ExpressCheck + Toast Tutorial

This guide explains how to create, assign, manage, and close ExpressCheck
tickets quickly and confidently.
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Follow these simple steps to increase tips, prevent walkouts,
and turn guests into loyal repeat customers.
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ExpressCheck Transaction

Ticket can be assigned at any time during the meal
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Create the Ticket

@ 12:00PM &

£ .} S}Ft?ErQ'5 % Markt Hl'l.-"a.ﬁel < *
1"‘a ble Service

TS Bar Dining Room @
You don't currently have any tables Paid ‘0 Closed 0

o 0 P ) #1 Jordan Newsome
: : ) ; ' No menu items

</ Started 10:59 : Default O

5 All checks + New order [f-;{j" Lookup check & Switch user

EATHRG & DRUAIINVG CREAENT

Next Steps:

Tell your server that you are
paying with ExpressCheck
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Give them your name

After your order is entered, it
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Notifications
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Join us!

Happy Hour Mon-Fri f

2pm — 6pm! I'I ' Changed your mind?

08:48 AM

.f’“f N
Drink SpEEiE1|E, ; |\_ Cancel Your Tab )
$5 select appetizers i
_..Jl AND 9” pizza specials from ?,'
| 4pm - 6pml! y
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' Guesttaps  They are informed to
Open Tab. give the server their
name.

o Ticket will appear under online orders & open checks.

o All guests will be labeled with their name.
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Assign the ticket

ExpressCheck ticket is opened BEFORE the order is placed with the server

o Tap the ticket to edit check. o Assign it to yourself and to a table or seat
- ifapplicable.

12:02PM & 12:04PM &

1_|
##1 - Jordan Newsome l% Dine In . #1 T 1 @ Jordan Newsome

| READYIN5 MINS | Pald @  CReed €
S K+ Dine In Q Search

il ;Zr:::,: ;::;m &= The Dude! N Svccharge  Split Discount
DINE IN

</ Started 10:59 + Default O

Share

+ Add seat

Do you want to edit this check? o o
READY IN 15 MINS

Customer is already being served by Default OnlineOrdering

= -

Quesadillas Fritas

Chile Rellenos
¢ Update @ Print X Close

Subtotal: S0.00
Tax: S0.00

Pay $0.00

ACityCheers

Super App



Send the ticket

o Add items to check and send to the kitchen or bar.

12204 PM &

o
‘ #1 T 1 @ Jordan Newsome

5 Dine In

s All checks S Switch user

Q. Search ©) Open item < Prev. seat Next seat —

&> The Dude! N Svccharge  Split  Discount

Share Drinks

Appetizers

1 Quesadillas Fritas

Soups & Salads
1 Chips & Salsa

1 Queso Fundido

+ Add seat

Quesadillas Fritas Loaded Nachos Chips & Salsa Queso Fundido CityCheers Sampler

Tableside

Chile Rellenos Guacamole

() Send

ON: (») Stay

Subtotal: $28.00
Tax: §2.31

Pay $30.31

kS =

o Any additional items added to the check will appear right in the app.

o Check will be pushed
to the guests phone.

all =

< M ExpressCheck

Customer: Valerie
Server: CCM
Check number: 21

Fat Tire(2)

Aviation(1)

Mozzarella Sticks(1)
Buttermilk Chicken Burger(1)
BBQ Chicken Flathread(1)

Subtotal;

Tax:

$5 Welcome Reward:
ExpressCheck Get Up N' Go:
22% Tip:

Total Amount Due:

Change tip amount

Cash 20%

Rate your server
* % % % %

i Visa Jin 7043

< Rewards Available!

= o )
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Open the ticket - 2 Ways

*The two tickets will need to be combined by either of the following steps

o Go to ‘All Checks. Choose the ExpressCheck ticket & tap update
- Note the original check number.

12207PM @

1 D S Switch user
. . E +
< Table Service ® All checks N

Closid 6

My tables Dining Room

i [ Quesadillas Fritas, Chips & Sals..

&> The Dude | 1guest -1 check #13 Quesadillas Fritas, Grilled Shrimp Salad

= A ¥V Started 2:03+ Jay S

S :anish Rice, Salsa Mole, Camarones en Chipotle
¥ | Started 2:03 - Jay S

Flan,7 ' Leches, Salsa Mole
< Started 2:03 - Jay S
¢ 3 N ¢ g Iy
Benjamin Conner - EXCK
#16 i
No menu items

DINE IN <7 Started 2:04 + Default O

ExpressCheck ticket opened AFTER the ticket has been created by the server.
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Open the Ticket - 1st Way

o Assign the check to yourself and a o Tap “Look up check” to locate the original check to combine.
table if applicable - Tap Split Check.

« #16 (@ Benjamin Conn.. : Q. Gearch @ Open item

X Split Checks and Items
15 Dine In

&= Default O Rl * |& Ch. #16 Tab: Benjamin Conner - EXCK, ...
Appetizers

‘ Food | Quesadillas Fritas

Drinks Loaded Nachos Lﬁﬂkup

Enter check number or swipe card

READY IN 15 MINS

Chips & Salsa

Queso Fundido

CityCheers Sampler

Chile Rellenos

® New check | 5 Look up check

Tableside Guacamole

i i %l
R Sy R
) alay

Subtotal:
Tax:
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Open the Ticket - 1st Way

o Move items from the original check to the ExpressCheck tab. e Check will appear on the guest’s phone.
Any items added to the order will
automatically update.

X Split Checks and Items > Split evenly

7:59 - ull = N

Ch. #16 Tab: Benjamin Conner - EXCK, ... Ch. #13 { A ExpressCheck

i Grilled Shrimp Salad 1 : . |

Customer: Valerie
Server: CCM

Check number: 21

Fat Tire(2) $12.00
Aviation(1) $12.00
Mozzarella Sticks(1) $7.99
Buttermilk Chicken Burger(1) $14.89
BBQ Chicken Flatbread(1) $13.89

Subtotal:

Tax:

£60.77
$3.29
$5 Welcome Reward: -$5.00
ExpressCheck Get Up N' Go: $0.75
22% Tip: $13.15

Total Amount Due: $72.96

X Split Checks and Items

Ch. #16 Tab: Benjamin Conner - EXCK, ... Ch. #13

Add to Tab: Benjamin Conner - .
EXCK, Dine In i ] Quesadillas Fritas 1

Change tip amount

] Grilled Shrimp Salad 1

Cash 20% 22% 25% Other

Rate your server

* % % Kk %

yvour Vsa endi

7043

B,
Rewards Availablel! |

. S
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Open the Ticket - 2nd Way

o Go to all checks. o Tap the 3 dots and hit combine checks.

12:07 PM @

o
- - E
< Table Service ‘ "6 All checks

S Switch user

B Dining R AN, Device status

1 Quesadillas Fritas, Chips & Sals.. @ Combine checks

24 The Dude | 1 guest- 1 check 49 Quesadillas Fritas, Chips & Salsa, $35.91 Jordan Newso

Queso Fundido No menu items 7)) Select checks
</ Started 11:06 * The Dude! N </ Started 11:

T 1
i '."\.‘ - l"ﬁ\l
L 5 i LY
# LY ! L
1 !

Q Advanced check search

.....

@ Help & Resources

@ Connect to PCl network

1207PM & iw

0

Quesadillas Fritas, Chips & Salsa, $35.91 #3 Jordan Newsome
Queso Fundido No menu items

</ Started 11:06 « The Dudel N DINEIN </ Started 11:07 « Default O

e Tap the ExpressCheck ticket FIRST and then the original ticket you created - followed by “Combine Checks”.
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Open the Ticket - 2nd Way

o Tickets are now combined. Tap Update & Edit. o Ticket shows up
right on the

« #3:Jordan N‘-e IS Dine In gUEStS phone

Appetizers m Paid '0 Closed 1 "
_ 7:59 all = '
1 Quesadillas Fritas $12.00 $12.00 - - \
B ‘ Jordan Newsome $35.91 0 Ta p t h e t h ree d Otsn ASSI g n { A ExpressCheck |

1 Chips & Sal $6.00 6.00 ‘
= ithcttiastiuin ¢ » Quesadillas Fritas, Chips & Salsa, Q...

1  Queso Fundido $10.00 $10.00 ‘ <7 Started 11:07 « Default O th e t i c ket to yo u rse If a n d g;;;ﬁ:;:re:::::qalerie

e v | a table if applicable.

Do you want to edit this check?

12.08 PM &

Check number: 21

Fat Tire(2) $12.00
Aviation(1) $12.00
Mozzarella Sticks(1) $7.99
Buttermilk Chicken Burger{1) $14.89
BEQ Chicken Flatbread(1) $13.89

Customer is already being served by Default OnlineOrdering

‘ Cancel Edit Check

12.08PM @

1
.1—- #3 @ Jordan Newsome

I Dine In O\ Search
2> Default O Svccharge  Split  Discount

Subtotal: $60.77

Tax: $3.29

35 Welcome Reward: -$5.00
ExpressCheck Get Up N' Go: ¢ 0.75
22% Tip: $13.15

Total Amount Due: $72.96

¢/’ Update = Print

Change tip amount

o e (D

Fees and charges: $5.60 Subtotal: $28.00 Appetizers

Rate your server

Tax: §2.31
1 Quesadillas Fritas $12.00 $12.00 * kX k Kk K
P 35.91 ! isa ending |

~
( Rewards Available! |
el

ReOrder Items < Manage Cards )
. L ]

‘ 1  Queso Fundido $10.00 $10.00
Sent 11:06 AM

[ READY IN 15 MINS

Quesadillas Fritas Lo
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Guest taps “Pay Now".

Any rewards available will show up on the app

and do not affect tips.

ExpressCheck

Customer: Valerie
Server; CCM

Check number: 21

Fat Tire(2)

Aviation(1)

Mozzarella Sticks(1)
Buttermilk Chicken Burger(1)
BBQ Chicken Flatbread(1)

Subtotal:

Tax:

$5 Welcome Reward:
ExpressCheck Get Up N' Go:
22% Tip:

Total Amount Due:

Change tip amount

Cash 20% 25%

Rate your server

* Kk %k &k %

Visa ending in 7043

$12.00
$12.00

$7.99
$14.89
$13.89

$60.77

$3.29
-$5.00
$0.75
$13.15
$72.96

Rewards Available!

Open the Ticket - 2nd Way

o Ticket is closed on the POS.

o Tips are automatically adjusted.

« #8 - Andy Clark
Closed 11/7, 3:48 pm

Chips & Salsa 59.89
Pub Burger 513.59
Coke 5$3.00

Expck Reward Club Fee $0.75 50.75
Sent 3:46 PM
ExpressReward -£5.00

READY IM 15 MINS

TEST MODE: PAYMENTS WILL NOT BE PROCESSED

/7 Update

Discounts: -55.00 Subtotal:
Tips (23%): $6.21 Tax:
Total:
Balance due:

]
op

pen

0

#1
DINE IN

() Load all checks

Mozzarella Sticks

() Closed 10:55+ QA C

Andy Clark
Mozzarella Sticks, Country Fried Steak & Egqgs, Coke
() Closed 3:37 * CCM E & Cash $26.95

Andy Clark 50.00
Chips & Salsa, Pub Burger, Coke, Expck Reward Club Fee

(¥) Closed 3:48 + CCM E i Other $23.96

Andy Clar
Fat Tire, E

i, T =
() Closec

Andy Clar
Chips & S5

{+) Closed
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¥ Splitting the Check

Each guest gets their own check
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Split Tickets

Create the ticket - Send the ticket - Split the ticket- Assign each guest their ticket

Tap ExpressCheck and Select your first guest.

Take the order like you normally would and note
the guest’s names - enter it into the POS and fire.
This ensures the food will come out at the same
time.

Split the ticket on the POS.

o Open “All Checks” - you will see the ExpressCheck tickets as well as your split ticket.
Follow the “Combine Checks” process with each guest - tap ExpressCheck ticket FIRST.

If there is a guest who is not paying with ExpressCheck they will have to wait for the bill and hand over their credit card.
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7:59 - ull = \

{ A ExpressCheck Loyalty Program

Customer: Valerie
Server: CCM
Check number: 21

Fat Tire(2) $12.00
Aviation(1) $£12.00
Mozzarella Sticks(1) $7.99
Buttermilk Chicken Burger(1) $14.89
BBEQ Chicken Flatbread(1) $13.89

For our amazing regulars! Visit us 5 times and pay using
the app, and on your &th visit, enjoy a 310 reward when
you pay with ExpressCheck. (Minimum 45 spend
required per visit to earn a punch)

Subtotal: $60.77
Tax: £3.29

%5 Welcome Reward: -$5.00 j@

ExpressCheck Get Up N' Go: $0.75 = :
p . SYBERGS

il JEA FATING B GRINKING COMPINY
Total Amount Due: $72.06

45 Welcome Reward

Thanks for downloading our app and choosing our
restaurant as your favorite! To show our

Change tip amount appreciation, enjoy 35 off when you pay on the app.
Just tap REWARDS AVAILABLE at checkout to

o (=T
Cash 20% 225 Other iy

Rate your server Walue: 45.00

* % % K K

imeg with your Visg ending in 7043

Tsnirder ltems

Minimum Purchase: $5.01
Expires: Mar 04, 2026 10:43AM

Redeem Reward

Check is sent to the guests
phone. Rewards are available in
the app and do not effect tips.

at the Guest Sees

5117 &

{ A ExpressCheck

Thank you for using ExpressCheck at Syberg's

Restaurants.

This is your receipt for 572.96 charged to your

Visa.
Check #: 55404
Thanks!
Order Details:

Confirm charge ; Fat Tire(2)

Aviati 1
Charge $72.96 from to your Visa viation(1)
Mozzarella Sticks(1)

Buttermilk Chicken Burger({1]

I’". :i 1.7k Thanks for using ExpressCheck! BEQ Chicken Flatbread(1)
L"J ' $72.96 has been charged to your
Visa and you are good to go!

We appreciate your business. Please
come see us again soon.

Subtotal.

Tax:

$5 Welcome Reward;
ExpressCheck Get Up N' Go:
22% Tip:

SECURED BY

Double verification
protects you and the
guest.

Receipts are saved in the
app and emailed to the
guest.
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$12.00
$12.00

$7.99
$14.89
$13.89

$60.77
$3.29
-$5.00
$0.75
$13.15
$72.96
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Walkouts

Manually & Auto Close

X CityCheers
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Walkout Protection

You are protected from walkouts once a guest
is assigned to an ExpressCheck ticket.

Reports | % Pictures [ List Refresh | Backto POS

o Tap the ExpressCheck button on your POS. Checked In Prod D ar .G

b

Andrew Clark Diana Prince Jean Grey Peter Quill

Table #14

Please select an action for X Walkout X

Charge the total plus a 20% tip to the patron’s
card?

Tyler Durden

Tap Charge, then Yes to add a
20% tip.

Cancel

UnAssign Profile

X CityCheers
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ExpressCheck Server Benefits

No more walkouts - Guests
can be charged plus a 20% tip

Eliminate printing checks and
processing credit cards

x.
Turn tables faster, cover 2-3 Tips are automatically

more tables every shift adjusted in the POS

CityCheers “Alerts”
message your guests,
encouraging repeat visits

TE | More time to upsell food and
WP drinks = Larger checks

X EXPRESSCHECK

X CityCheers

Super App




Increase Guest Adoption

Tell every guest about CityCheers & ExpressCheck. Promote
the $5 Welcome Reward and Loyalty program.

When guests pay through the app, they automatically

favorite you - helping you build repeat business and earn
more.

Hand out server cards and ask guests to pay through
the app.

*3 Loyalty Rewards ...

Pay with ExpressCheck and earn $5 Loyalty
Rewards on every 6th visit

i
‘ Your Rewards cover the $0.75 ExpressCheck fees

It feels like Dinin 9 & Dashing but you're (o] l

Create an account and enter your
credit card into the app

l| — — sCheck feature

Expres

| : When i
_ he payment process You arrive, open a tab,
| automares e P tell the server your name, ang
Your tab s a1ways O the app that you're paying with the app
] |
. justTipand Pay whenever Your check is on your phone |
you're ready 0 go just tap Pay Now and go

Your server no longer needs

to manually charge your card
_it’s saved on the app

2stof all - no more hassles with splittin g checks

Everyone gets their own tab!

ost private way \
aurants

CityCheers
pewards ? was Hoipitality Super App

e ————

safest, fastest; andm

to pay at bars and rest

- covered by the
h fﬂ 5‘:}35 cove

_-— - _-T-\-

By simply handing out cards and encouraging guests to
pay with the app, you'll turn regulars into loyal return
customers & you will MAKE MORE MONEY
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X EXPRESSCHECK Certified §

Congratulations!

You are on your way to
making more money

Make sure you have downloaded the app
and favorite . your restaurant

See your manager to run an ExpressCheck transaction

X CityCheers
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Support & Information

Technical Questions: Call the Help Line
(669) 221-1971 - (408) 377-5100

CityCheers Customer Success

connect@citycheers.net - (408) 831-6500

For more tutorials and videos

citycheersmedia.com/resources
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