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ﬁ What These Features Do

g8 User Management

Lets you create accounts for every staff
member with a personal 4-digit PIN. Each
sale, cancellation, and action on the POS is
linked to the person who performed it —
giving you clear accountability across your

whole team.

@ Cash Management

Tracks your cash register from the moment
it opens in the morning to when it closes at
night. Every cash movement is recorded so
you always know exactly how much cash

should be in the drawer.

n Important: Cash Management can only be used when User Management is already turned on. You

must set up User Management first.
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@ staff Levels Explained

There are three levels. Assign the right level to each person based on how much access they need.

Level Who is it for? What can they do?
m Owner / Head Full access to everything including all Admin Settings, staff
manager management, and cash operations. Can authorize any action
instantly.

m Shift manager / Can take orders, process payments, authorize cancellations, and

Supervisor open/close the till. Cannot change system settings.

Waiter / Cashier Can take orders, process payments, and perform all cash operations
(open / close / in / out). Order cancellations still require a Manager or

Admin to approve with their PIN.

At least one Admin and one Manager account must always exist. You cannot delete the last Admin

=

or Manager.

@ Setting Up Staff Accounts

How to Add a New Staff Member

From the main screen, tap Admin.
Go to the Staff tab at the top of the Admin screen.
Tap ADD NEW in the toolbar on the right side of the screen.

Enter the staff member's Name, select their Level, and set a 4-digit PIN.

Make sure Active is ticked, then tap SAVE.

® ADMIN — STAFF SCREEN
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Tabletious Admin [ Dashboard ] [ Settings ] [ Staff ] [ Reports ]

Select a staff member ADD NEW SAVE

Mike
MANAGER

STAFF +

Sarah PIN

STAFF
Active

A ADD NEW and SAVE buttons are in the toolbar at the top of the right panel

/" How to Edit or Deactivate a Staff Member

Go to Admin — Staff.
Select the staff member from the list on the left.

Update the name, level, PIN, or uncheck Active to disable the account.

Tap SAVE in the top-right toolbar.

A PIN advice: Each staff member should choose their own PIN and keep it private. If forgotten, an

Admin can set a new one in the Staff settings.

0 Turning Features On / Off

© Where to Find the Settings

G From the main screen, tap Admin.

a Go to the Settings tab.
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e Scroll down to the Staff & Cash Management section.

o Toggle the checkboxes and tap SAVE.

® ADMIN — SETTINGS — STAFF & CASH MANAGEMENT SECTION

Admin Settings Scroll down to find this section
Staff & Cash Management

Use User Management

Use Cash Management

SAVE

@ Use User Management @ Use Cash Management

e Staff login button appears on the main e Cash Open / Close buttons appear on
screen the main screen

e Staff must log in before using Table / e Staff cannot process checkouts until the
Hall register is opened

e All actions tracked by staff name e Cash In / Cash Out available during the

o Cancel / till authorization checks become day
active e Cash session ID shown in sales reports

& Turning off User Management after extended use: All future activity will no longer be linked to

staff members. Cash Management is also automatically disabled. Think carefully before switching off.

e Daily Use — Staff Login

@® MAIN SCREEN — AFTER USER MANAGEMENT IS ON
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Tabletious

Digital Menu Ordering System Staff: Manager (MANAGER) LoGout

3 DISPLAY

f§ TABLE Y HALL(POS) & ADMIN

CUSTOMER
DISPLAY

LOGOUT CASH OPEN

POS SOLUTION BY MEDUAARA

MEDIANARA TABLE ONLY Printer: Main Client Id: Client Id: 178
REPORT ~ NONE ~ Version: 4.7.7

A Staff Login button (bottom row). After login it becomes "Logout"

/" Logging In £ Logging Out
0 Tap Staff Login on the bottom 0 The Staff Login button becomes
row of the main screen. Logout after login.
e Select your name from the list on e Tap Logout and confirm.
the left.
° The next staff member can now
o Enter your 4-digit PIN on the log in.
keypad.

° Tap CONFIRM. Your name appears
in the top toolbar.

® STAFF LOGIN DIALOG

Tabletious
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Staff Login

SELECT STAFF

Owner
ADMIN

Mike
MANAGER

Sarah
STAFF

CONFIRM

A Select name on the left, enter 4-digit PIN on the right, tap CONFIRM

_l Only one staff member can be logged in per tablet at a time. Logging in as a new staff member

automatically logs out the previous one.

@ Daily Use — Cash Register

MAIN SCREEN — CASH MANAGEMENT BUTTONS (ANY LOGGED-IN STAFF)
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Tabletious

Pl T i Gl e Staff: Manager (MANAGER) LOGOUT

3 DISPLAY

¥§ TABLE Y HALL(POS) & ADMIN

CUSTOMER
DISPLAY

LOGOUT CASH IN CASH OUT CASH CLOSE
MEDIANARA TABLE ONLY Printer. Main Client I Client Id: 178
PO 0F A S1STEM WTEGRATI ‘cORTRR REPORT - NONE -~ Vereion: 497

A Cash Open / In / Out / Close buttons appear for any logged-in staff member

)
n Any staff member (Staff, Manager, or Admin) can now open, close, and record cash in/out. There is
one shared register for the whole restaurant — if it is opened on one tablet, every tablet sees it as

open.

Start of Day — Cash Open

° Any staff member logs in.
o Tap Cash Open on the main screen.
e Count the float (starting cash) and enter the amount.

o Tap Confirm. Sales can now be processed.

& During the Day

e Cash In — Add cash to the drawer (e.g. change from safe)

file:///C:/Tablet/tabletious/docs/User Cash Management Guide ALL.html

8/35



05/06/2026, 20:23 User & Cash Management Guide - Tabletious

e Cash Out — Remove cash from the drawer (e.g. bank drop, petty cash)

After saving a Cash In / Cash Out, a Print button appears so you can print a slip (title, time, staff, amount,

description). Tap Close when done.

<) End of Day — Cash Close

Any staff member logs in.
Tap Cash Close.
Count all the cash and enter the total.

The system shows the expected amount vs. your counted amount so you can spot any

difference.

Tap Confirm to close the session, then Print a close slip (open float, expected, counted,

over/short) if needed.

A If the previous day's session was not closed, a warning appears on the main screen. Any staff
member can close it before starting a new day. (The business day is the calendar day — a session

opened on a previous day is flagged for closing.)

a Manager Authorization

When a member tries to cancel an order, the system asks for a Manager or Admin to approve

with their PIN — without changing who is currently logged in. (Cash operations no longer need
approval — any staff member can perform them.)

® MANAGER AUTHORIZATION DIALOG

Tabletious Staff: Sarah (STAFF)

Manager Authorization
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Owner
ADMIN

Mike
MANAGER

CONFIRM

A Only Manager and Admin accounts are shown. Staff login remains unchanged after approval.

4f How the Authorization Dialog Works

0 Staff taps Cancel Order.
e A Manager Authorization screen appears showing only Manager and Admin accounts.
e The Manager or Admin selects their name and enters their PIN.

o The action is approved and the Staff member continues — still logged in as themselves.

To enable these checks, go to Admin — Settings — Required to Cancel and/or Required to Open

Till and turn them on.

e Reports

Reports are accessed via Admin — Reports. When Cash Management is enabled, X and Z Reports include

a Cash Register Summary showing the full cash movement history for the session.

® How to Access Reports

0 On the main screen, tap Admin.
° Enter the admin password.

° Select Reports from the left menu.
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° Choose a report type (X / Z / Z2).
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(il X Report — Mid-Day = Z Report — End of Day

A snapshot of the current session. Can be The final daily report. Closes and saves the
generated at any time without closing the session permanently. Run this at the end of
session.

every trading day.

e Gross & Net Sales e Everything in X Report

e Payment breakdown (Cash / EFTPOS) ¢ Finalises the session (cannot be undone)
e Cash Register Summary (if Cash Mgmt e Cash Register Summary (if Cash Mgmt
ON) ON)

T Z2 Report — Custom Date Range

Select a start and end date to see aggregated sales data for any period. Useful for weekly or
monthly summaries.

M New Cash & Staff Reports

Three date-range reports — each has a From / To picker (default today-today), a Generate

button, and a Print button (prints to the receipt printer). Find them in Admin — Reports,
between Z2-Report and EFTPOS Settlement.

¢ Register Summary — Sale Summary (cash payments & cash refunds), a per-session Cash

Register Summary (open float / expected / counted / over-short), and the list of cash

movements.

e Cash Movements — every Cash In / Cash Out for the period (time, type, amount, staff,
description).

e Staff Login History — who logged in and out, and when, for the period.

g8 Cash Register Summary (in X / Z Report)

Appears at the bottom of X and Z Reports when Cash Management is enabled. Shows the full
cash movement for the session.
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Admin CATEGORY MENU OPTION POPUP SETTINGS REPORTS EFTPOS STAFF LOGOUT
I
Reports X Report < GENERATE & PRINT
X-Report 27/05/2026 12:27:49 ~ 27/05/2026 17:45:50
Z-Report Categories
ZZ-Report Category Amount
EFTPOS Settlement Lunch Special $15.90
Orders by Menu Item Cash Register Summary
Orders by Display Session Opened Close Open
ID Terminal By Open Time Time Float Expected Counted Over/Short Status
Orders by Category
5 178 Manager  27/05/2026 $500.00  $400.00 In
16:32 Progress

Cash Movements

Time Type Amount  Description Recorded By
27/05/2026 Cash In $100.00 change from safe Admin
17:44

27/05/2026 Cash Out $200.00 Bank drop Admin
17:44

@ Frequently Asked Questions

A staff member forgot their PIN. What do | do?

An Admin can reset it. Go to Admin — Staff, select the staff member, enter a new PIN, and tap SAVE.

Can two staff members be logged in at the same time?

No. Each tablet supports one active staff login. If a second person logs in, the first is automatically logged
out.

| turned on Cash Management but the Cash Open button doesn't appear.

The Cash Open button appears as soon as any staff member is logged in (Staff, Manager, or Admin) —

Cash Management requires Staff Login to be enabled. If you don't see it, make sure you are logged in and
that Cash Management is turned ON in Admin — Settings.
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What happens if we forget to close the cash session at end of day? -

The session stays open. Next time someone logs in, the main screen shows a warning. Any logged-in staff

member (Staff, Manager, or Admin) can close it before the new day begins.

Can | turn off User Management if | no longer need it? -

Yes, but turning it off hides the staff login button and disables Cash Management at the same time.

Historical data stays in your reports. You can turn it back on anytime.

Why can't | delete a Manager account? -

The system requires at least one active Admin and one active Manager at all times. Add a replacement

account first, then delete or deactivate the old one.
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Admin CATEGORY MENU OPTION POPUP SETTINGS REPORTS
I
Reports X Report
X-Report 27/05/2026 12:27:49 ~ 27/05/2026 17:45:50
Z-Report Categories
Z2-Report Category
EFTPOS Settlement Lunch Special

Orders by Menu Item Cash Register Summary

Orders by Display Session Opened Close Open
ID Terminal By Open Time Time Float
Orders by Category
5 178 Manager 27/05/2026 $500.00
16:32

Cash Movements

Time Type Amount  Description
27/05/2026 CashIn $100.00 change from safe
17:44

27/05/2026 Cash Out $200.00 Bank drop

17:44

EFTPOS STAFF

< GENERATE

Expected Counted

$400.00
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o Staff Login History — HiAINR TER/EHICR
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ERNSEEN, BTEVZIRRES. RIARRIENTENSRHNICR.

Cash Movements

Time Type Amount  Description
27/05/2026 CashIn $100.00 change from safe
17:44

27/05/2026 Cash Out $200.00 Bank drop

17:44

O =N
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LOGOUT

Amount

$15.90

Over/Short  Status

In
Progress

Admin CATEGORY MENU OPTION POPUP SETTINGS REPORTS EFTPOS STAFF
I
Reports X Report < GENERATE & PRINT
X-Report 27/05/2026 12:27:49 ~ 27/05/2026 17:45:50
Z-Report Categories
Z2-Report Category
EFTPOS Settlement Lunch Special
Orders by Menu Item Cash Register Summary
Orders by Display Session Opened Close Open
ID Terminal By Open Time Time Float Expected Counted
Orders by Category
5 178 Manager ~ 27/05/2026 $500.00  $400.00
16:32

Recorded By

Admin

Admin
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