
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

POS Functions Guide (Manager) 
 
Enroll Fingerprint 

1. Open App > Select Fingerprint 

2. Select Open Device 

3. Enroll Fingerprint (Follow prompts on screen) 

4. Verify Fingerprint 

5. Record Fingerprint Number under staff member in back office 

Employee Clock In/Out (Records hours worked) 

1. On POS Home Screen Select > Clock In/Out 

2. Choose Staff Member 

3. Enter Passcode 

4. Clock In/ Out 

Open/ Close Procedures (Servers, Bar Tenders) 

1. On POS Home Screen Select > Ordering 

2. Choose Staff Member 

3. Enter Passcode > Insert Fingerprint 

4. Select > Open/ Close Register 

5. Select Service Type > Quick Service | Table Plan | Delivery | To Go | Bar | 

6. Select a Customer or Table 

7. Add Menu Items and Bar Items 

8. Select > Send Order (Send orders to kitchen or bar) 

9. To Add Gratuity Select> Gratuity Select > 18% 

10. To Close Check Select > Pay 

11. Select Tender Type > Cash | Credit/ Debit | Pre Auth | Coupon | Gift Certificate | House 

Account 

12. Enter Amount 

13. Select > DONE 

14. Give Customer Change 

15. Select > Open/ Close Register 

16. Select> Close Out 

17. Select> Personal Report 



 

Ticket Procedures 

1. Select Service Type > Quick Service | Table Plan | Delivery | To Go | Bar | 

2. Select a Customer or Table 

3. Add Menu Items and Bar Items 

4. Select > Send Order (Send orders to kitchen or bar) 

5. To Add Gratuity Select> Gratuity Select > 18% 

6. To Close Check Select > Pay 

Add Tip Credit Card 

1. Select > Recall Order 

2. Select paid order under the Completed Orders Column 

3. In the POS Ordering Screen Select> Add Tip 

4. Enter Tip Amount 

Split Check 

1. Select> Recall Order 

2. Select> Split (menu on bottom right under invoice items) 

3. Select Order Items 

4. Select > Add Item Here 

 
Once a check has been split 

 
1. The main check is no longer in use to add to. It's for record purposes. 

 
2. Always save split before printing. 

 
3. To see entire split again go to main order in cue or click table. 

 
4. You can add to each split from the recall cue 

 
5. When removing items from split to create a single check again place them all on Split 1 

and you can add to it or make payment from it. 

 
Note: Split checks are usually not created until the customers are ready to pay. Use the 

separator to distinguish your guests. 

Discounts 
There are three types of discounts.  

1. Item Discount 

2. Order Discount 

3. Manual Discount 

 



 

To open the discount area from the main screen which is the quick service tab press the 
up arrow key below the item list. An expanded function menu will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Item Discount 
 

Press and Hold selected item to highlight 

 

Choose what type of discount you wish to apply (by percentage or dollar amount) 

 



 

Discount shows on item note. 

 

Preset Item Discount. 

You can have preset item discounts programmed from the back office. Just press “item Discount 

 

 



 

Order Discount 

Press “Order Discount” 

 

You can discount by percentage or dollar amount 

 



 

Manual Discount 

For manual discount you can discount whole order by just pressing the “Order Discount” button. For 
discount on an item select the item first then press “Order Discount” 

 

You can discount by percentage or dollar amount 

 

 

 

 

 

 

 

 

 

 

 



 

Transfer Table 

1. Select> Table Plan 

2. Select> Move 

3. Select Table you want to move 

4. Manager permission 

5. Select available server to transfer table to 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• To move all orders from one server to another use the “Transfer Orders” feature on the main quick 
buttons menu. 

 

 

 

 

 

 

 

 

 

 

 

 



 

Coupons 

Coupons are setup in the back office. 

Go to “Coupons” and click “Add” 

 

 

 

 

 

 

 

 

Setup your coupon terms and amount. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

In POS on the order press “Coupon” 

 

Your coupon list will po up. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Coupon is applied. 

 

 

Refunds 

Select order 

 

 

 

 

 

 

 

 

 

 



 

 

Press “Return” 

 

 

 

 

 

 

 

 

 

 

Choose payment method that was used. (The same card must be present) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Enter reason for return and press “Done” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Troubleshooting 
 

POS 
1. Turn on and restart button in the lower right rear of POS unit 

2. To restart hold button down for 7-10 seconds 

3. If login screen keyboard doesn’t appear activate on screen keyboard by pressing 
the keyboard icon on the lower right corner of the screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Printing 
1. If printer does not print first check all connections to make sure printer is on 

2. To connect printer to network  

a. hit the printer icon on the right menu  

 

 

 

 

 

 

 

 

 

 
  

 

 

 

 

 

 

B. Choose the printer by it’s IP address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

3. Offline Mode 
If internet is not properly connected the POS will go into “Offline Mode” Orders will process to the 
kitchen. Cash payments can be made. Credit card payments will be offline and will require an external 
terminal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Credit Card Terminal Communication 

To connect the credit card terminal/ PIN Pad go to the credit card configuration screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 Enter credit card terminal configuration credentials which are located within the credit card terminal 

 On Pax Terminal follow the following instructions to find the terminal IP address. 

 

 On POS: 

  1. Log In as Manager  

 Press "Pax" Button on right menu 

 

 2. Check IP Address: 

 Make sure it's the same as the terminal IP Address 

 

 On Card Terminal: 

 

 1. Press F & 1 Together 

 Password: Today's Date (00/00/0000) 

 

  2. Press down arrow to COMMUNICATIONS 

 

 3. Password 

 

 4. Scroll down 2x to 1. LAN PARAMETERS 

 

 5. Pres 2. IP ADDRESS (To see address. DO NOT TRY TO CHANGE) press Red exit button until back to 
regular idle screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

5. Order Management 
A. Changing Order Status 

- Go to admin area and login.  

- Click on order 

- At the bottom of order you can cancel or change the Order Status 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

6. Payroll Management 
 

- Go to “Reports” > “Employees” > “Payroll Report” 

 

 

 

 

 

 

 

 

 

 

Select Restaurant 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Select Employee 

 

 

 

 

 

 

 

 

Select Date Range & “Preview” or “Download” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Report is produced for view, print or download. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

7. Support & Updates 

 
- Click the support area on POS or go to: https://support.firepay.app/  

-  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can update the POSby downloading the listed version 

 

https://support.firepay.app/

