
 

 

 

 

 

 

Module 8 – Using Pilot POS Daily Routines to 

Manage the Business 

 

 

 

Overview 

Now that you have spent a considerable amount of time reviewing, practicing and learning about specific tasks 
and functions relating to the Pilot POS system, this module aims to show you how this functionality needs to fit 
into the typical business processes that take place on a daily and weekly basis. 

 

The learning objectives for this module: 

By the end of this module, you will be able to: 

 Describe and demonstrate a working knowledge of personal responsibilities associated with daily procedures 
and routines 

 Indicate where in the material the range of daily and weekly procedures and routines can be viewed 

 Review and practice procedures and routines relating to Controls 

 Practice cash up procedures and routines 

 Practice banking procedures and routines to set up the float for the next day 

 Review and practice procedures and routines for purchasing stock 

 Practice the Daily Prep Sheet procedures and routines 

 Review the daily and weekly Prep and Bulk Portion Sheet procedures and routines 

 Review the daily and weekly procedures and routines related to the Fruit and Vegetable sheet 

 Review the procedures and routines related to using the Drystocks sheet 

 Review procedures and routines for counting, managing and updating stock 

 Review the importance of working with the Stock Count Sheet 

 Practice the procedures and routines to start, view and work with the Cash Payouts function 

 Review and practice procedures and routines for completing the Day-End routine 

 Recognise concepts and terminology of the Day End Report 

 Demonstrate how to problem solve possible variances when cashing up takes place. 
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Reviewing Roles and Responsibilities Associated with Daily 

Procedures and Routines 
 

Rigorous, dedicated and accurate use of your Daily routine is where controlling information and data on your 
system starts. Because no two business sites are the same, use the following suggested routines as a guideline. 

 

1. Morning Routine 

 Start-up the system.  

 Issue the floats to POS terminals (if 
running a cashier and / or delivery   
operation. 

 Record the morning issues and 
prep information.   

 Do opening spot checks, this 
includes back stock on prep on 
prep items. 

 Record morning bulk issues and 
portioning information. 

 Remember to do any cash payouts 
for the cash suppliers as they 
arrive. 

 

 

2. Afternoon Routine (After Lunch) 

 Remember to do any cash payouts for the cash 
supplier invoices as they arrive. 

 Cash up the morning day shift waitrons, if they are 
not working the evening shift.  

 Cash  up day shift POS terminals (if running a 
cashier and/or delivery operation).  

 Capture all purchases invoices received so far. 

 

  

 

  

3. Late Afternoon / Early Evening 

Routine 

 Cash up the remaining day shift waitrons, if they are 
not working the evening shift. 

 Record the days finalised bulk portioning 
information.  

 Capture Issues / Fills on the Prep Sheet Count. 

 Capture all outstanding purchases invoices. 
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4. Evening (Close) Routine 

 Cash up night shift waitrons 

 Cash up night shift POS terminals(if running cashier 
and/or delivery system) 

 Make cash payouts for waiter commission/cashiers 
(do not forget to do the purchases for this). 

 Capture any out standing purchases invoice 

 Print daily purchase report 

 Print payout listings 

 Balance cash payout to cash purchases 

 Count fruit and veg closing stock 

 Count prep closing stock 

 Capture fruit and veg closing stock 

 Print fruit and veg usage sheet 

 Capture bulk portioning information 

 Print bulk sheet costing analysis 

 Capture prep sheet issues & closing stock 

 Check stock variances 

 Print prep sheet variances 

 Pull X reading 

 Complete master cashup 

 Exit all terminals to Pilot Shell 

 Run Day end reports 

 Do estimates for new day 

 Print out the discount log reports 

 Pull daily order report for the next day 

 Print control sheets for next day. 

 

 

Think and Do! 
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Issuing of Floats and Cash Up Procedures 
Cashing up on the Pilot POS system is made up of three distinct processes: 

 Managing and reviewing cash payouts  

 Cashing up staff members and their transactions  

 Cashing up and reconciling the information that has gone through the system. 

 

Cashing Up Staff Members and Their Transactions 
The staff cash up control allows you to run a pouch system where each staff member carries their own float and 
receives cash directly from the customer. At the end of the shift, the staff member reconciles their money against 
sales and commission earned for the day. The advantage of this system is that it speeds up the billing process as 
a staff member does not need to stand in a queue at the cash-desk for bills or change. From a security point of 
view, you also benefit as the cash remains the responsibility of the staff member until the end of the shift. If you 
are running a centralised cash control system, in other words a cash-desk, you can use this control to determine 
what money is owed to the staff member for tips and commissions earned.  

 

 
Undoing the Cash Up of a Staff Member 

It can happen that you need a staff member to come back on duty soon after you’ve cashed them off. The Pilot 
POS system refers to this as “un-cashing”. 

Use the following steps as a guideline to un-cash a staff member: 

 1. From the Touch POS menu, select the Waiter 
Cashup button. 

2. Select the staff member you want to un-cash.  
When the system displays a message that the 
staff member has been paid, click on OK.   

3. This will take you into the cash up again. 
Remove any figures in the cash up. 

4. Click on Print. 

5. Confirm the print and close action by clicking 
on Yes. 

6. When you want to cash the waiter up again 
later, you must add the previous cash up 
figures to the new cash up. If you do not want 
to do this, then you must return any sales 
items or cash collected to the staff member. 
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Using the Master Cash Up to Manage and Reconcile Daily Business 
The Master Cashup is used to reconcile the entire cash and transaction history of the business for the day. Once 
all the individual point-of-sale terminals and waiters have been cashed off, the cash is combined and needs to be 
reconciled. This cash up also includes a banking analysis, for tracking of bank deposits. It allows for control of 
multiple shifts.  

 

 
Managing the Cash Up of a POS Cash Station 

The POS Cash Station cash up is used to reconcile a station where all money gets put into a separate cash draw, 
for example a bar station or cash desk based systems. 

All bills that get closed off at that specific station get allocated to the 
sales figure for that station, which are then used for reconciliation at 
the end of a shift. An advantage of using this system is that only a few 
people handle the cash and you can then make them accountable for 
any shortages that may occur. 

1. Before you continue with your POS Cash Station cash up, you 
need to make sure that any cash payouts made from the station 
have been processed through the system. These cash payouts 
are drawn into the POS cash up automatically. 

  

 

Think and Do! 

 

  

  

  

  

  

2. Access the Touch POS 
manager menu. Enter your 
management pin, swipe your 
manager card or use the Finger 
Print ID terminal.   

3. Click on the POS Cashup 
button. 

 

 The POS Cashup window will 
 display a summary of trade for 
 the day for the specific station.   

4. Enter the specific station’s float 
in the Float field.   

5. Enter any bulk notes that you 
have for the station.   

6. Enter any bulk coins that you 
have for the station.  

7. Enter the monetary value for 
each denomination.   

 

 

8. Scroll down and refer to the Till Cash line. Note how the Pilot POS system automatically totals all cash.   

9. Enter all speed point transactions.   

10. Enter all cheque transactions. 

11. Enter all manual credit card transactions.   

 The Pilot POS system automatically totals both cash and non-cash transactions here.   

12. Refer to the Payouts section. This figure is drawn from the cash payouts made on the specific station. Check 
this figure to confirm all the cash payouts that have been made.   

13. Refer to the Actual Turnover line (ACT T/O) The system calculates this figure as follows:  

 Total Cash + Payouts -- Float 

14. The Till Print figure is drawn from bills that where closed off on the specific station.  
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15. Take note of the Diff field. Pilot POS calculates the difference by: 

Actual Turnover – Till Print = Difference.  

16. Once all your information is captured, click on Save.   

17. Once all the information has been captured, saved and differences checked, print the POS Cashup report. 

 

Note  If you want to exit the Touch POS Cashup function, you must click on Save before you exit, otherwise any 

information that you have captured will be lost. 

 

 
Cashing off a Staff Member 

There are two ways that you can cash a staff member off.  

1. From the Touch POS workstation. 

2. From the Waiter Commission report. 

 

From the Touch POS workstation 

3. Touch the Manager Menu button to display the 
POS menu window. 

4. Touch the Waiter Cashup button to display the 
staff member list: 

  

5. Select the staff member and click on OK to 
display the Waiter Cashup window.  

6. Collect the cash and all other sales information 
from the staff member. 

7. Enter the details of the staff member’s cash, 
cheques and credit cards and view how Pilot 
POS updates what cash is due from the staff 
member. 

8. When all figures are captured, touch the Print 
button to display the Print Cashup options 
window. You have two options for printing: 

 

 

 

  

 

Prints out staff cashup 
information. 

  

 

Prints out the waitron's 
cashup information, plus a 
listing of all the bills closed 
off by that waitron, showing 
discounts and tips. 
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From the Touch POS Waiter Commission 
report: 

1. Touch the Manager Menu button to 
display the POS menu window. 

2. Select the Reports…Waiter… 
Commission menu option to display 
the Waiter Com / Pay window: 

 

3. Select the staff member and click on 
the Cashup button to display the 
waiter Cashup window.  

4. Collect the cash and all other sales 
information from the staff member. 

 

 

 5. Enter the details of the staff member’s cash, cheques and credit cards and view how Pilot POS updates 
what cash is due from the staff member. 

6. When all figures are captured, touch the Print button to display the Print Cashup options window. You have 
two options for printing: 

 

  

Prints out the staff member’s cash up information.  

 

  

Prints out the staff member’s cash up information, plus a listing of all the bills closed 
off by that staff member, showing discounts and tips. 

 7. Once a staff member has been cashed off, they will not be able to access the system again until a Day 
Close routine has been completed. 

 

Note  The system will not allow you to cash off a staff member that has open tables.  

The system draws in any payment types that the waitron has closed off too. This is for reference purposes only 
and you still need to check this figure against actual proof of payment, like speed point slips. 

 

 

Think and Do! 
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Generating the Touch POS – Waiter Commission Report 
This report shows you sales for individual staff members and managers for the day. This report also shows you 
commission and tips due and tracks the sales figure breakdowns of cash, credit cards, cheque and vouchers. 
This report should be printed once all the staff members have been cashed off. 

 

 

Think and Do! 

 
 

  

 

  

  

  

  

  

  

  

  

  

 

Generating the Touch POS – Sales (X) Report 
The Sales (X reading) report is very useful for you to get up-to-date turnover information for the day. As each bill 
is cashed off its turnover is accumulated and displayed in the Sales (X reading) report. You can also view 
turnover sales per POS station which is useful for monitoring busy and slow stations. 

 

 

You can also generate the Sales (X) report by touching the sales (X) button on 
the POS Manager Menu window: 

 

 

 

Think and Do! 
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Generating the Touch POS – Discount Log Report 
This report allows you to track and manage how many voids and discounts are being given to customers. This is 
an important report for managing theft and fraud. 

 

Think and Do! 
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Managing Stock Purchases 
When daily stock is purchased (which ensures that the business’s stock levels are appropriate) systematic and 
diligent routines around recording all incoming stock and expenses are vital to the effective control of stock flow 
through the system. The details of daily purchase invoices need to be captured correctly for the sake of financial 
reporting, as well as knowing the state of stock within your system. As an invoice is captured, a number of things 
occur:  

 The systems stock holding levels are increased   

 Unit prices for the purchased goods are updated.   

 

 
Recording Purchase Information  

Use the following steps as a guideline to tracking and recording purchase information: 

1. Access the Pilot Admin program.  

2. Select the Purchases menu option to view the available 
functionality: 

   

 

Think and Do! 

   

   

   

   

   

   

 Recording Daily Purchases 

3. You can use either the 
Purchase…Day Entry 
menu option, or the 
Purchases button to 
open the Daily 
Purchases window: 

  

4. To record details of a 
new invoice, click on the 
New button to display 
the Select Supplier 
window. 

5. Type the suppliers name 
whose invoice 
information that you 
want to capture into the 
search block. When the 
correct supplier is 
highlighted, click on OK.   

 

 

 

 

Use this functionality for 
creating invoice and 
supplier templates. 
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Think and Do! 

Important Facts about Purchases  

When capturing invoices you need to look out for the following:  

 Quantity purchased must be in the same unit as the system. By not purchasing in 
the same unit you affect the unit price of the goods which affects many of the 
reports which you can retrieve from the system.   

 VAT inclusive / exclusive also affects unit price. Make sure of how the supplier has 
structured their invoice before commencing. Use the F5- Tax function in the 
system accordingly.   

  

  

  

  

  

  
 

 6. When you select a supplier 
and click on OK, the 
purchase invoice information 
window will open with the 
name of the supplier. 

7. In the payments frame, 
confirm how you are paying. 
With cheque and account 
payments you must enter a 
reference, such as the 
cheque number or account 
number. 

8. Enter the invoice number in 
the Supplier’s Reference 
field. This number can be 
used to track this invoice at a 
later stage.   

9. Before you continue adding 
items, confirm the Tax mode 
for the specific supplier and 
invoice. If you need to change 
the tax mode, click on the F5 
– Tax button. 

 

 10. Enter the invoice’s total amount. 

11. Click on the Add button to open the Select Product window.  

12. Use the Search window to search for and select the range of items that are on the invoice. 

13. Enter the quantity of each item that is purchased. 

14. Enter the cost of each line item if it has changed since the last purchase. 

 The system will automatically work out VAT on the invoice. If you are working in VAT exclusive mode, the 
 system will add VAT onto the price captured. If you are working in VAT inclusive mode, the system will break 
 the VAT out of the inputted price. 

15. Once all the items are added, confirm that the totals on the invoice balance with totals on the system. 

16. Click on the Exit button to return to the daily Purchases window. The records of the purchase are 
automatically updated to the records list. 

 

Note  You are able to print out the “Purchase” as “Proof of Purchase”. 
 

 

Think and Do! 

  

  

  

 

 

F5 - Tax 

Use this button to change 
or update the tax mode 
that applies to the 
supplier’s invoice you are 
working with. 
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Editing and Deleting Information on Invoices 

 Use the following steps as a guideline to editing and deleting information on invoices: 

Editing invoice item 
information 

1. Use either the 
Purchase…Day Entry 
menu option, or the 
Purchases button to 
open the Daily 
Purchases window: 

  

2. Select the invoice 
whose items you want 
to edit. 

3. Click on the Edit 
button to display the 
purchase invoice 
information window. 

  

4. Make the appropriate 
changes and click on 
Exit.  

 

 

 Editing invoice reference information 

5. Click on the Ref button to edit an invoice’s reference information: 

  

6. Make the appropriate changes to the invoice number or payment 
reference.   

7. Click on OK.   

 

 Deleting items from an invoice  

8. Search for, select and open the invoice with the incorrect item on it.   

9. Select the item you want to delete and click on the Delete button. 

  

10. Confirm the deletion and click on Exit. 

 

Deleting an invoice  

11. Search for and select the invoice you want to delete.   

12. Click on the Delete button. 

13. Confirm the deletion and click on Exit. 
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Printing and Understanding the Daily Purchases Report 

 This report is very useful when needing to track and manage stock moving through your business. It also provides 
valuable information about the breakdown of purchases made for the day. This report should be printed each day 
after all invoices have been captured. Use this report to check that cash purchases correspond with cash payouts 
for the day. 

Use the following steps as a guideline to working with the Daily Purchases report: 

 1. Access the Pilot Admin program.
  

2. Select the Purchases…Reports 
menu option to open the Purchases 
Reports set up window: 

  

 

 

The system groups purchases into the following reports:  

Payment Type 
Summary  

 

This report breaks the daily purchases into different payment types, cash, cheque, account 
and EFT.   

It details the payment options further by reporting on which categories were purchased for 
each payment option.   

It also allocates VAT payments to each of these category breakdowns.   

This report is used to balance your cash payouts with your cash purchases, to ensure that all 
invoices/cash payouts have been processed.   

 

Invoice 
Summary  

 

This report shows you summary information for the day’s purchases.   

It shows suppliers name and reference and the cost information of the invoice.   

 

Category 
Summary  

 

This report breaks the daily purchases into categories, regardless of payment options.   

It lists the category and cost information.  

All three reports total up the purchases for you. 

 

Vat Report This is a report on all the VAT for the Period you have selected.  

 

Inv/Cat 
Summary 

This report breaks down the invoice into categories and summarises invoices. 

Price Variance 
report (Last 3 
Price Updates)  

This report will give you the last 3 price changes on an item  

Batch Details A report that lists all the invoices that have been Back Dated. 

Payments You are able to draw the report and it will print out according to the various Payment types . 
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Working with Batch Purchases 

 Use the following steps as a guideline to working with batch purchases: 

 1. Access the Pilot Admin program.
  

2. Select the Purchases…Batch menu 
option to open the Batch Purchases 
window: 

  

 

 

Batch Purchases work similarly to Daily Purchases except that:  

 Batch purchases allow you to post an invoice to a period up to 60 days prior to the current date. This is handy 
for allocating certain expenses back to a different month for proper Income Statement reporting.    

 Batch purchases do not update your stock levels. This is due to the fact that the stock on the invoice may 
already be sold. 

 

 

Think and Do! 
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Working with Daily Prep and Bulk Portion Sheets 
The Prep Sheet forms the basis of your daily stock control and contains information on all the stock movements of 
stock items allocated to this sheet. It provides you with valuable information such as: 

 Back stock levels 

 Opening front stock levels 

 Stock issues and portioning 

 Closing front stock levels 

 Stock usage 

 Stock reconciliation.  

 

Typically, the Prep Sheet contains items that you want to:  

 Monitor very closely (variances)  

 Determine prepping levels for 

 Obtain daily usage figures for. 

 

The Prep Sheet also includes a powerful estimating function which tracks usage of items per thousand turnover, 
and then allows you to input expected turnover. This gives you estimated prep / issue quantities for each item.  

 

 
Using the Prep Sheet 

Use the following information as a guideline to working with the Prep Sheet: 

1. Access the Pilot Admin program. 

   

2. Select the Controls…Prep Sheet 
menu option or the Prep Sheet 
button to display the Prep Sheet 
window: 

  

3. Record the morning stock issues 
and prepped items on the count 
sheet. This is recorded in the Fill 
column of the Open tab.   

4. Record the afternoon stock issues 
on the count sheet. This is 
recorded in the Fill column of the 
prep count sheet.   

5. Capture stock issues and makes 
onto the system. This is entered on 
the Open tab under the Fill column.   
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 6. Count the closing front stock. This is recorded in the Close column of the Close tab of the Prep Count Sheet.   

7. Capture closing Front Stock onto the system. This is entered on the Close tab under the Close column.   

8. Check variances. Mark any items that need to be re-counted.   

9. Capture any changes. 

 

Finding Items on the Prep Sheet  

10. Click on the Find button.   

11. Type the name of the item you want to find.   

12. Click on Search and when the item is located enter the stock count figure. 

 

 Print a Variance report 

13. Click on the Print button to display 
the Prep Sheet Reports selection 
window: 

    

14. Select the Prep Differences Only 
option and click on OK to display 
the report.   

15. Click the on printer icon and once 
the printout is completed, click on 
Close. 

 

Printing a Prep Count Sheet  

This prints out all the differences for the 
day – short / over. 

16. Click on the Print button to display 
the Prep Sheet Reports selection 
window. 

17. Select the Prep Sheet Totals 
option and click on OK to display 
the report. 

18. Click the on printer icon and once 
the printout is completed, click on 
Close. 

 

 

 

 

Think and Do! 

  

  

  

  

  

 

This printing 
option prints 
out information 
of any “short or 
over” items. 
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 Printing a Count Sheet  

19. Click on the Print button to display 
the Prep Sheet Reports selection 
window. 

20. Select the Prep Count Sheet option 
and click on OK.   

21. This prints out the sheets that you 
use to count issues and closing 
stock on. 

 

 

 

 

 

Think and Do! 
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Using the Estimate Function on the Prep Sheet 
The system includes a powerful utility to help you estimate prepping and issuing levels for the day. The system 
monitors daily usage of each stock item on the Prep Sheet, and then divides this usage into the turnover.  

From this it is able to calculate an average usage of the item per thousand turnover, hence the term 'usage per 
thousand'. The computer calculated average is updated after each new daily average that is calculated, allowing 
for a more evenly spread usage history. 

 

 

The following information is for discussion purposes only. A guideline to using the Estimate function: 

1. Access the Pilot Admin program.
  

2. Select the Controls…Prep Sheet 
menu option or the Prep Sheet 
button to display the Prep Sheet 
window: 

  

3. Take note of the opening stock. 

 Note  The reality of day-to-day 

 business is that opening stocks on 
 certain items are often low. 

4. From the Prep Sheet window click 
on the Estimate button: 

  

5. Select Usage Per 1000 

6. Enter your Daily Sales Estimate 
(incl. VAT) for the day, for example 
50000. 

 

 

 

 7. The system now estimates your fills as per the usage per item for each 1,000 turnover. 

8. You can use these estimates as your Fills or you can fill as per your input. 

9. Print the Prep Count Sheet. 

10.  Managers can continue doing the relevant issues. 

11. During the course of the day, if you need to do any fills, capture the relevant information on your Prep Count 
Sheet. 

12. At the end of the day, you will need to count your closing stock and enter them in the Close column. 

13. Once the closing stocks have been counted you will have to input these values into the CLOSE TAB as your 
closing stocks on your prep sheet. 

14. Check for any variances that may appear in the Diff column. 

15. These Closing Stocks will be your Opening Stocks once Day End has been completed. 

 

Note  Refer to the section, “Adding, Editing and Managing the Prep Sheet, Bulk Sheet and the Master File” 

section of Module 5 – Using the Admin System to Manage Information for detailed procedures on working with the 
Prep and Bulk Sheet functions. 
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Reviewing the Importance of Using the Prep Sheet on a Daily Basis 
It is important to revisit and recall the important information from the Prep Sheet that is used to control stock on a 
daily basis. 

 

Think and Do! 

 

 

  

  

  

  

  

  

  

  

  

  

 

 

Think and Do! The suggested daily routine for using the Prep Sheet is as follows:  

1. Record all issues made throughout the day in the Prep Sheet 
under the FILL Column. 

2. When closing – enter the CLOSING Stock under the CLOSING 
Tab. 

3. You will then see the DIFFERENCES for the day under the DIFF 
Column. 

4. Follow up / Check on the Differences.  

5. You must print out the DIFFERENCES. 
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Using the Bulk Sheet 
The Bulk Sheet is used to control items that need to be portioned into saleable items. When the Bulk Sheet is 
used, portioning information is automatically transferred to the Prep Sheet, thereby reducing time spent on 
manually tracking stock changes. The Bulk Sheet usually contains meat items. 

This control sheet allows you to monitor various aspects of bulk stock items such as: 

 Stock levels 

 Yield information 

 Portion sizes 

 Quantity of product.  

You can also use this sheet to monitor the portioning capability of managers or whoever is portioning the bulk 
item. 

 

 

On the Prep Sheet you will notice opening stock figures (F/Open – Front Stock). This is your current opening 
stock for the day. You will also notice Back Stock figures, this is your current back stock that you can do issues 
from. However, if your Back Stock is running low, your kitchen manager will have to do Bulk Issues to replenish 
this stock holding. 

Use the following information as a guideline to working with Bulk Sheets: 

1. When you notice that Back Stock is running 
low open the Pilot Admin program and select 
the Controls...Bulk Sheet menu option to 
display the Bulk Portioning window: 

  

2. Refer to the O/STK to confirm what your 
current Bulk Stock levels are. 

3. Click on the Print button and select to print the 
Bulk Portion Sheet option (refer to the graphic 
on the next page to view the Bulk Portion 
Sheet). 

4. You will now issue from Bulk Stock and portion 
the relevant items needed for issues. 

5. Make certain to capture the information 
correctly. 

 

 

 6. Write down the correct Issue of Weight. 

Important  Make sure that the correct Issued Weights are actually written down by the kitchen staff. 

7. Write down the correct Pack Loss (this is normally for things like blood and bag weights). 

8. Once this has been done, you can now start portioning your BULK item. 

9. Once you have portioned the items, count how many portions you have and fill this in the QTY column. 

10. Weigh the portions and write this down in the WEIGHT column (this will give you an average weight per 
portion). 

11. Once all the relevant information has been written down, you will need to capture this information in the Bulk 
Issue column of the Bulk Portioning window. 

12. Go into your Bulk Issue and transfer all the information from your bulk portioning sheet onto the computer 
(this is done by entering the information into the correct fields – there is no transfer button).  

13. Once this is done, click on the Print button and select the Bulk Costing Report option. This will print out a cost 
analysis of your portioning and update the relevant costs. 

14. Once you have captured all your Bulk Portioning information for the day, you can print your Bulk Portioning 
Sheet for the next day. Click on the Print button and select the Bulk Portioning Sheet option. 
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Extra Notes! 
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Reviewing the Importance of the Bulk Sheet 
It is important to revisit and recall how the Bulk Sheet is used to control the issuing of items originating from bulk 
stock. 

 

 

Think and Do! 

 

 

  

  

  

  

  

  

  

  

 

 

Think and Do! The suggested daily routine for using the Bulk  Sheet is as follows:  

1. Record stock issues for the bulk items on the Bulk Portioning 
sheet. This is done next to the heading 'Issued weight'.  

2. Ensure that you issue in the same unit that is recorded in the 
system.  

3. Record all issues for the bulk item. 

4. Record pack loss information for the bulk item.  

5. Record portion information on the portioning sheet. This is done 
next to each individual portion item on the portioning sheet. 
Record the number of units that where portioned and the 
combined weight of those units. 

6. Capture issue and portioning weight information on the system. 

7. Enter the recorded information into the Bulk sheet. This is done 
by clicking on the issue column of the item and pressing enter. 

8. Record the combined issue weights, and pack loss information. 

9. Record each portion's individual information and combined 
weights. These portions are then transferred automatically to the 
Prep Sheet. Depending on whether the prep item has a back 
stock or not, the portions will either get allocated to back stock or 
front stock. 

10. Print a Bulk Costing report.   

11. Complete the Day Close routine.   

12. Print a Bulk Portioning Sheet for the next day.   
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Working with the Fruit and Vegetable Sheet 
The Fruit and Veg Sheet is used to control all your perishable items. You can include all daily order items on this 
sheet if you want to, but know that you will not get variance information from the fruit and veg sheet but rather a 
usage figure.  

All items on this control sheet are considered as front stock items only, thus you need to count all the stock for 
each item every day. Any purchases for these items will be transferred to front stock immediately. This control 
sheet is used to get daily usage reports on perishable items as well as placing daily orders for the item.  

 

 
Working with the Fruit and Veg Sheet 
Use the following information as a guide to working with the Fruit and Veg sheet: 

 1. From the Pilot Admin program select 
the Controls…F/Veg menu option to 
display the Dry-Stock F&Veg 
window: 

  

  

 

Adding items to the Fruit and Veg 
Sheet 

2. To add an item to the Fruit/Veg 
sheet, you need to find and allocate 
the item from the Master File.  

3. Click Edit. 

4. Allocate the item to the Fruit and Veg 
sheet.   

5. Click Ok.   

6. The system automatically orders the 
Fruit and Veg sheet first by category 
and then by name. 

 

 

OPEN  The opening stock quantity for the 
item. This should be ALL the stock of this item 
in your restaurant.   

EST  This is where you input your estimated 
order for the next day.   

PURCHASES  This is the purchased quantity 
for the item for the day.   

TOTAL  This is the stock that should be in 
your restaurant. This figure is derived from 
open stock + purchases.   

CLOSE  This is where you record the closing 
stock count for the item. 
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Printing the Fruit and Veg Sheet 

The print outs for the Fruit and Veg sheet 
are simple. The printout shows opening 
stock, estimates, fill information 
(purchases), closing stock and usage of 
the item. The printout for usage 
information looks the same as the 
printout for counting and recording.  

1. Print the usage sheet once all 
information has been captured. 

2. From the Dry-Stock Fruit and Veg 
window, click on the Print button. 

3. Print a count sheet after the Day 
Close routine has been run. 

 

 

 

 

Placing daily orders from the Fruit and Veg sheet 

This control sheet allows you to place daily orders for items from it. You can either use the Daily Orders report or 
you can phone your orders through using the actual count sheet.  

1. Once the Day Close routine is complete, enter your order requirements into this sheet.   

2. Enter your next day's order information into the Estimate column.   

3. When you print the sheet it will display the order figure in the Estimate column.   

4. When you generate a Daily Orders report, the information you entered into the Estimate column will be 
drawn into this report as an order. 

 

 

Think and Do! The suggested daily routine for the Fruit and Veg Sheet is as follows: 

1. Count the closing stock for the items at the end of the day. This is 
done in the close column on your sheet.   

2. Capture closing count information on the system. Enter the 
closing count into the close column in the Fruit/veg sheet. 

3. Print a usage sheet.   

4. When you run the Day Close routine this sheet will be closed off, 
in other words, the figure in the Close column gets transferred to 
the Open column.   

5. Print a count sheet for the next day.  

 

Note  You do not need to record stock issues of the items that appear 

on this control sheet as you count all the stock of the item every day. 
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Using the Drystocks Sheet to Control the Issuing of Stock 
The Drystocks Sheet is used to control food-cost problem items that are not currently on any of your other daily 
control sheets. The purpose of the Drystocks Sheet is simply to keep track of stock issues for these items. 

 

 
Working with the Drystocks Sheet 
Use the following information as a guide to working with the Drystocks sheet: 

 1. From the Pilot POS Admin program 
select the Controls…Dry Stocks 
menu option to display the Dry-Stock 
F&Veg window (on the Dry Stocks 
tab): 

  

  

2. To add an item to the Drystocks 
sheet, you need to find and allocate 
the item from the Master File.  

3. Click on the Edit button. 

4. Allocate the item to the Drystocks 
sheet.   

5. Click Ok.   

6. The system automatically orders the 
Drystock sheet first by category and 
then by name. 

 

 

 

 

 

 

 

 Printing the Drystocks Sheet 

The print outs for the Drystocks are similar too, and uncomplicated like the Fruit and Veg Sheet.  

The printout shows opening front stock, issues, closing front stock and usage of the item. The printout for usage 
information looks the same as the print out for counting and recording.  

1. Print the usage sheet once all information has been captured. 

2. From the Dry-Stock Fruit and Veg window, click on the Print button. 

3. Print a count sheet after the Day Close routine has been run. 

 

B/STOCK  Current back stock quantity of the item.   

UNIT  The unit of the item.   

NAME  The name of the item.   

F/OPEN  The current front stock quantity of the 
item.   

ISSUE  This is where you record the stock issues 
for the item for the day.   

F/CLOSE  This is where you record the closing 
front stock count for the item for the day. 
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Think and Do! The suggested daily routine for the Drystocks Sheet is as follows: 

1. Record stock issues for the item on the sheet. This is done in the 
Issue column of your sheet.   

2. Count closing front stock for the item at the end of the day. This is 
recorded in the Close column of your sheet.   

3. Capture issue and closing count information on the system. 
Capture the relevant figures in the issue and close columns of the 
Drystocks sheet.   

4. Print a usage sheet.   

5. When you run the Day Close routine this sheet will be closed off, 
in other words, the figure in the F / Close column gets transferred 
to the F / Open column.  

6. Print a Count Sheet for the next day.  

 

  

  

  

  

  

  

  

  

  

  

 

 

Working with Daily Orders 
The Daily Order report is used to place an order with a supplier for items that are typically bought on a daily basis 
and can be viewed in different ways. For items to appear on the Daily Order report, you need to have set the 
items up correctly in the Master File. Daily orders are drawn from two control sheets: 

1. The Prep Sheet 

2. The Fruit and Veg Sheet.  

 

 
Adding Items to and Confirming the Quantities of the Daily Orders Report 

Use the following information as a guideline to working with the Daily Orders report: 

Adding items to the Daily Order 
report  

This can only be done from the 
Master file. 

1. Access the Pilot Admin 
program. 

2. Select the Files…Master menu 
option to display the Master File 
Setup window: 

  

  

3. In the Master File, search for 
and select the item you want to 
include in the Daily Orders 
report.  

4. Click on the Edit button to 
display the Master Item Details 
window.  

5. Confirm the typical daily order 
details of the selected item and 
select the Daily Order check 
box. 

 

 6. Click on OK. The next time you draw a Daily Orders report this item will be included. 
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Confirming Daily Order report quantity and supplier information 

To confirm quantities for each item on the Daily Order report, you first need to enter estimate figures in the 
relevant control sheets. You cannot change order quantities within the Daily Order report itself. 

1. Use the Prep or F/Veg control sheets to confirm the order quantities. For example, select the 
Controls…Prep Sheet menu option to display the Prep Sheet window: 

  

  

2. Enter the order quantity for each item on the Daily Order report in the estimate column. 

3. Close the Prep Sheet window by clicking on Exit. 

 4. Click on the Daily Orders button to 
display the Daily Orders window: 

  

 This window lists all the daily order 
 items and what quantities must be 
 ordered for each of them. 

5. If you are using this report for the 
first time, or have changed suppliers 
for a particular item, you will need to 
confirm the information for the report. 
Click on the supplier field to open the 
drop-down list. 

6. Select the supplier for the item. 

7. Click on another item and notice how 
Pilot POS groups orders for the 
same supplier together. 

 

 

 

Viewing and printing Daily Orders 

You can view daily orders in the following ways: 

 Viewing supplier's orders  This view is the default view which you get when you enter this report. It will 

show you all the daily order items, what quantities need to be ordered and which suppliers they are ordered 
from.  

 Viewing individual supplier's orders  This view shows you orders for each individual supplier, with the 

supplier's information at the top. 

 1. From the Daily Orders window, 
select an item from the supplier you 
want to view. 

2. Click on the Supplier button to 
display the supplier's name and 
contact details above the order for 
that supplier: 

    

3. Click on the Daily button to return to 
the Daily Orders window. 

4. Click on the Print button to view and 
print the Daily Order Listing printout. 

 

 

Use the F/Veg 
button to view the 
daily order items 
from the F/Veg 
control sheet only. 

Use the O/Level button 
to view any order levels 
that have been set for 
this item. This will help 
you determine whether 
the order you are 
placing is correct. 

Use the Low Stk 
button to view the 
daily order items 
that have stock 
levels below re-
order levels. This 
view will help you 
to determine 
which items you 
definitely need to 
place orders for. 
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Managing Cash Payouts 
Cash payouts are used to track cash payments made from a till to suppliers. With each cash payout that is done, 
a slip is printed out for attachment to the invoice. These cash payouts are then drawn into the specific station’ 
POS cashup for reconciliation purposes. 

 

 
Making a Cash Payout 

If you remove cash from a POS station for the purposes of paying for supplies, then you need to make a cash 
payout on the system. This cash payout must be done at the specific station that you removed the cash from. 

Use the following procedure as a guide to making cash payouts: 

1. Access the Touch POS 
system by entering your 
management pin, swiping 
your manager card or 
using the Finger Print ID 
terminal.  

2. Touch the Cash Payout 
button. The system will 
display a list of all the 
cash payouts that have 
been made for the day.   

3. Touch the Payout button: 

.   

4. Select the supplier from 
the list.   

5. Enter the supplier's 
reference number. This is 
usually a tax invoice 
number.   

6. Enter an amount using 
decimal points as well.   

7. Touch OK.   

8. Attach the printout slip to 
the invoice. 

 

 

 

 

Extra Notes! 
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Printing a Cash Payout Listing 

This needs to be done at the end of every day, or when all cash payouts have been made. This listing is then 
used in the master cash up, as well as to ensure that cash payouts balance with cash purchases. 

Use the following procedure as a guide to printing the Cash Payout Listing: 

1. Access the Touch POS system by entering your management pin, swiping your manager card or using the 
Finger Print ID terminal.  

2. Touch the Cash Payout button to display the list of all cash payouts for the day.   

3. Touch the Print button to print out the list of all the cash payouts for the day:   

 

4. Use the total figure to compare against the cash purchases figure printed on your Daily purchases summary. 

 

 

 

 

Extra Notes! 
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 Managing the Day-End Cash Up Procedure  

At the end of each shift when each POS station and staff member has been cashed up, gather all available cash 
(including the floats) and use the following guidelines to start entering the information into the system: 

1. Make sure you have the following information gathered and available:  

 Waiter cash up slips - obtained from your waitrons once receiving 
the money - SIGNED 

 Cash Breakdowns – obtained from your count of the cash 

 Totals of any I.O.U’s that may have taken place 

  Totals of any Gift Card transactions that may have been 
processed 

 Speed Point Sales – obtained from your credit card machines.   

 Cheque Sales – obtained from adding your cheques.   

 Total Sales – obtained from the 'X' reading from the Touch POS 
program.   

 Cash Payout Totals – obtained by printing a cash payout listing.   

 

Think and Do! 

 

  

  

  

  

  

  

  

  

 

Important  When doing cash payouts, the Admin…Cashup option must be selected. 

 

 This initiates a process where cash payouts are posted directly to the Administrator’s Cash Up. 

 This helps avoid any typing and calculation errors during cashup procedures.  

 

2. Open the Pilot POS Admin 
program and start the 
Cashup function: 

  

 

 

Allocate the float for the day 

3. Select the Cashup option 
and right click to display a 
sub menu. 

4. Enter your float amount. 
Click on OK.  

5. Select the float icon and 
enter the same float amount 
again. Click on OK. 

6. Notice how the float amount 
is displayed under the 
TODAY and TOTAL 
column. 

7. Click on Save. 

 

 

 

 

 

 

 

To adjust or reset a float you need to 
right click the Cashup Summary option 
and select Reset Float. 

Then allocate the float to the cashup that 
is being processed by selecting the Float 
icon. 
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Starting the cashup procedure 

8. From the the Pilot POS 
Admin program, click on the  
the Cashup button: 

  

 All that needs to be done at 
 this stage is enter the 
 amounts in the Cashup – 
 Admin working window. 

9. Once all amounts have 
been captured, click on the 
Close button to return to the 
Cashup – Admin working 
window. 

10. Click on the Print button if 
necessary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Think and Do!  

Important 

The cash up must only be closed once a day, and not 

at the end of each shift. 

 

For information and suggestions on how to problem solve 
variances when cashing up, refer to the range of reports that you 
can refer to and the tasks that you perform later on in this module. 
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Review the summary of all 
transactions 

11. Click on the Summary 
menu option. 

 The Summary Transactions 
 window will be displayed. 
 Review any monies short or 
 outstanding by taking note 
 of the Variance field. 

12. Click on the Print button to 
print out the Cashup 
Summary. 

 

 

 

Perform the tasks to bank cash, credit cards and cheques on the system 

13. Select the banking function and bank the appropriate cash (except the float which will be carried forward). 

14. Select the banking icon again. 

You will be returned to the Cashup working window. 

Note how all the Point-of-Sale transaction information has been carried forward automatically into the cashup 
process. 

  

 

15. When the cashup procedure has been completed, click on the Exit button. 

16. Proceed to complete the day-end procedure. 

 

Note 1  The cashup can now be locked to prevent others from editing the cashup before the day-end 

procedure takes place. 

Note 2  The manager that takes over the next shift can confirm if there are any anomalies from the previous 

shift. 

Click on Close. 

This will update the cashup and the banking, and then carry forward the new float for the next day. 

 

 

 

Extra Notes! 
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Issuing Floats 

Use the following procedure as a guideline when issuing floats during your daily routine: 

Morning Routine 

1. Start-up the Admin / Touch POS system.  

2. Issue floats to the POS terminals.  

3. Record AM stock issues and prep information.  

4. Record AM bulk portioning information. 

 

 

Think and Do! 

 

  

  

  

  

  

 

Note 1  All adjustments to float totals are logged as a security function. 

Note 2  The system will not allow you to allocate a float amount for more than what you have brought forward as 

an opening float. 

 

Understanding the Day End Routine 
The Day End routine closes off the system day, storing all the information captured for that day and gets the 
system ready for the next day. This routine must be carried out every day, and no information must be captured 
for the next day before this is done. You should also ensure that all the daily routines that need to be completed 
are finished before continuing. 

 

Printing Out Fundamental Reports and Information Before Day End 
The Pilot POS system can generate important reports that you need to use for analysing when you are going 
through the Day End routine.  

 

 

Think and Do! 
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Closing off the Day 

Use the following information as a guideline to closing off the day: 

1. Note  All other terminals need to be logged 
out to the main Shell program before 
continuing with the Day End routine. 

2. Access the Pilot POS Admin program. 

3. Select the Controls…Day End menu 
option: 

  

4. Confirm that you want to continue with day 
End. The system will now do a Table 
Rebuild. 

 Note  If there are any open tables the 

 system will not allow you to continue, you 
 need to close the tables before continuing 
 with the Day End routine. 

 

 

 

 5. The system now shows you a summary of the day’s trading information.    

6. Enter your Actual Sales for the day, in other words the ACT T/O from your master cash up, if different to 
that indicated.   

7. Click on Close.    

8. Confirm you want to continue by clicking on Yes.    

9. If you have already closed the Prep Sheet, the system will inform you of this. If you have not closed the 
Prep Sheet yet, the system automatically does this for you.    

10. When the Day Close routine is complete, the system will inform you that it will shut-down. 

11. Click on OK. The system automatically prints the Day End report.  
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Analysing the Day End Report 
The Day End Report generated by the Pilot POS system has valuable information that should be carefully 
reviewed and analysed on a daily basis. 

Analysing Security Breaches On Day end Report 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

 

 

 

 

Think and Do! 
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Analysing the Total Sales Breakdown and Summary 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

 

Analysing the Sales Invoice Listing 

 

 

Think and Do! 

  

  

  

  

 

Analysing Department Sales 

A breakdown of the sales of different sales departments. The Today column represents the sales for the particular 
day. The Month column represents the accumulated sales for the month to date. The % column represents the 
contribution to sales for that department for the month to date. 

 

 

Think and Do! 
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Analysing Time Sales 

A breakdown of the sales for the day, broken into hourly intervals. This helps determine the busiest periods. It 
gives the hour, the sales for the period, how many invoices were processed and what percentage of the daily 
sales this period contributed to.   

 

 

Think and Do! 

  

  

  

  

 

Analysing PLU Item Sales 

 

 

Think and Do! 
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Analysing the Cash Payouts Listing 

A listing of all cash payouts made for the day. There should only be cash payouts made for suppliers invoices that 
were paid cash. This listing shows the supplier, the supplier’s reference or invoice number and the amount of the 
payout. 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

  

  

 

Analysing Batch Purchases 

 

 

Think and Do! 
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Analysing Table and Item Transfers 

 

 

Think and Do! 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

Analysing Waiter Commission and Sales 

 

 

Think and Do! 
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Problem Solving Variances when Cashing Up 

If you have variances when cashing up, you need to understand that you have either under or over counted 
monetary values. 

 1. Recount your Cash. 

2. Recount your Credit Cards. 

3. Check your Cash Payouts (make sure that your cash payouts 
balance with your cash purchases). 

4. Ensure that you have the correct Cheque and other non-cash 
values. 

5. If there are any changes in values, amend your cash up 
information and redo the system update. 

6. If the cash up is still short, then you are short. 

7. In the event that you are over, then check the previous night’s 
cash up, it may be possible that they were short the night 
before. 

 

 

Think and Do! 

   

   

   

   

   

   

   

   

   

 


