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SPLITTING A BILL 

 

1. BEGIN BY ADDING ITEMS TO THE 

ORDER SCREEN. THEN TAP PAY.  

2. UNDER THE ACTIONS ICON, 

SELECT SPLIT BILL. IF YOU DO NOT 

SEE THE ICON, USE THE ARROW 

TO VIEW MORE ICONS. 

3. AFTER SELECTING SPLIT BILLS, 

YOU CAN CHOOSE TO SPLIT THE 

BILL IN SEVERAL WAYS:  

• SPLIT EVENLY: IF THIS IS SELECTED, 

ANOTHER PROMPT WILL ASK THE 

AMOUNT OF PEOPLE TO SPLIT THE 

BILL THE BETWEEN. (I.E. IF "3" 

PEOPLE ARE SELECTED, THE SYSTEM 

WILL AUTOMATICALLY CREATE 3 

EVENLY SPLIT CHECKS.) 

• SPLIT MANUALLY: IF THIS IS 

SELECTED, ANOTHER PROMPT WILL 

ASK THE AMOUNT OF PEOPLE TO 

SPLIT THE BILL BETWEEN. AFTER 

SELECTING THE AMOUNT OF PEOPLE, 

ANOTHER PROMPT WILL ASK TO 

ENTER THE MANUAL AMOUNT FOR EACH CHECK. (I.E. IF "3" PEOPLE ARE SELECTED, THE SYSTEM WILL 

PROMPT FOR THE AMOUNT DUE ON THE FIRST CHECK, THE SECOND CHECK, AND THEN WILL 

AUTOMATICALLY CREATE THE THIRD CHECK WITH THE BALANCE LEFT OVER.) 
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• SPLIT BY ITEM: THIS OPTION ALLOWS TO ADD AS MANY CHECKS AS NEEDED AS WELL SELECTING 

WHICH ITEMS TO TO PUT ON EACH CHECK. 

• SPLIT BY SEAT NUMBER: FROM HERE, SELECT AN ITEM TO BE SPLIT IN HALF, OR ADD ANY ITEM TO A 

NEW CHECK. 

 

CLEAR SPLIT BILLS 

 

CLEARING A SPLIT BILL MERGES SPLIT BILL BACK INTO ONE TOTAL. BECAUSE IT 

ALSO REFUNDS ALL PAYMENTS ON THE ORDER, CLEARING A SPLIT BILL REQUIRES 

A SECURITY PIN FROM AN EMPLOYEE WITH REFUND PERMISSION 

1. FOR SPLITTING THE BILL EVENLY, ENTER THE SPECIFIC AMOUNT OF 

PEOPLE. 

  
2. NEXT, ENTER THE PAYMENT METHOD AND COMPLETE THE PAYMENTS FOR 

EVERY INDIVIDUAL CHECK. ONCE COMPLETED, THE POINT OF SALE WILL 

DIRECT YOU TO A NEW ORDERS SCREEN. 
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3. TAP CLEAR SPLIT BILLS. 

 
4. IF THE EMPLOYEE WHO OWNS THE ORDER DOES NOT HAVE REFUND 

PERMISSION, THE POINT OF SALE WILL REQUIRE A PIN FROM SOMEONE 

WHO DOES 
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5. TAP YES. 

 
6. TAP OK AND REFUND ANY PAYMENTS. 

 
 


