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{Date} 

 
 
 

 

CONFIDENTIAL: This Confidential deck contains confidential information that is proprietary to SoftPoint. The deck is not to be read 

by the recipient nor disseminated beyond the recipient without the express understanding and agreement that all information contained 

herein is confidential and the recipient and any subsequent recipient will treat it as confidential and proprietary to SoftPoint. By further 
reading this Confidential deck the reader agrees that he or she will not, directly or indirectly, disclose or permit their agents, 

representatives, employees, officers, directors or affiliates to disclose any of the information contained herein and they will use this 

Confidential deck and any related information only to further evaluate a potential investment in SoftPoint and for no other purpose. The 
recipient further agrees not to pass on or provide copies of this Confidential deck to any other person or party without the express 

written consent of SoftPoint. 
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Introduction 
This document will serve as a comprehensive guide on how to use the SoftPoint application to process 

payments along with refunds and reports. It will provide step-by-step instructions over each area of the 

application and go over functionality overviews. This will also include instructions on how to report any 

support issues or cases. It will also include videos going over the payment process and link to the 

SoftPoint Knowledge Base. 

Login Screen 
This is the section where you can put in your pin number or swipe your paired mag card to log into the 

device. 
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Before logging in there are 3 dots in the upper right-hand corner. When selecting them you will get the 

following options: 

• Connectivity – This where you can check network connection and check to see if you are 

connected to the SoftPoint services. 
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• Device Details – This is where you can see information about the device you are on. From the 

application version to the device serial number. 
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• Get Help – You can see the SoftPoint support phone number and email to reach out to if you 

need any help. This will also have your location’s unique ID for SoftPoint that you can give to 

the support agents. 
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• Exit – Will allow you to exit from the application. 

 
 

You can then login with the pin number you use in your POS system.  
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When logging in, you may be prompted to select a position. These will be taken from the job codes or 

positions you have set on your POS system.  

• The positions will determine what level of access you have within the application. That will 

determine if you can see all current open tickets, apply discounts, and do refunds. 

**If your POS system is Aloha, you can be set to automatically login with the same job code you 

logged into Aloha with** 
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Tickets Page 
Once fully logged in, you will see the ticket page where the current open tickets show. From here you 

can search and see all current open tickets. You can search by the following: 

• Server Name 

• Table Number/Tab Name 

• Ticket Number 

• Price 
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To refresh the list, pull down from the top of the tickets page to get the latest tickets created in the 

system.  

 
This list will refresh on its own every 30 seconds as well. 
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To do an advanced search for prior tickets, select the filter button with the three lines and three circles: 
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Within the advanced search, you have the following sections: 

 

 

 

 

 

 

 

 

 

 

 

Status – This will allow you to move 

between open tickets and closed tickets. 

My Tickets are your current open tickets, 

Closed is your closed ticket, and All is 

both open and closed tickets. 

 

Date – Allows you to view the date of 

the tickets you are looking up. Defaults 

to Today. 

 

Employee – You can only see this if you 

have access to view all current open 

tickets. Will allow you to select which 

employee you would like to view tickets 

under. 
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Ticket Details 
Once you select a ticket on the ticket page, you will then be brought to the ticket details. In here you will 

see the current information of the ticket including: 

 

 

 

 

 

 

Table Number and Server Name of who 

started the ticket. 

 

 

 

 

 

The current items on the ticket including the 

price and any modifiers on the items. 

 

 

 

 

 

 

 

 

 

Any payments currently added to the ticket 

including cash payments. 

 

 

The breakdown of the charges including the 

tax, service charge, and any other charges. 

 

 

 

 

 

 

 

 

 

At the bottom of the screen, there are these 4 different buttons, each with a varying function. 
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In the lower left-hand corner, you have the three dots, which allow you to do the following: 

 
Custom Pay – This allows you to pay for the amount that you put in on the ticket. This is not by paying 

by items, but just a certain amount on the ticket. 

Equal Pay – This is splitting the check between the number of people you select. Each will select a tip, 

pay, then select a receipt before going to the next person.  
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The next option next to the three dots in the lower left-hand corner, is the blue printer button. This 

allows you to print out the itemized receipt, or once there is a payment, you can reprint, email, or text 

the payment receipt. 
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Finally, you have the green Pay button that will bring you to the different payment types you can do. 
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In the Pay Screen you have the following options to select: 
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• Cash – This will allow you to apply a cash payment to ticket. From here you can select the cash 

amount from the exact, next dollar up, and varying dollar amounts; or you can manually put in the 

amount of cash that was handed over. Once ready to pay, you can hit the green Pay at the bottom of 

screen. 
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• Discount – You can apply a discount from the device to the ticket. This can be done with the 

discounts that are currently setup on your POS system. The discount can be set to only be done with 

manager approval as well. 
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• Credit – This will allow you to pay for the whole check with a single credit card. Once you select 

credit, it will first ask for the tip amount that the customer would like to pay before moving onto the 

payment screen. After the payment, they will be asked if they would like a receipt. 

 After the payment, you will then see the payment under the Payments section on the ticket details. 
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Refunds 
You can start the refund process by looking for the transaction in 2 different ways. 

 

First, you can search for the transaction by going through the closed tickets.  
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From there you can see the closed tickets for the date you are looking on. Once you select the ticket you 

will see the ticket details and you can see the card payment under the Payments section. 

  



                                              Operations Guide 

 

 
Copyright © 2011-2025 SoftPoint LLC. All Rights Reserved.                                                                                          Page 23 

 

You will then tap the payment until it is highlighted blue. Once it is highlighted, you will see a red 

details button which you can select.  
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In the details of the transaction you can see several different items. 

In here you can see the details of the transaction including how the card was inserted, the last 4 of the 

card and the time the transaction was taken. At the bottom, you have two separate buttons, refund and 

receipt. 
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When selecting Receipt, this is where you can choose to reprint, email, or text the payment receipt of the 

card. 

 
For the Refund, this can only be done by those who have the access to do refunds.  

Selecting refund will give you the option to do a full or partial refund. When doing a partial refund, you 

can type in the amount that you want to refund back. 

**Once a refund has been done, if you are an integrated site, you will need to reopen the ticket 

and void the payment tender for your reporting** 
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The additional way you can find a transaction is by selecting the three lines in the upper right-hand 

corner and going to reports.  
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In the reports section, you can select the transaction reports to search for the transaction. 

In the transactions report, you can search by the last 4 of the card number, the amount, or the ticket 

number. 
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Standalone Payments 
You can reach the Standalone Payments by selecting the three lines in the upper right-hand corner and 

selecting Standalone Payments. 
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Once you select the Standalone Payment, you will be brought to a screen where you can do the 

following: 

 

 

 

 

 

 

 

 

 

Type in the amount that the client will 

pay. 

 

 

 

Put in the ticket number that the payment 

can be attached to. 

 

 

Put in any other notes about the payment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

**Any payments taken on this page will not be attached to a ticket, so it will not send over to the 

POS system to be closed. This should only be used if your POS system is down or you are on 

offline payment mode** 
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Reports 
The next section below the Standalone Payments, is the Reports. Under Reports you have the following 

options: 

• All Day Sales 

• Transactions 

• Payment Matcher 
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In the All Day Sales Report, you can see your own sales and tips for what you are doing throughout the 

day. If you are a manager, you can see the sales for the whole store. You can also print the All Day Sales 

report, select which day you want to look at, or choose to filter by Revenue Center or by Employee. 

(Filter by Employee only available to those who can see all current open tickets) 

**If you are a location integrated with an External POS, then this report should be used in 

conjunction with your POS sales report** 
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In the Transactions Report, you can search for a transaction by using the search by to search by: 

• Last 4 of the Card 

• Ticket Number 

• Amount 

 

There is also an advanced search where you can search by the following: 

• Date – You can search by a wide range of date including past week, last 30 days, current month, last 

month, or a custom range 

• Payment Type – You can search by either the specific card brand or by a gift card 

• Status – You can search for approved or refunded transactions 

• Employee – This can only be utilized by employees who see all current open tickets. You can search 

for a transaction done by a specific employee 
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Finally, the Payment Matcher Report, will allow you to match any Standalone Payments or any 

Offline Payments to a ticket. Once the payment has been attached, it will then either close the ticket or 

send to the External POS to close the ticket if the due amount reaches $0.00. 

Both pages will act like their respective pages. In this case the Open Tickets will still allow you to 

search by Server, Table Number/Tab Name, Ticket Number, or Price.  

The Transactions will also work like the search in the transaction report where you can search by Last 

4 of the Card, Ticket Number, or Amount. 
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Settings 
The final section below Reports is the Settings. In here you can make several changes for how the 

device can work as well as several functions. 
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The first option that comes up is POS Refresh. In here you have the following two options: 

 

 

 

 

 

Quick Refresh – This is the option to select if you are bringing in 

any changes made on the SoftPoint Dashboard that you want to take 

effect immediately. I.e. Tip Percentage Changes or Employee 

Positions Accesses. **Any changes made on the SoftPoint 

Dashboard will be pushed down to the device automatically after 

30 minutes** 

 

Full Refresh – This option when selected, will reach out the External 

POS and update the SoftPoint Dashboard and the specific device, 

with any changes made on the External POS. I.e. New Employees or 

Menu Changes. Afterwards, you can wait the 30 minutes or perform 

a manual Quick Refresh on the other devices. 

 

 

 

 

 

 

The option below POS Refresh is Register Mag Card. If you have the permission access, you can then 

go into here and select an employee to pair them with a mag card. Once paired, the employee will then 

swipe the mag card to login instead of putting in their pin number. You can also go in here to update any 

paired mag cards. 
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Under Register Mag Card is Manage Printers. In Manage Printers you can run a test print for any 

printers connected to your location as well as the built-in printer on any devices. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Below Mange Printer is Upload Logs. When selecting Upload logs, it will upload the device specific 

logs over to SoftPoint. The logs can then be looked into for any issues the location is having. 
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The next several options all have to do with how the device looks. 

Navigation Bar – This option is about letting the user being able to jump out of the payment or 

SoftPoint application by selecting the home screen button. This is turned off by default and can be 

turned on by selecting the Navigation Bar. 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Dark Mode – This will change what color mode the devices are on. They can default to the mode 

selected on the SoftPoint Dashboard. The terminals can be changed individually on a terminal by 

terminal basis. 
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Training Mode – This is a pared down version of the application where the user will not be able to 

make payments at all. This is set for a new user to learn how the application works and get used to 

navigating the application. This can be turned on and off in the settings per terminal. 
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Support 
If you are having any issues, please reach out to the SoftPoint Support with the following information: 

• All relevant information about problem, including error messages and screen shots if possible. 

• If the problem is replicable and consistent. 

• What version of the software you are on. 

• If there have been any changes made to the BOH or WiFi network. 

 

If it is a more urgent issue, please reach out to our SoftPoint Technical Support phone number: +1 (480) 

745-3049 ext. 2. 

 

**In the event out technical support number is busy assisting other customer and miss your call, 

leave a VOICEMAIL message as they will prioritize calling back Voicemails once off calls** 

 

If the issue is not as urgent, please reach out to our SoftPoint Support email support@softpoint.io with 

the following information: 

• Location Name and Location ID 

• Description of the issue  

 

Knowledge Base 
If you have any questions or would like to look up any videos or articles on anything shown in the 

document please go to our Knowledge Base: 

https://softpointio.zendesk.com/hc/en-us 

 

Here are also some videos that go over what was discussed earlier: 

 

Handheld Order & Pay: 

https://www.loom.com/share/b004ca88d67e40b3bf1b5caa99e5f057?sid=44284fda-4a61-4b8b-b33e-

a7d751f7f794 

How to Perform a Refund: 

https://www.loom.com/share/b6d8bea43048492782b1ad860fdfb43c?sid=45566ee1-f262-43ba-a422-

03a9272d73ee 

Common POS Errors: 

https://www.loom.com/share/a955846804304068bf7b22282b7d478d?sid=7e5902ef-a995-4989-a5e7-

4d6fa1a2c9cc 

  

mailto:support@softpoint.io
https://softpointio.zendesk.com/hc/en-us
https://www.loom.com/share/b004ca88d67e40b3bf1b5caa99e5f057?sid=44284fda-4a61-4b8b-b33e-a7d751f7f794
https://www.loom.com/share/b004ca88d67e40b3bf1b5caa99e5f057?sid=44284fda-4a61-4b8b-b33e-a7d751f7f794
https://www.loom.com/share/b6d8bea43048492782b1ad860fdfb43c?sid=45566ee1-f262-43ba-a422-03a9272d73ee
https://www.loom.com/share/b6d8bea43048492782b1ad860fdfb43c?sid=45566ee1-f262-43ba-a422-03a9272d73ee
https://www.loom.com/share/a955846804304068bf7b22282b7d478d?sid=7e5902ef-a995-4989-a5e7-4d6fa1a2c9cc
https://www.loom.com/share/a955846804304068bf7b22282b7d478d?sid=7e5902ef-a995-4989-a5e7-4d6fa1a2c9cc
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