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Menumate Menu Editing

Glossary of Terms
1)
2)
3)
4)

5)
6)

7)

8)
9)

Menu name. See page 3: Getting Started
Course. See page 5 Creating a Course
Items. See page 4 Single item
Serving Courses. See Page 9 Adding a new Serving Course – These are
used to group the meals for the kitchen printout based on when they
are to be served.
Sizes. See pg 9 Adding Sizes – This window comes up when you select
an item that has different sizes and/or prices.
Options. See pg 6 - 7 Options & Forced Options – These are modifiers to
the meal. Some of them you may want to pop up as soon as you order
your meal, like in a steak with rare, medium rare etc... These would be
forced options.
Sides. See page 11 Forced Sides – Sides are just like normal items but
they can be linked to another item so that they print in the kitchen
together. Some meals may need a list of sides to come up every time
like with coffee or a half and half pizza. These would be forced sides
Serving Course example
Options example
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Getting Started
Every section to this manual will asume that you are all ready in the menu
editor with the menu loaded that you want to work on. To get in to the menu
editor Start up menumate office and click on Edit Menus See Figure 1.
You will then need to select where the menu is that you wish to load.
See Figure 2
Load from Database:

This is loading the menu that is currently on the point
of sale. This is the most common one chosen.

Load from File:

This is loading the menu from a saved file. Normally
used after making changes and not sending it to the
point of sale but saving it on the office computer.
Handy for doing menu changes in advance.

New Menu:

This will start a fresh empty menu. Not used often as
most of the time you are editing the existing menus.

Then you will need to select the menu you wish to edit or if you selected New
Menu you will need to enter a menu name.

Figure 1

i.e. Food, Beverage
Your menu should have loaded on the left and you are now ready to start
editing you menu.

Figure 2
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Single item
This section will setup a single item that only has the one price to it, like a bottle
of beer.
1) Double click on the yellow folder (course) that you want the item in i.e
Beer. This should look like Figure 3.
2) Click on New Item in the top row on the right.
3) This will bring up a screen to enter in the name. Do this in the Item
Name field.
4) Next click on the Sizes tab in the second row on the right
5) In this new screen you will see two light yellow boxes and one large
white box. See Figure 4. The left yellow box has a list of sizes to pick
from and the right has the ones already picked. Click Default on the left
and then press Add to this item. This will move it to the right.
6) Now the large white box will have Default in it. This is where you put in
your price under the price field. The second column (Special) is for the
happy hour price.
7) Now your new item is showing on the far left. Double click on its name.
This should then show its price under it. i.e. look at Speights Old Dark in
Figure 3.
8) Click on that price.
9) On the second row on the right click on Categories as shown in Figure 5
and then in the first field click on the drop down arrow and pick a
category the suits.

Figure 3

Figure 4
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Figure 5

Creating a Course

“Button down left side of POS” or “yellow folder”

This section will setup a new course (Often called “a button on left side of POS
screen” or “a yellow folder”).
1) Click New Course in the top row of buttons on the right. See circled
button in Figure 6.
2) Enter the course name on the right hand side of the screen. See the
circled field in Figure 7
3) Click on the Default Serving Course drop down arrow, (Right hand side)
and pick the appropriate course from the list. This list is normally
Entree, Mains, Desserts or Beverages. See the section on Serving
Courses for more information.

Figure 6

If you create a new course or change the name of an existing
one the system will need to be set up to print the new course
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Options

cooking instructions, condiments

Options are used to give instructions to the kitchen or bar. They are instructions
that don’t have a price or any stock control e.g. Steak heat (Rare, Med Rare
etc...) or Drink option (No Ice, Tall Glass etc...)
1) Double Click on the yellow folder (course) that contains the item you
want the option on, e.g. Entree. This will open out the folder showing
all the items in the course.
2) Click on New Option. See the circled button in Figure 8.
3) Enter the option name.
4) To put another option in the list repeat steps 2 & 3
To make these options automatically come up after you order an item for
example a steak meal with rare, medium rare etc... Then see the section on
Forced Options
Figure 8

If you want to have a price attached or to control the stock
then see the section on Sides
Figure 9
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Forced Options

cooking instructions, condiments

Options are used to give instructions to the kitchen or bar. They are instructions
that don’t have a price or any stock control e.g. Steak heat (Rare, Med Rare
etc...) or Drink option (No Ice, Tall Glass etc...)
Forced Options are used when you NEED an option picked,
like when ordering a steak, you need to know how to cook it.
1) Double Click on the yellow folder (course) that contains the item you
want the option on, e.g. Mains. This will open out the folder showing all
the items in the course.
2) Click on New Option. See the circled button in Figure 8.
3) Enter the option name.
4) Pick the group you want the option attached to e.g. 1 see Figure 10.
5) To put another option in the list repeat steps 2 – 4
6) Now on left hand side of the screen, click on the item you want the
option on e.g. Porterhouse steak.
7) Click on Forced Option see Figure 11.
8) Select the Group number that you picked before in step 4
9) You will see all the options that are in that group. Tick the box on all the
options that you want to use for that item. Repeat 6 – 9 as required.

Figure 10

Think of forced option groups like questions. Question 1
(group 1) is “How would you like your steak cooked?”.
Question 2 is “What sauce would you like?” so these would
go in Group 2. Question 3 is “Salad or Vegetables?”.

If you want to select more than one option, tick Allow Multiselect. If you want the options to come up but have the ability
to not select any, then tick Allow skip.
Figure 11
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Adding Groups and Categories
For separating sale items on reports

Groups and categories are used for reports in the back office and also on the
end of day Zed. The group shows the grand total of all the categories under that
group. An example of a Zed report is in Figure 12 and shows the groups of Food
and Beverage and under each of these are the categories like Beer, Spirits, and
Mains etc...
To add a new Group.
1) Double Click on the yellow folder with the star on it labelled Available
Categories.
2) Click on New Group on the far right.
3) Enter the group name.
Figure 12

To add a new Category.
1) Double Click on the yellow folder with the star on it labelled Available
Categories.
2) Double click on the Group you want the new Category in e.g. Beverage.
3) Click on New Category see Figure 13.
4) Enter in the name of the category and press ok
5) Repeat steps 2 and 3 until you have all the categories you need.

Figure 13
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Adding a new Size
Adding a size to the list of available sizes will make the size available to all items
in the menu. To do this

Figure 14

1) Double Click on the yellow folder with the star on it labelled Available
Sizes.
2) Click on New on the far right.
3) Enter the name of the size e.g. Bottle
The size is now added and can be selected to the different items you want it
used on.

Adding a new Serving Course

The buttons across the top of the POS just above the menu items, and can be the
heading in the kitchen dockets.

Serving courses are used to tell the kitchen when the meals are needed. The
defualts are entree, mains, and desserts but more can be added. To do this
1) Double Click on the yellow folder with the star on it labelled Available
Serving Course.
2) Click on New on the far right.
3) Enter the name of the size e.g. Starters
The order that they show on the right is also the order that they will print. You
can rearrange these by highlighting one of the serving courses and using the Up
and Down buttons to order them.
After you have created the serving course you can assign to a course by clicking
on the yellow folder with the course name next to it and select serving course in
the Default Serving Course drop down box. See Creating a Course for more help
on this.
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Figure 15

Item with more than one size

Different sizes with different prices i.e. Jug, Pint...

This section will setup a single item with multiple sizes and prices i.e. wine
(Glass and Bottle).
1) Double click on the yellow folder (course) that you want the item in i.e
Wine. This should look like Figure 16.
2) Click on New Item in the top row on the right.
3) This will bring up a screen to enter in the name. Do this in the Item
Name field.
4) Next click on Sizes in the second row on the right
5) In this new screen you will see two light yellow boxes and one large
white box. See Figure 17. The left yellow box has a list of sizes to pick
from and the right has the ones already picked. Click on the ones you
wish to use (Bottle and Glass) on the left and then press Add to this
item. This will move it to the right.
6) Any you don’t wish to use that are on the right you can click on to
highlight and then press Delete from this item. Circled in Figure 17.
7) Now the large white box will have your sizes in it. This is where you put
in your price, in the field under the heading Price. The Special column is
for happy hour price levels.
8) Now your new item is showing on the far left. Double click on its name.
This should then show its price under it. i.e. look at Kopiko Bay Sauv
Blanc in Figure 16.
9) Click on that price.
10) On the second row on the right click on the Categories tab as shown in
Figure 18 and then in the first field click on the drop down arrow and
pick a category the suits.
11) Do steps 9 and 10 for each size.

Figure 16

Figure 17
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Figure 18

Forced Sides

For coffee options or anything that has extras with a price

Here we setup Forced Sides. These are things that will pop up after you order
your item and have a price on them. An example would be Coffee, after
ordering your coffee another window would pop up with the different options
to pick and some would have a price like soy, decaf, extra shot etc...
1) Create a new course see page 5 or select an existing one.
2) Sides are setup like a standard item first, so create a new item as
normal see page 4. Repeat this until all the sides are created.
3) Now find the item that needs the forced sides connected to and click on
the name.
4) Next click on the Forced Sides tab on the right of the screen Figure 19.
5) In this new screen you will see a set of Groups from 1 to 8. Think of
these as questions e.g. after ordering your coffee the next question
(group 1) is what modifiers or options does it have? You may have more
than one set of things come up and you can put these in to the different
group numbers as you see fit. For this example we will only have the
one pop up, so click on Group 1.
6) Now press Add Side.
7) This will bring up a new window with all the courses in the menu. Click
on the + next to the folder that has your sides and tick the boxes for all
the sides this group needs and press OK. Figure 20.
8) Now your item is showing all the sides that will come up automatically
when you order this item. By default once you select one of these the
window will go away. If you need to select more than one then put a
tick in the box Allow multi-select.
9) If you need another group then repeat steps 5 – 8 as you need picking a
different group number each time.
10) If all the items in the course need the same forced sides setup then
press Sync Sides otherwise you are done.

Figure 19

Figure 20
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Open Price

This will pop up asking for a price to be entered

1) Create a new course see page 4 or select an existing one.
2) Create a new item as normal but don’t give it a price (just yet) page 3
3) Now find the item on the left and double click on it so the price is
showing under it.
4) Next click on the price Figure 21.
5) On the right hand side press the tab Price/Cost.
6) In the Item Price field put in -999.99. This is the code to make the item
have an open price.

Figure 21
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Copying an item

Make an exact copy of an item

1) Right click on the item and select Duplicate.
2) This will create a new item at the bottom of the course with the name
Copy of... rename this item.
3) Change the price if required and drag and drop the item to where you
want it.
This will also duplicate the forced sides, forced options,
categories and stock recipe. So check these and make sure
they are correct.

Copy a Course

Copy all aspects of a course

1) Right click on the course and select Duplicate.
2) This will create a new course at the bottom of the menu with the name
Copy of... rename this course.
3) Drag and drop the course to where you want it to show in the menu
If you need courses with lots of options that are all the same
then create one, put in the options and then duplicate the
course, all the options get copied aswell.

Figure 22

Copy a Menu
1) Click on the menu name in the top left.
2) On the right click on Create New Duplicate. Figure 22.
3) Enter in the new name.
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Setting up an item to use with scales
This section will setup an item with a price per Kg. So that it can be weighed.
1)
2)
3)
4)
5)
6)

Double click on Available Sizes.
Click on New on the right.
Enter the name. For example Kg.
Next click on the new size in the list on the left.
On the right put a tick in the box for Weighed (Kg). Figure 23
Once you have done that create an item as normal (Using the Single
Item section of this book) and use the size created above with the price
in at the per Kg price Figure 24

Figure 23

Figure 24
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Barcodes
You can have a Barcode scanner attached to the point of sale so that you can
scan in the products instead of pressing the button. You will need a barcode
scanner on the machine that you are doing the menu editing on to make things
easier otherwise you will have to type in the numbers manually.
1) First create the item as normal as shown in page 4.
2) Then double click on the item so that the price is showing on the left
and then click on that price.
3) Click on the Price/Cost tab in the right. See Figure 25.
4) Press Scan Barcode
5) A window will pop up waiting for you to scan the product, Figure 26.
Once this is done it will go away. Or you can press Manual and type in
the barcode numbers. If you are typing in the numbers you will have to
press Ok when you finish.
6) Repeat until you have done all the products you want to scan and then
press Commit to save.
Figure 25

You can’t see the barcode loaded anywhere. If you scanned it,
it will be there. Do one and test it in the point of sale to be
sure. Commit the menu and then scan the product while you
are in the POS.
Figure 26
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Common Errors
Don’t quit out of the program, you will lose all your changes.
Check if the error is below first.
When you commit or export your menu the system checks that it is ok to save.
It will display a list of errors and warnings. Figure 27
Warnings are not a game breaker, the menu will still save but you may just
want to look over them to make sure they are ok. Errors on the other hand are,
and the system won’t save the menu until they are fixed. Here are some
common messages and how to fix them.
[Error]: Course has no default serving course
Check in the Creating a Course section #3 as the serving course will be blank
[Error]: Item has no category
The section on Creating a Single item #9 will tell you how to fix this
[Error]: Item recipe has no location
This relates to the stock system that isn’t covered in this book. Double click on
the error and go to the Recipes tab on the right. Select a location in the field on
the bottom right.

Figure 27

Cannot create directory \\pos1\MenuMate\Menu Import Figure 28
If this error comes up press Ok. Then Export File and save the menu and your
changes to the desk top. Then call the support help desk on 0800 657 300. It’s
not a major issue just needs one of our staff to check the setup so it won’t
happen again.
Double clicking on any error or warning will take you straight
to the item with the problem.
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