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Agenda
1. TabletPOS - The Basics
2. Opening and Closing
3. Quick Sale vs. Customer Sale
4. How to Handle Club Scenarios
5. Basic Troubleshooting



The Bas ics





Opening 
Procedure



1) Select the appropriate device and enter 

your PIN.

2) Opening Count Screen automatically 

appears

3) Enter counts for each denomination

4) Once counts are entered, hit the 'Open 
Batch' button to proceed. 
Note: A batch will be opened for the selected location and the Batch number will 

display on-screen.



Clos ing
Procedure



1) To initiate the 
Closing Procedure, tap 
the cashier options 
(gear icon).

2) Click the 
'Open/Close' button.



3) Select the 'Enter Closing Amounts' button.



4) Your cash drawer should pop open 
and you can begin entering your 
counts for each denomination.

5) The closing count should match the 
opening total plus all cash transaction 
totals for the day. The difference will 
display on-screen, allowing you to re-
count your cash to confirm.



6) When you are ready to close the location, tap the 'Close 
Location and Print' button. You will be directed to print your 
Closing Report or email the Closing Report to primary winery 
email.



View your Closing Report from your Admin Panel

1) In the vinSUITE admin panel, navigate to the 
'Reports' section and click on 'Closing Report'.



2) Enter the appropriate search criteria and click 
the 'Search' button.



3) The search results will appear.



Quick Sale 
vs  

Cus tomer Sale



Add a cus tomer 
to a wine club



1. Tap on 'Guest'



2a. Tap on New Member



2a. Fill out customer's information



2b. Search Member



3. Enter customer's detail







4. Tap on the Customer's name



5. Tap on 'Details'



6. Tap on 'Address Book' and determine if the customer needs a new address



7. Enter a new address OR check/edit an existing address



8. Tap on 'General & Club Info' then tap on 'Add Club Membership'



8. Select club choice and enter club billing/shipping information. Tap 'Save Changes'



Add a cus tomer's  
card on file



1. Tap GUEST to add a member to the order



2. Search for the member by tapping the 
'SEARCH MEMBER' button



3. Enter the 
Search 
Parameters 
and tap the 
arrow



4. Select the correct customer



5. Tap the 'DETAILS' button



8. Tap the Credit Card tab and select 
'Add a New Credit Card'



9. Enter the 
required credit card 
information and tap 
'Save Changes'



10. Tap "X" to close screen



Club Pickup 
Proces s



1. Tap on Guest
2. Tap 'Search Member'



3. Enter the criteria to find your club member, 
and select them into the sale:



Finding the pick-up order
1. Tap the Cashier Options button (Gear Icon):



2. Select the 'Pickup Orders' Option



3. Select the 'Add note and pickup' arrow on the 
appropriate order:



4. Enter the name of the individual picking up the 
order, and select the check mark



5. You can print a Winery and/or Customer 
receipt, and select Done



Order Notes



Enhanced 
Recall



1) Look-up the customer using 'Search Member' and 
select the customer into the transaction



2) With the members name showing on the sale, 
go to the Cashier menu:

3) Select the 'Recall Order' option:



3) Select the desired club order from the list:



NOTE: If an item from your club order has not been setup in the TabletPOS, the item will appear as a black tile automatically, allowing 
you to adjust quantity as needed. Once the order has been completed, the product will no longer appear in the TabletPOS product list.
NOTE: This order will now be labeled as ClubPOS in your reporting.

4. At this point, you are free to make all the standard 
modifications that you would for a typical TabletPOS order, 
including modifying the shipping options.



Voiding an 
Order



1. Tap on the Cashier Options (Gear Icon)



2. Select the 'Void Order' option.



3. Tap the 'Void Now' button for the order 
you want to void



4. Select the "green thumbs up" to confirm



5. You will receive confirmation that the order 
has been properly voided.



Re-Printing 
Receipts



1. Tap the Cashier Options (Gear Icon)



2. Tap 'Print Receipt'



2. There are 3 options:

• Today – populate today's date
• This Week - populate the current 

week (Sunday - Saturday)
• Custom Date Range – Input start 

and end date

3. Tap the arrow to 
search



4. Select the receipts you wish to print. When 
selected the 'SELECT' button will turn white



5. Tap the 'PRINT SELECTED ORDERS' button



Troubles hooting
Bas ics



1. Close Open Apps
•From the Home Screen, swipe up from the bottom of the screen and pause in the middle of the 
screen.
•Swipe right or left to find the app that you want to close. 
•Swipe up on the app's preview to close the app.



2. Clear Cache
• Open Settings and scroll down to the fifth group of options (with mail at the top). Tap Safari.
• Scroll down to a line saying "Clear History and Website Data" and tap it.
• Tap on "Clear History and Website Data" – job done!



3. Check WiFi



4. Check for 
updates in the 
TabletPOS App



5. Check for updates 
in the IOS



Ques tions



Can we do wine club swap-outs on 

the TabletPOS? Or are wine club 

pickups set in stone?



Best practices for handling saved 

orders. Especially closing out of a 

saved order to start a new order.



How to add the wireless card

Swiper?



Sales reports, splitting charges, 

tabs, holding orders & deleting 

incomplete orders



Help Articles : vins uite .force.com

Support: E: s upport@vins uite .com P: 707.253.7400 x2

mailto:support@vinsuite.com


Thank you!
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