Yes to continue entering the duplicate 
Collected Sale, or press No to cancel the second 
entry.

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=78
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5. Select the tender type: Cash, Check, or 
Credit/CFA Card. 

6. Press Done. 

7. The Manager Override PIN prompt displays. 
Manager approval is required. 
 
 
 
 
 
 
 
 
 

8. The Select an Account Name screen 
displays. Select an account, and press 
Use Selected. If the account is not listed, 
press No Acct Name.

9. Enter any additional information on the 
Additional Account Information screen, 
and press Done.

10. A receipt prints. Ensure the customer’s 
name is on the receipt and place it in 
the drawer for reconciliation in InFORM. 
Although the payment must be accounted 
for using the Collected Sales button on 
the register, the payment is reconciled 
with the customer account in InFORM.

5

6

8

NOTE

The Select an Account Name prompt can be 
enabled or disabled in the Site Option Override 
package of ServicePoint Store Management. 

NOTE

All collected sales are reflected on the Financial 
Report for the day. 

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=78
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Pick Up
As a cashier collects money throughout a shift, 
it is a good cash management practice for the 
manager or Operator to pick up some of the 
excess cash from the drawer. The cash can 
then be stored safely in the Restaurant safe 
or deposited into the Smart Safe. Adjustments 
to pickups can be made on the POS or in 
ServicePoint Store Management until the 
cashier is settled in InFORM. After that time, 
adjustments can be made only in InFORM by 
releasing and then reauthorizing the cashier. 

Refer to Cashier Settlement section of 
the InFORM Cash Management User Guide 
for additional details about releasing and 
authorizing a cashier. To enter a pickup for a 
cashier on the register, follow the steps below:

1. Open the cash drawer with the key and 
remove the desired amount of money. 

2. Once the money is counted and removed, 
press the Manager Functions button.

3. Press the Pickup button. The Enter Pick 
Up Amount prompt displays.

4. Enter the dollar amount that was removed 
from the cash drawer.

5. Press the Enter button. 

6. Select the type of tender that was 
removed from the cash drawer. This is 
typically cash. 

7. Press Done. Manager approval is required.

8. One receipt automatically prints. Take 
this receipt with the money and make a 
deposit into Smart Safe.

5

7

6

4

NOTE

When performing a pickup, never pick up more 
cash than is set as the alert amount in Team 
Member User Admin (TMUA). Picking up additional 
cash and depositing it into Smart Safe could result 
in a drawer shortage at the end of the shift. 

https://www.cfahome.com/cs/groups/it-login/documents/document/CFAPROD_180394.pdf
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Cancel Transaction
The Cancel Transaction button is used by 
managers to cancel an entire customer 
transaction. This is used in the event that an 
order is placed and the customer changes his 
mind about placing it. A Team Member has 
the ability to cancel individual items from a 
transaction prior to pressing the Tender button; 
however, a Team Member does not have the 
ability to cancel an entire transaction. This is 
configured in the Security Operations package 
of ServicePoint Store Management.

Follow the steps below to cancel a transaction:

1. Review the receipt in the virtual receipt to 
ensure it is the correct order.

2. Navigate to Manager Functions > Cancel 
Transaction. The order displays Canceled. 

3. Manager approval is required for 
this unless changed in the Security 
Operations package of ServicePoint Store 
Management.

Tax Exempt
Some customers may have the appropriate 
paperwork that exempts them from paying 
tax on purchases. The No Tax function allows 
managers to easily remove the tax from a 
transaction. All tax-exempt customers are 
prompted to include a Tax Exempt Identification 
Number and an Account Name. The POS 
system does not verify the accuracy of this 
information. Tax Exempt Accounts can be 
created using the Tax Exempt Accounts feature 
found in the Utilities package of ServicePoint 
Store Management. Once an account is added 
in ServicePoint Store Management, the name 
displays in the Tax Exempt Account list on the 
POS. It is not possible to add an account from 
the register; however, it is possible to manually 
enter an account for a single order on the 
register. Adding an account must be done in 
ServicePoint Store Management.

NOTE

It is recommended that a receipt is printed and 
stored in the cash drawer for all tax-exempt 
transactions as it helps with reconciliation at the 
end of the day.

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=13
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Enter a Tax Exempt Sale
Complete the following steps to process a tax-
exempt sale:

1. Enter the desired order. Before pressing 
Tender, navigate to Manager Functions > 
No Tax. 

2. Enter the Tax Exempt ID and the Account 
Name using the keypad. If the account has 
already been created in ServicePoint Store 
Management, press Account Lookup.

3. The list of accounts existing in the Tax 
Exempt Accounts package in ServicePoint 
Store Management displays. Touch the 
account. 

4. Press Use Selected.

5. The selected customer information 
displays in the Tax Exempt ID and 
Customer Name fields. Press Enter.

6. Tender the order as usual. Tax Exempt and 
the customer name display at the top of 
the virtual receipt.

2

4

3

5

NOTE

It is not possible to add an account from the 
register, but the Team Member can manually enter 
the account information for a single transaction, if 
necessary.
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Manager Card
The manager (MGR) card is used by management 
to approve all manager functions. MGR cards 
are white, credit card-sized cards that are often 
used in lieu of a manager PIN. Cards either 
include a Near Field Communication (NFC) tag 
for Restaurants using POS Next or a magnetic 
stripe for Restaurants using traditional POS 
registers, such as the P1220 or P1230. 

Cards are assigned to management staff and 
team leaders at the discretion of the Restaurant 
Operator and are easily activated. In the event 
a card is lost or stolen, the card can easily be 
deactivated and a new card issued. For security 
purposes, using this card is preferable to 
entering the manager PIN. Each MGR card has 
a distinct number associated with it. Once that 
number is identified, it can be associated with 
the proper Team Member in the Team Member 
record. 

Read a Card Number
Before a card can be associated with a 
manager, it is necessary to identify the card 
number. This can be done on any POS terminal.

1. Navigate to Manager Functions > Card 
Read. 

2. Manager approval is required to continue. 
Enter a manager PIN or swipe/scan a MGR 
card that is already activated.

3. The Card Number screen displays. Swipe 
or scan the MGR card.

4. The five- or six-digit MGR number displays. 
The manager should make a note of the 
number and enter it into the appropriate 
manager’s POS Setup Details section of 
Team Member User Admin.

3

2

1
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Flexible (Flex) Pricing
Flexible (flex) pricing (ServicePoint 2017 Release 
4) allows Operators to customize prices for 
customers who are set up with accounts in 
InFORM. For example, Restaurants can offer 
discounted prices for loyal customers who 
order large quantities or create customized 
pricing for special events. Refer to the Flexible 
Pricing section of the ServicePoint Store 
Management User Guide for how to set up flex 
pricing lists and link them to InFORM accounts.

To begin an order with flex pricing, follow these 
steps:

1. Press Manager Functions > Flex Pricing.

2. The Select An Account For Flex Pricing 
screen displays. Select the appropriate 
account. 

3. Press Start Flexible Pricing and the menu 
prices automatically update to the flex 
prices. 
 
 

4. Ensure that the correct account and Flex 
displays in the virtual receipt. Take the 
customer’s order. 

5. Tender the order as usual.

NOTE

Orders taken in flexible pricing mode can be 
tendered as deferred orders. Orders are stored to 
the InFORM customer account associated with the 
particular flexible pricing account.

2

4

5

3

1
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6. Resume taking any additional orders for 
the specified account, or to turn flex 
pricing off, navigate to Manager Functions 
> Flexible Pricing > End Flexible Pricing. 
 
 

7. Press Yes to the prompt to continue with 
flex pricing turned off for the next order.

7

6
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Restart iPOS/Mobile
The Restart iPOS/Mobile feature on the 
Manager Functions screen will immediately 
restart the virtual Point of Sale (VPOS) terminals, 
which support iPOS, mobile, and catering 
orders. A manual restart of the selected VPOS 
terminal will prevent the system from receiving 
orders through the external order interface 
when the restart takes place. If no manual 
restart is performed, an overnight scheduled 
restart will take place to update necessary files. 
This POS feature can also be configured to 
require manager approval.

A. Restart iPOS: This feature only restarts 
virtual POS terminals handling iPOS orders.

B. Restart Mobile: This feature only restarts 
virtual POS terminals handling mobile/
catering orders.

C. Restart iPOS & Mobile: This feature restarts 
all virtual POS terminals handling iPOS, 
mobile, and catering orders.

D. Go Back: This feature will close the Restart 
iPOS/Mobile terminal.

A

C

B

D

NOTE

The restart process takes about 3-5 minutes 
to complete. Please take the restart time into 
consideration when determining the option to 
select and time of day when restarting.
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Some manager functions are located on the Other Functions screen: Sample, Waste, and KPS Force 
Bump. There are also some features that may not require manager security, but that are generally 
considered functions managers perform. The table below contains short descriptions of all features 
on the Other Functions screen. Most features are detailed in the Point of Sale Basic Functions or 
Point of Sale Manager Functions sections of this document. 

Function Description

Sign Out When a Team Member has completed his shift on the register, this function allows 
the Team Member to sign out of the POS.

Time Clock If a Team Member needs to clock in or out on the register but someone is signed into 
the register, use this function to navigate to the Time Clock screen.

Lock POS If it is necessary for a Team Member to step away from his register for a moment, he 
can use this function to lock the POS so that no one else can operate it.

Sample Use this function to accurately track samples on the POS. Typically, managers use the 
Sample feature for inputting whole or partial product samples.

Waste Managers can enter waste (i.e., items that are discarded) into the POS system via this 
function. Only finished products can be added as waste on the register. Non-finished 
items, such as ingredients or test items, must be added directly into InFORM. 

Discount 
Lookup

The Discount Lookup function allows Team Members to look up a specific discount, 
such as the Employee discount, and apply it to the active transaction. Discounts are 
configured in ServicePoint Store Management.

Destination 
Lookup

If it is necessary to change the destination of an active transaction, use this feature. 
For example, if a customer is placing an order for pickup, a Team Member may 
navigate to Destination Lookup and select Pickup at any point during the transaction.

Split Quantity Use the Split Quantity function if it is necessary to split an item out from a 
consolidated group of the same items. For example, a customer orders four  
Chick-fil-A sandwiches and only one should have cheese. The Team Member uses the 
Quantity function to enter four Chick-fil-A sandwiches, then he uses Split Quantity 
to extract a single Chick-fil-A sandwich from the group of four sandwiches so he can 
add cheese to one sandwich. 

Consolidate The Consolidate feature does the opposite of Split Quantity. If multiple of the same 
item is entered separately on the POS, this function consolidates the items into a 
single line item in the virtual receipt and updates the quantity.

POINT OF SALE OTHER FUNCTIONS
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Function Description

Meal Breakout If a customer orders a Chick-fil-A sandwich meal and presents a coupon for the 
sandwich, the meal must be broken out into a la carte items. The Team Member 
should use the Meal Breakout function on the Other Functions screen to break 
the meal into a Chick-fil-A sandwich Promo Free, medium waffle fry, and medium 
beverage.

Refund Item(s)/ 
Refund By 
Trans #

These functions allow the allow Team Members to either enter specific menu items 
to refund or refund a customer’s order from the transaction number.

Store Trans/ 
Recall By  
Trans #/ 
Recall Trans

In a scenario in which a customer forgets his money in the car or needs to pause 
in placing an order, a Team Member can use the Store Trans function to store the 
transaction in the front counter queue for future use. Then, recall the transaction 
using the Recall Trans # or Recall Trans functions. 

Vehicle Descrip. If it is necessary to associate a vehicle description with an order, use this function to 
navigate to the Vehicle Description screen.

Nutrition When a customer requests nutritional information, a Team Member can locate the 
item and print the details for the customer to have using the Nutrition button. 

Print Receipt/ 
Print Receipt By 
Trans

Use these functions to print the receipt for the latest transaction that is displayed in 
the virtual receipt or based on a specific transaction number.

KPS Force Bump Sometimes an order gets stuck on the KPS monitor after it is tendered and the Bump 
Active button is pressed. To remove the order on the KPS from the POS, use the KPS 
Force Bump function.

Seat Total The Seat Total feature functions differently on the front counter than in the drive-
thru. For front counter transactions, use the Seat Total button when there are 
multiple customers in a party with one person paying for the entire order. For drive-
thru transactions, use the Seat Total button when there are multiple customers in a 
single vehicle who want to pay for their meals separately.

Recall Mobile 
Order/ 
Recall Catering 
Order

There are various reasons a deferred order is recalled, such as: to view, edit, 
confirm, tender, or release the order to the KPS. To accomplish any of these, it 
is necessary to use the Recall Catering Order or Recall Mobile Order functions 
depending on the type of order that needs to be recalled.

Start Deferred 
Order/ 
Store Deferred 
Order

When a Team Member places an in-person or phone deferred order, he must use 
the Start Deferred Order function to enter items as part of the catering order. Once 
the order is complete, the Team Member presses Store Deferred Order to store the 
order in the catering order queue.
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Samples
Sampling is an activity often accounted for by 
a manager and, therefore, is addressed in this 
section. The Sample button is found on the 
Other Functions screen. Three types of sampling 
entries that can be completed on the POS:

 • Sampling: Includes offering small portions of 
a product to taste. 

 • Whole Product Sampling: Involves giving 
away whole products at the front counter 
or at the drive-thru window. Products are 
marked with a Free Sample sticker and 
placed on a tray or in a bag with an order.

 • Food Distribution: Involves distributing 
whole products or Chick-fil-A trays 
to customers outside the walls of the 
Restaurant. This includes delivering products 
to shoppers in the mall and to individuals at 
remote locations.

The items that are available for sampling vary 
by the type of sample. The number of items 
available for food distribution sampling is 
limited because of the need to ensure that the 
food quality can be maintained outside of the 
Restaurant setting.
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Enter Samples
Manager approval is required to complete 
sampling entries. This can be configured in the 
Security Operations package of ServicePoint 
Store Management. To complete a sampling 
entry on the register, follow the steps below:

1. Press the Other Functions button on the 
right side of the POS screen. The Other 
Functions screen displays. 

2. Press the Sample button.

3. The Samples screen displays. Select the 
sampling category and press Done. By 
default, manager approval is required to  
complete a sampling entry.

4. The virtual receipt displays the sampling 
category at the top. 

5. Press the desired navigation tab to locate 
the desired menu. For example, if sampling 
strips, navigate to Entrees/Meals.

6. Enter the item for sampling. 

7. Select the item on the sub-screen and 
press the Quantity button to select the 
desired quantity. In this example, press 
the Strips button, press the 1 Strip button, 
and then select a quantity of 25.

1

2

3

NOTE

Permissions to avoid requiring manager approval for 
sampling transactions can be configured for Team 
Members by accessing the Security Operations 
package in ServicePoint Store Management.

NOTE

Modifications, such as condiments, cannot be 
included with samples.

4

5

7

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=13
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9

8

NOTE

The same steps are used to complete sampling 
entries for whole product sampling and food 
distribution sampling. Different types of sampling 
entries cannot be combined in one transaction. It is 
necessary to create a separate transaction for each 
type of sampling entry.

10

3

2

8. Press Enter.

9. The item with the appropriate quantity 
displays in the virtual receipt. Press 
Tender. The Finalize Transaction message 
displays. 
 
 
 
 
 

10. Press Yes and the Finalized message 
displays at the top of the virtual receipt.

Sample Items on the Catering 
Pickup Menu
The Catering Pickup navigational tab includes 
a sample menu, which allows access to items 
that are only available for sampling transactions. 
To access the sampling items on the Catering 
Pickup menu, follow the steps below:

1. Navigate to Other Functions > Sample.

2. Select the desired sample type: Food 
Distribution, Sampling, or Whole Product 
Sampling. 

3. Press Done. The virtual receipt displays 
the type of sampling entry.
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5

4

87

6

NOTE

The items on the Sampling Menu screen are 
only available for sampling transactions. If a user 
attempts to enter these items in a standard 
transaction, the item cannot be sold and a Standard 
Trans message displays.

4. Press Catering Pickup. The menu displays.

5. Press Sample Menu. The Sampling Menu 
displays.  
 
 
 
 

6. Select the sampling item.

7. Press the Quantity button to indicate the 
number of samples given and press Enter.

8. Press Tender.

9. The Finalize Transaction screen displays. 
Press Yes and the Finalized message 
displays at the top of the virtual receipt.
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Sample Errors
If a retail item that is not configured for whole 
product sampling, sampling, or food distribution 
is selected, one of the following error messages 
displays depending on the type of sampling 
transaction attempted:

 • Not allowed in Sample Transaction

 • Item not allowed in Distribution Transaction

 • Not allowed in Whole Product Sampling 
Transaction

If a non-retail item such as a meal, which is 
a group of items, or a function such as Guest 
Name is pressed, the Team Member sees the 
Cannot Do This Operation in a Sampling or 
Waste Transaction error message. 

If one of these messages displays, press Go 
Back and select another item. 

Cancel a Sampling Transaction
If it is necessary to delete items from a 
completed sampling transaction or to 
completely cancel a sampling transaction, 
use the Scroll Previous button to locate the 
transaction, delete it, and then re-enter the 
sampling transaction with the revised quantities. 
To cancel a sampling transaction, follow the 
steps below:

1. Navigate to Manager Functions.

2. Press Scroll Previous Trans to scroll 
through all previous transactions stored 
on the POS system or Scroll Previous Local 
button to scroll through transactions on a 
specific POS register.

2
1
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NOTE

Transactions can be located using the Scroll 
Previous Trans and Scroll Previous Local buttons 
only for the current business date.

5

33 4

3. Use the left and right arrows to scroll 
through the transactions to locate the 
desired transaction.

4. When the correct transaction is located, 
press the Delete Trans button to delete 
the transaction. 
 
 
 
 
 

5. The Transaction Deletion Confirmation 
warning displays. Press Yes to delete the 
transaction. Manager approval is required 
to delete a transaction.

6. Press Done.
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Waste
Waste consists of items that are discarded 
because they are not used within the time 
guidelines required for maintaining food quality 
standards, items that are dropped on the floor 
or cannot be put into products based on food 
quality standards (e.g., dark lettuce), items 
replaced for a customer, or items that are 
contaminated. Waste is not sorted by category.

Waste entries can be made on the register or 
directly through InFORM. Only finished products 
can be added as waste on the register. Non-
finished items, such as ingredients or test items, 
must be added directly into InFORM.

To enter waste on the register, follow the steps 
below:

1. Navigate to Other Functions > Waste. 
The screen displays Waste Transaction at 
the top of the virtual receipt. By default, 
manager approval is required.

2. Enter the quantity of wasted items into 
the register. For example, if 10 Chick-fil-A 
sandwiches were wasted, press the CFA 
Sandwich button and then press the 
Quantity button. Press the green #10 
button. The selected quantity of the item 
displays in the virtual receipt with a $0.00 
amount.

3. Press Tender. The Finalize Transaction 
message displays.

4. Press Yes. The message Finalized displays 
at the top of the virtual receipt.

4

1

2 3
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Cancel a Waste Transaction
To delete items from a completed waste 
transaction or to cancel a waste transaction, 
locate the transaction, delete it, and then 
re-enter a new transaction with the correct 
quantities and/or items. To cancel a waste 
transaction, follow the steps below:

1. Navigate to the Manager Functions screen.

2. Press the Scroll Previous Trans or 
Scroll Previous Local button. The Scroll 
Previous Trans button scrolls through 
all transactions in the POS system from 
all terminals. The Scroll Previous Local 
button only scrolls through transactions 
completed on the specific terminal.

3. Press the left arrow to scroll back through 
previous transactions to locate the desired 
transaction. 

4. When the desired transaction displays in 
the virtual receipt, press the Delete Trans 
button. 
 
 
 
 

5. The Transaction Deletion Confirmation 
message displays. Press Yes.

6. The system deletes the transaction, and 
the message in the virtual receipt changes 
from Reviewing Transaction to Refund 
Transaction. Press Done.

4

2

3

5
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KPS Force Bump
Sometimes an order gets stuck on the KPS 
monitor after it is tendered and the Bump 
Active button is pressed. Follow the steps below 
to force bump an order from the KPS monitors:

1. Navigate to Other Functions.

2. Press KPS Force Bump. 
 
 

3. Enter the transaction number to bump off 
of the KPS monitor.

4. Press the Enter button. The transaction 
disappears from the KPS monitor.

1

2

NOTE

Force bump can also be done by pressing a 
sequence of buttons on the KPS bump bar. To do 
this, ensure the correct transaction is highlighted 
on the KPS and press Bump Active three times, 
then press Recall.

3 4
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STORE MANAGEMENT 
FUNCTIONS ON THE POS
The Store Management functions are a 
password-protected group of functions 
accessed through the purple Store Management 
button on the task bar at the bottom of 
designated manager terminals. Managers utilize 
these functions to perform a variety of actions 
that are detailed in this section. The Store 
Management functions are divided into four 
groups: Site Operations, Site Reports, Utilities, 
and Contests.

To access Store Management functions, follow 
the steps below:

1. Press the Store Mgmt. button on the task 
bar. 

2. Manager approval is needed to access this 
area. The following menu displays. Each 
option is described in additional detail on 
the following pages.

Site Operations
The functions grouped under Site Operations 
pertain to Team Member operations and include 
the following buttons: Home, Shift Operations, 
Daily Processing, Host Contact, Alerts, and 
Logout.

Home
The Home button is available under each of the 
four areas of Store Management. When used, 
this button returns the user to the initial Store 
Management screen, allowing the user to select 
another option from the Operation Type screen.

1

2
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Shift Operations
If the Auto Shift Create On Sign In option in 
Site Option Override in ServicePoint Store 
Management is turned off, a Team Member 
must have an opened shift in Shift Operators 
before she can sign in to a register. Opening 
cashiers can be done from Store Management 
on the register or in ServicePoint Store 
Management. Managers can open a shift for 
any Team Member, but it is recommended to 
open shifts only for the Team Members who 
are scheduled to operate a register the current 
business day. If the Auto Shift Create On Sign 
In option is turned on (default), then it is not 
necessary to manually open cashier shifts, as 
this will be done automatically when the cashier 
signs into the register.

Open a Cashier
1. Navigate to Store Mgmt. > Shift 

Operations.

2. Press the Open Shift button located at 
the bottom of the Cashier Status screen.

3. Select the Team Member(s) scheduled to 
work on a register on a given business day 
from the alphabetical list. Use the Sort by 
Last Name or Sort by First Name buttons 
to sort the names. Then, press Done.

4. The Team Member name(s) displays on the 
Cashier Status screen with the status of 
Opened. Check to ensure that the correct 
business date displays next to each 
opened cashier.

1

3

2

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_169360.pdf#page=78
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Close a Cashier
At the conclusion of a Team Member’s shift, 
the Team Member must be closed. Cashier 
shifts are closed in ServicePoint, either from 
Store Management on the POS or by using 
ServicePoint Store Management. To close a 
cashier at the conclusion of a shift, follow the 
steps below.

1. Navigate to Store Mgmt. > Shift 
Operations.

2. Touch the name of the Team Member to 
close. The Team Member must have the 
status Signed Out.

3. Press Close Shift. Repeat steps for all 
Team Members who are ready to be 
closed. 

4. Once a Team Member name displays 
the status of Closed, highlight the Team 
Member and press Final Settlement. 

5. Press the Counted Amount area next to 
the first tender type.

4

2

3

5
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6. The Cash dialog box displays. Enter the 
amount of cash in the drawer and press 
Enter. 
 
 
 
 
 
 
 
 
 

7. Continue to enter the Counted Amount 
for each tender type. When finished, press 
Save. The Over/Short column displays how 
much, if any, the Team Member is over or 
short.

6

NOTE

CFA Card and Credit cannot be edited.

A message displays if the counted amount is outside 
of the $2 tolerance.

7
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Drawer Events
If a drawer event was forgotten on the register 
while a Team Member was signed in, it can 
be added using the Drawer Events option in 
Shift Operations. Drawer events that can be 
performed in Store Management on the register 
include Pickup, Paid In, Paid Out, Collected 
Sale, or editing an existing drawer event. To add 
a drawer event, follow these steps:

1. Navigate to Store Mgmt. > Shift 
Operations.

2. Touch the name of the Team Member 
to whom the drawer event needs to be 
added.

3. Press the right arrow (>) button. 

4. Press the Drawer Events button. 
 
 
 
 
 
 
 
 
 

5. All the drawer events display. Select the 
drawer event that needs to be added or 
use the arrow buttons to scroll and locate 
find the correct drawer event. To edit an 
existing drawer event, highlight the drawer 
event, press the right arrow (>), and select 
Edit Drawer Event.

2

4

3

5
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6

6. A box displays with the Drawer Event Type. 
Edit or add the amounts by tapping in 
the Initial Amount area. For some drawer 
events, different tender descriptions 
display. Be sure to tap the Initial 
Amount area next to the correct Tender 
Description. 
 
 
 
 
 
 
 
 
 

7. Input the amount and press Enter.

8. Press Save to save the drawer event. 

9. Depending on the drawer event, the 
Category/Description prompt may display. 
Enter the category/description and press 
Done. 
 
 
 
 

10. The new drawer events display. If any 
events were edited, the original amount 
displays in the Amount column and the 
edited amount displays in the Adjusted 
Amount column.

7

NOTE

A collected sale can be added using this function; 
however, if the payment is a credit payment, this 
must be done through Manager Functions on the 
register.
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Force Cashier Sign Out
If it is necessary to sign out a Team Member 
without using the Team Member’s sign-in PIN, 
this can be done in ServicePoint, either from 
Store Management on the POS or by using 
ServicePoint Store Management. Examples 
of when this might be necessary is if a Team 
Member locks a POS terminal and a manager 
needs to unlock the terminal or if a Team 
Member forgets to sign out of a register. This 
can be done using the Force Sign Out function. 

To force sign out a cashier from a POS register, 
follow the steps below:

1. Navigate to Store Mgmt. > Shift 
Operations.

2. Touch the name of the Team Member who 
needs to be signed out. The Team Member 
must have the status Signed In.

3. Press the right arrow (>) button. 

4. Press Force Sign-Out.

5. The screen refreshes to show the updated 
status Signed Out.

4 3

2

5

CAUTION

If the Team Member is in the middle of a transaction 
and Force Sign-Out is used, the transaction is lost.
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Daily Processing
The Daily Processing function in Store 
Management on the POS should not be utilized 
unless directed by a Chick-fil-A HELP analyst.

The End of Day process is automatic with 
InFORM. The day is automatically closed on the 
POS at 1 a.m. local time. This also automatically 
advances the business date on the POS, 
eliminating combined sales. There is no need 
to manually close the day using the Daily 
Processing button on Store Management unless 
auto day close failed due to stored orders. All 
deferred orders for current and previous days 
must be cleared or the day close will fail. If 
this occurs, wait until the next night or if the 
information is needed to send to InFORM, use 
the Daily Processing button to manually close 
from the register.

Host Contact
When changes to ServicePoint are made 
through ServicePoint Enterprise, contact 
between the POS system and ServicePoint 
Enterprise is necessary. This is referred to as 
a Host Contact on the POS and called Retrieve 
Download on ServicePoint Store Management. 
Both features perform the same task. The Host 
Contact button on the POS allows the user to 
initiate a download. The user can do this at any 
time during the day to receive the updates. This 
function automatically occurs by default each 
night. For more information about ServicePoint 
Enterprise, refer to the ServicePoint Enterprise 
User Guide.

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_166792.pdf
https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_166792.pdf
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Alerts
The Alerts button displays any alerts that may 
affect the POS. Examples of the most common 
alerts include Pick Up Needed. The Alerts can 
be accessed by pressing the Alerts button, and 
they also display in the task bar for all Team 
Members to see. 
 
 
 
 

Log Out
Press the Log Out button to exit the Store 
Management screen. This button returns the 
user to the Store Management Sign In screen. 
This should always be done before leaving the 
POS terminal for security purposes.
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Site Reports
Operators and managers with access to Store Management have the ability to generate various 
reports from Store Management at the front counter. All reports can also be generated from 
ServicePoint Store Management (SPSM). The report information generated at the front counter 
register is typically limited and viewing the same reports using SPSM allows for additional search and 
editing capabilities to produce more specific reports. Most reports generated at both the POS and 
SPSM show sales data from previous business days as well as the current business day. The table 
below lists the reports that can be generated from a POS with Store Management functionality. See 
the ServicePoint Reports Guide for more information.

Report Description

Financial 
Report

This report contains real-time information on all sales transactions for the current and 
previous business days. It may be generated for an individual Team Member or for all 
terminals combined. Selecting All Terminals results in the equivalent of a Daily Financial 
Report.

Sales Activity 
Report

This report contains real-time information at any given time on the current and 
previous business days with a breakdown of sales in increments of 15, 30, or 60 minutes 
and by destination. It also lists the total sales for each hour and can be generated for an 
individual Team Member or for all terminals combined.

Sales Mix This report is a condensed version of the Sales Mix Report located in ServicePoint Store 
Management. Available for a single business date, this report can be generated for all 
or selected Team Members, for all or specific shifts, and in either the Item Summary or 
Meal Summary formats.

Clocked In 
Report

This report lists all Team Members who are currently clocked in. It also lists the time 
each of these Team Members clocked in for the current business day.

Labor Report This report generates the labor percentage based on the date, the sales activity 
interval, and either the actual or the average wage based on the choices made by the 
user. The actual wage option is available only to the Operator.

Speed of 
Service Report

This report allows the user to view Speed of Service in the Restaurant by Team Member, 
destination, Report Type (Counter or Drive-Thru), and Sales Activity Interval.

Credit Batch 
Report

This report displays the batch number of the current credit batch along with the total 
number of transactions and the total dollar amount of the transactions in the batch.

Samples and 
Waste

This report contains real-time information at any given time on the samples or waste 
entered into ServicePoint. This information can be generated for an individual Team 
Member or for all terminals combined and for a specific date.

Deferred 
Orders

This report displays the promised date, promised time, destination, transaction total, 
guest name, and phone number for all the deferred orders for the selected date.

https://www.cfahome.com/cs/groups/it-login/documents/document/cfaprod_070546.pdf
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Financial Report
The Financial Report is used to review all 
discounts, promo free items, over-rings, and 
refunds for validity. The Financial Report has 
two formats: Cashier Financial Report and 
System Financial Report.

 • The Cashier Financial Report is used to 
reconcile the cash drawer for each Team 
Member at the end of a shift. 

 • The System Financial Report shows 
Restaurant sales for the day.  

Both report formats can be printed from the 
POS Store Management terminals or from 
ServicePoint Store Management. Follow the 
directions below to print the reports from the 
POS terminal:

1. Navigate to Store Mgmt. > Site Reports. All 
available reports display.

2. Press the Financial button.

3. Select the desired business date.

4. Select All to view the system’s sales as 
a whole. If a Cashier Financial Report 
is needed to reconcile a cash drawer, 
choose the desired cashier.

5. The system displays the appropriate report 
on the screen. To the right is an example 
of the System Financial Report.

6. Press Print Report to print a hard copy of 
the report.

4

3

5
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Sales Activity Report
With ServicePoint, it is possible to view or print 
hourly sales for an individual Team Member or 
for all terminals combined. The Sales Activity 
Report provides an hourly breakdown of sales 
by destination.

1. Navigate to Store Mgmt. > Site Reports. All 
available reports display.

2. Press the Sales Activity button.

3. Select the desired business date.

4. Choose either the desired Team Member 
to view the sales activity information for 
a particular individual or select All to 
view the sales activity information for all 
terminals.

5. Select the desired interval of time for 
viewing sales activity.

6. The system displays the appropriate 
report. See the example of a Sales Activity 
Report with an interval of 60 minutes to 
the right.

7. Press the Print Report button for a 
printed copy of the report.

4

5

6

NOTE

Only destinations used for the dates selected 
display in the report.
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Sales Mix Report
A condensed version of the Sales Mix 
report is available on the POS through Store 
Management. Available for a single business 
date, this report can be generated for all or 
selected Team Members, for all or specific 
shifts, and in either the Item Summary or Meal 
Summary formats. The Meal Sub-Item report is 
not available on the POS. The Sales Mix report 
displays the Total Count and Sold Count. The 
Total Count includes every item and the Sold 
Count is the Total Count minus any items given 
away either via Promo Free or Digital Offer 
Card. To generate the Sales Mix report, follow 
the steps below:

1. Navigate to Store Mgmt. > Site Reports. 
All available reports display.

2. Press the Sales Mix button.

3. Select the Date, Operator, and the Report 
Type. The Meal Sub-Items option, available 
in ServicePoint Store Management, is not 
available from the POS.

4. The Sales Mix displays. 

5. Press the Print Report button to obtain a 
hard copy of the report.

3

4
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Clocked In
This report displays each Team Member who is 
currently on the clock and the total number of 
Team Members on the clock when the report is 
generated.

1. Navigate to Store Mgmt. > Site Reports > 
Clocked In.

2. Press the Print Report button for a 
printed copy of the report.

Labor Report
The Labor Report shows the labor percentage 
based on the date, the sales activity interval, 
and either the actual or the average wage based 
on the choices made by the user.

1. Navigate to Store Mgmt. > Site Reports > 
Labor Report.

2. Choose the Date and the Sales Interval, 
and then Average Wage or Actual Wage. 
The report generates.

NOTE

Actual wage rates are only available to the Operator 
unless he has granted the permission to others 
in Security Operations in ServicePoint Store 
Management. 

Average wage rates are effective wage rates 
based on previously paid periods and account for 
overtime and accommodations for employees paid 
by salary. If an average wage rate is not available for 
a given date (i.e., the month’s Labor Cost Report 
has not been published yet), the system uses the 
most recently available average wage rate. For 
example, if September’s average wage rate is not 
available, the system uses the average wage rate 
from August.
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Speed of Service
This report shows the speed of service broken 
down by Team Member, destination, and 
interval. Use this report to identify issues with 
service times, determine the bottlenecks in 
service times, and determine the queue time 
for orders.

1. Navigate to Store Mgmt. > Site Reports > 
Speed of Service.

2. Choose the Date, Cashier, Destination, 
Report Type, and Interval to generate the 
report.

Credit Batch Report
The Credit Batch Report contains information 
regarding the current day’s credit report.

1. Navigate to Store Mgmt. > Site Reports > 
Credit Batch. It is necessary to use the 
down triangle to access the second page 
of reports.

2. Select the desired business date. The 
system displays the appropriate report on 
the screen.

 • System Totals: The System Totals are the 
totals recorded by the Restaurant. The 
Batch, Count, and dollar Total display.

 • Host Totals: The Host Totals are the 
totals recorded by the credit provider. 
The Batch, Count, and dollar Total 
display.

 • Variance: The Variance is the difference, 
if any, between the totals recorded by 
the Restaurant and those by the credit 
provider.
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Samples and Waste
This report contains real-time information at 
any given time on the samples or waste entered 
into ServicePoint. This information can be 
generated for an individual Team Member or for 
all terminals combined and for a specific date. 
To generate the report, follow the steps below:

1. Navigate to Store Mgmt. > Site Reports > 
Samples and Waste. It is necessary to use 
the down triangle to access the second 
page of reports.

2. Select the desired date and the specific 
Team Member. To view all Team Members, 
select All.

3. Select Samples Report or Waste Report 
depending on the type of report desired.

4. The report displays. Press Print Report if a 
hard copy is desired.

3

4



POS User Guide
127 

Deferred Orders Report
The Deferred Orders Report can be accessed 
through Store Management on the register in 
addition to ServicePoint Store Management. 
This report is not as comprehensive as the 
Deferred Orders report in ServicePoint Store 
Management, but it is convenient for managers 
to obtain from the front counter. To generate 
this report, follow the steps below:

1. Navigate to Store Mgmt. > Site Reports.

2. Press the down arrow to see more 
reports.

3. Press Deferred Orders.

4. Select All or a specific date from the 
Select Promised Date dialog box.

5. The report displays. Press Print Report to 
obtain a hard copy of the report.

4
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Utilities

Field Description

Terminal 
Management

Press the Terminal Management button to view each POS and KPS device in the POS 
system. The Terminal Number, Status, and Role of each device displays. It is possible to 
activate/deactivate or reboot a POS or KPS terminal if necessary.

Credit 
Management

This feature is used to force credit into offline mode if the server is currently unavailable 
and unable to accept credit transactions. This feature toggles between Force Credit 
Offline and Force Credit Online. Only Operators have access to perform this function.

Receipt 
Viewer

Use this feature to view specific receipts from specific dates. This feature includes the 
ability to filter options to narrow down receipts. 

Operators and managers with access to Store Management can use some system Utilities from  
the register.  

Within Store Management on the register, press the Utilities button. All available utilities display on 
the left.



Contests
Operators and managers with access to Store 
Management have the ability to begin and end a 
Team Member contest from the POS. Contests 
cannot be created from the POS; however, 
contests that exist can start or end from the 
counter POS. Follow the steps below to begin a 
contest:

1. Navigate to Store Mgmt. > Contests.

2. Press the Add Contest button. 

3. All available contests display. Press the 
desired contest to begin. 
 
 
 
 
 
 
 
 

4. Select the desired Start Date, Start Time, 
End Date, and End Time. The contest 
displays in the window.

5. Press the Cancel Contest button to end a 
contest. 

6. Remember to press the Log Out button 
when finished in Store Management.

2

3

6

4

5

For assistance, call or text 800-CFA-CORP and select Chick-fil-A HELP’s IT Support. 


