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Print and Split Check Operations

Overview

Introduction

Guest checks may be printed or reprinted at the end of a service 
round (“By-round”), On-demand, or upon payment. If your 
establishment uses seat numbers, checks may be split and 
printed as separate checks or as “memo checks”.1 The 
[Filter Seat] key is discussed in this chapter because it is required 
for these operations.

Operators may be programmed as “On-demand”, “By-round”, or 
“Special, By-round” operators. This determines how and when 
checks are printed.

By-round Printing
By-round printing provides the server with a hard copy of all 
customer activity through the last service round. Each time the 
check is picked up on the UWS and service totalled, all new 
postings will print. If a roll printer is used, By-round printing will 
print a slip showing the balance due (Previous Balance) at the 
end of the previous service round and the detail from the current 
round.

In By-round printing with a slip printer, the original check is 
placed in the slip printer which automatically advances the check 
so that printing begins just below the last printed line. If it is the 
first time this check is printed, the check identification data will 
print as well as the detail. If not, the printer will feed the check 
until it can print on the second line below the last printed line.

Example
In the example shown on the following page, Check #424 was 
begun by a By-round operator:

1. First Printing. Two drinks were posted, and the check was 
service totalled by pressing [Service Total]. 

2. Second Printing. The check was picked up, and a third drink 
was posted and service totalled again. 

3. Third Printing. The check was picked up, a fourth drink and 
a hamburger were posted and then tendered to cash by 
entering the amount (15.00) and pressing [Cash]. 

Each time the server service totalled, he inserted the check in 
the slip printer and the new check detail printed on it.

1.  For more information on using seat numbers, refer to “Chapter 4: Begin a Guest
Check”.
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Print and Split Check Operations

Overview

The manager procedures for splitting a guest check with no assigned seat numbers 
is the same as splitting a guest check with assigned seat numbers. See page 8-18.
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Tender a Guest Check

Overview

Introduction

You tender a check to post payment by cash, room charge, credit 
cards, etc. If the payment is a partial payment, the check will not 
be closed. Full payment will close the check. Guest checks may 
also be split by seat number (“filtering”) and partially tendered 
by seat number (“memo check” and “memo tender”). See Chapter 
8, “Print and Split Guest Checks”, for more information on 
splitting checks.

When a check is tendered and becomes a closed check, the System 
still remembers all of the check detail, the check totals and 
identification information (table, check number, check operator, 
date and time). After a check has been tendered, it can be 
reopened to void items, adjust the tip, or change the tender.

Keys that record payment of services–cash or charge payment, 
an employee meal, or other accounting such as closing a check 
when a customer leaves without paying–may tender a check. 
Charge tenders may be programmed to post to a property 
management system so customers may charge meals to their 
hotel bill. 

Your payment keys may be programmed in a variety of ways. 
Your system may also be programmed to require a check to be 
fully tendered after any partial tender. This option would require 
a check to be paid up in one transaction but still allow “split 
tenders” (that is, payment partly in cash and partly by credit 
card).
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Tip Operations

Overview

Introduction

To understand tip operations, you must understand the two 
banking systems that may be used at your establishment: Server 
Banking or Cashier Banking. Which banking system you use will 
affect how your establishment handles tips. 

Banking Systems

There are two scenarios for maintaining revenue accountability: 
Server Banking and Cashier Banking. 

Server Banking
Using this method, servers close their own checks and make 
change for their customers. To do this, they are sometimes issued 
a supply of coins and small bills known as a bank. The bank must 
be returned to the house at the end of the shift. The servers are 
employees who are also entered in the Operator File. Thus, each 
is linked to their own set of operator totals. At the end of the shift, 
one cashier is used “cash out”: to reconcile cash and pay out 
charged tips.

Cashier Banking
Using this method, one person (often a bartender or cashier) 
closes guest checks and makes change from a cashier bank for all 
the servers during a shift. At the end of the night, a single cashier 
report is taken to balance the cashier bank.

The diagrams on the following pages illustrate this concept.
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 8700 User’s Manual 10-5

Tip Operations
 Introduction

Tips Handling
The 8700 provides Tips Handling features for keeping track of 
tips received from either cash, credit card charges, or automatic 
gratuity. To meet IRS reporting requirements, it also records tips 
paid to servers.

Definitions

Indirect Tips and Direct Tips
These represent cash tips from customers. Direct tips are those 
that a customer gives in cash directly to a server or bartender. 
Indirect tips are those that the server splits with other 
employees, such as a bus person. Employees use [Indirect Tips] 
key or [Direct Tips] to enter the amount of tips they’ve received 
in cash. (The system may be programmed to require an employee 
to declare tips when clocking out.) This information is added to 
Tips Totals on the Employee Tip Report and is used for Income 
Tax purposes.

Charged Tips
A Charged Tip is a gratuity credited to a server by adding it to a 
charge slip (such as a credit charge slip or room charge slip). 
Thus, like the meal, the tip is “charged” to a credit card, room 
account, etc. A charged tip is credited to the check operator.

Service Charge
This is a generic term which refers to a variety of gratuities added 
to a check, such as: Autogratuities, Room Service Charge, Cover 
Charge, etc. This does not include Indirect Tips or Direct Tips.

Autogratuity
A service charge that is automatically applied to all items posted 
to a check that are programmed to add to the auto service charge 
itemizer (Menu Item Class Type Definition #12). The 
autogratuity is defined in the Revenue Center Parameters File. 
It can be set to apply automatically to every check. It can also be 
set to default to “ON”, which allows the operator to apply it 
selectively, using the [Exempt Auto Service Charge] key. A 15% 
auto service charge differs for a 15% regular service charge in 
that it is constantly updated, even when checks are split, whereas 
a regular service charge is applied all at once at the end of a 
transaction.
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Tips Paid
Tips which are paid out to the check operator are known as Tips 
Paid. Usually at the end of a shift, the check operator is paid the 
value of the charged tip in cash through a separate action using 
[Tips Paid]. 

Charged Tips can add automatically to the Tips Paid total on the 
Employee Tip Report. In which case, no separate action is 
required, and the cashier simply removes the cash from the cash 
drawer, and pays the server. See the Cashier Banking diagram 
in this section.
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