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How to Log In

You can easily access the control panel for your online ordering system directly from your
website.

1. Go to your restaurant’s website and click on the online ordering menu page.

2. At the bottom of the page click the Restaurant Login link.
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Online Ordering

[ .Ium.p‘Tn Menu Catogory |

6Pcs $6.00 Your order is currently empty. Simply
click on an item price to add it to the
12Pes order.

18 Pes

24 Pcs

30 Pes

Desserts
Baklava

Cheese Cake

Chocolate Cake

Cookies/Brownies

Privacy & Terms Of Servw:- Restaurant Login «

2 Watertown Street, Watertown, MA  Phone: 617-923-8222 n ;;‘Eue‘g;ok
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3. Clicking this link will bring you to the login screen. Enter your login Email and Password
in the appropriate fields
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Welcome,

Please log in to continue

E-Mail Address




a. To access your ordering, you will need to locate the box titled email address and fill
in the appropriate address into the field.

b. Underneath the e:mail address box, you will see a box titled password. Enter your
password here. If for some reason your password isn’t working or you've forgotten
your password, you can click the blue Forgot Password? button. This will take you
to a new screen that will ask you to enter your e:mail again. Filling this in and clicking
the Reset and Send Password button below will delete your old password and send

a new one to the e:mail you’ve entered.

c. Log into this e:mail account to see the new password. Repeat Step 1 above and you
will be able to log into your account with the new password.

Turning Online Ordering On and Off
If you need to turn the online ordering on or off, you can manage this through the Preferences
screen.

1. To access the preferences screen, click the Preferences button either from the control
panel or from the hyperlink at the top of the page.
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€ & hitps// o ediningexpress.com/live20/cp/L

@piningexpressas
CONTROL PAEL.

ZZ Sandbox's & Testing Menus & Sections | Menu ltems | Sizes | Options | Availability | Discounts | Upselling | Order History{Preferences

S =) 5[ »

Mol o Availabl

onies | | Menu Items Sizes g::i:“: Availability
Discounts | | Upselling ,?,;’:r; Preferences @

Back to Restaurant List / Admin

hitps:/www.ediningexpress. com/live20/cp/L/preferences/
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2. Clicking on Preferences will usually take you to the General page. You can confirm this
by checking the tabs at the top. If General is not selected, click on the General tab.
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conioL PANEL
Control Panel
ZZ Sa| x's & Testing Menus & Sections | Menu ltems | Sizes | Options | Availability | Discounts | Upselling | Order History | Preferences | Admin Restaurant List
Log Out

references: Main Preferences

| General || Yaxes || ayments || ordering || Hours || Delivery |[ pickup || Merchant Setup |[ policy |[ Notification |[ Admin |
ence Set Name Street Address
[Main Preferences | [11 ForestStreet
Enable Ordering city
Location-Specific Name State

Phone Number
Zip Code

(403) 3685188
02155

Time Zone
e Menu

G

Nofle selected

Save Preferences  or Back to Control Panel

 Communications Ine.. All ights

3. To turn online ordering off, click the No button beneath “Enable Ordering”. To turn
online ordering back on, click the Yes button. Then click the Save Preferences button at

the bottom of the screen to confirm your selection.
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coMTROL PANEL
Gontrol Panel
27 Sandbox's & Testing Menus & Sections | Menu ltems | Sizes | Options | Availability | Discounts | Upselling | Order History | Preferences | Admin Restaurant List
Log Out

o Preferences: Main Preferences

[ General | Taxes |[ Payments |[ ordering || Hours |[ Delivery || pickup || merchant setup || poticy | Notification || Admin |

Preference Set Name Street Address
[17 Forest Street

[Main Preferences

Enable Ordering
© No @ Yes

Location-Specific Name state

Phone Number

(403) 3585188 Zip Code
02155

Time Zone
Printable Menu

No fle selected.

Save Preferences  or Back to Control Panel
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Looking Up Orders and Generating Sales Reports

Viewing a sales report will help show you trends in your business as well as provide overall
numbers for a specific time period. It can also be used to see individual orders.

1. Start by clicking on the Order History button, either from the control panel or by clicking
the hyperlink from the list at the top of the page.
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Log Out
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Menu ltems. Sizes

Menus & Available e
Sections Options Availability
" Ordet -

Discounts | | Upsel fretoy | |Proforonces | | Admin

Back to Restaurant List / Admin

2 m = %

2. This will take you to a list of orders. You can look up specific date ranges by clicking on
either of the two date boxes in the top right of the page. Clicking in either of these boxes
will show a calendar from which you can search for a specific month and day. The left
box chooses the start date for the sales report and the right box chooses the end date.
Once your dates are selected, click the View Order History button.
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Contncd pusts

2Z Sandbox’s & Testing Menus & Sections | Menu tems | Sizes | Options | Avaitability | Discounts | Upselling | Order History | Preferences | Admin

Order History: ZZ Sandbox's & Testing

Summary Dates: 120113 |to[01/0114 | |IVieWOrder Fisto
1200113 - 0101114 Order# Completed  Type  Customer Address  Total Send Status = o Actions

#6674 Tue 121713 Pickup L n $18.87 Sent [143 pm December 2013 Resend
Orders  Delivery  Takeout Cash ey
32 0 32 Su Mo Tu We Th Fr Sa

Pickup $23.06

Average Charge  Average Tip Cash 1)z o] e A
e w0 s1ss s om0 o R
Charged Amounts $20.96 Seat [4:30 pm] 15 16 17
Credit Card Cash Cash 22 23 24
s210 25118 Sent (414 pm]

29 30 31
$30.00 Sub Total
5210 Tax

$0.00 Delivery

50.00 Tips

Delivery Pickup
50.00 $283.28

Fri 121313
2:06 pm EST

Breakdown
§ Fni 1. 3

Sub Totals

3. Here you will see a list oforders for this date range. In addition, on the left of the screen
there will be a summary report for the time period you've selected.



Refunds and Resending Orders
At some point you may need to refund an order through the eDiningExpress system.

1. First, follow the steps in the Looking up Orders and Generating Sales Reports section
until you get to the Order History page.
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Control Panel
Restaurant List
Log Out

2Z Sandbox’s & Testing Menus & Sections | Menu ltems | Sizes | Options | Availabilty | Discounts | Upselling

Prsferences | Admin
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i Menu Items Sizes Options Availability
. Order n "

Discounts Upsell History Preferences Admin

Back to Restaurant List / Admin

2. Locate the order in the list. On the rightyou will see three hyperlinks.

3. Click the Refund link.

@ 103 moby run on - YouTube

€ @ hips

3:13 pm EST

(403) 3585188

Cash

] luk x |QRaund< il 2 Inbox | eDiningExpress 2 - Order History x|+
wurw ediningexpress.com/live2)/cp/1/order_his c - G
in total orders placed online (ineluding Tax). | "o cara £ 451313 Pickup Jesse Johnston $10.49 In Queve -
12:03 pm EST (403) 3585188 Cash
#5822 Thu12/1213  Pickup Jesss Johnston s419 In Queve..-
10:08 pm EST (403) 3585188 Cash
#5821 Thu12/1213  Pickup Jesss Johnston s419 In Queve..-
10:05 pm EST (403) 3585188 Cash
#5459 Tue 1211013 Pickup Jesss Johnston $20.96 In Queve..-
612 pm EST (403) 3585188 Cash
#5412 Tue 121103 Pickup Jesss Johnston $14.68 Sent [4:00 pm] In Queue. -
4:00 pm EST (403) 3585188 Cash
#4916 Tue 121103 Pickup Jesss Johnston $4.28 Sent [3:18 pm] In Queue. -
318 pm EST (403) 3585188 Cash
#1526 Tue 12/10/13  Pickup Jesss Johnston $1.28 In Queve..-
1213 am EST (403) 3585188 Cash
#0426 Mon 120913 Pickup Jesss Johnston $1.28 Sending._ In Queve. -
733 pm EST (403) 3585188 Cash
#3939 Pickup Jesse Johnston $1.28 Sent [4:12 pm] In Queve..-
Sat 12/07/13 403) 3685188 (8428 refunded)
411 pm EST
Credit
B o oimey Pk (ansagfafah,gi‘ana" gﬁt Sent [4-12 pm] In Queve. -
411 pm EST
BRT o oiney  Pickup :Aensjg’eaJﬁnﬁhrgi;nﬁn gﬁt Sent [4-10 pm] In Queve. .
409 pm EST
#3110 Thu 12/05/13 Pickup Jesse Johnston $21.40 Sent [5:29 pm] In Queue
5:28 pm EST (403) 358-5188 Cash
#32625  Thu 12/05/13 Pickup Jesse Johnston $4.28 Sent [2:49 pm] In Queue
2:47 pm EST (555) 555-5555 Cash
#32375 Thu 12/05/13 Pickup [JAEDS:;EZJED;E?;BH scl::;‘it Sending... In Queue.
237 pm EST
#32316  Wed 1204113 Pickup Jesse Johnston $21.39 Sent [8:09 pm] In Queue
508 pm EST (403) 3685188 Cash
#32295 Wed 1204713  Pickup Jesse Jonston $21.39 Sent [7:49 pm] In Queue...

Resend
Delete
Resend
Delete
Resend
Delete
Resend
Delete
Resend
Delete
Resend
Delete
Resend
Delete
Resend
Delete
Resend
Refund
Delete

Resend
» Refund
Delete

Resend
Refund
Delete
Resend
Delete
Resend
Delete
Resend
Refund
Delete
Resend
Delete
Resend
Delete

T




4. This will bring up a new box that will ask for the dollar amount you would like to refund.
(You can refund the entire order or just part of it). Enter in the amount you would like to
refund and press the Perform Refund button.

m‘umow run on - YouTube | M ediningexpress - luke.eboyajian@gm... = | G Roundcube Webmail : Inbox | {7} eDiningExpress 2 - Order History x| + = L
& https//wuw.ediningexpress.com/live20/cp/1 /order_histo c - bl -
P gexp P
— : == -
in total orders placed online (ncluding Tax). | 4 caes ™ £ 12/13/13 Pickup Jesse Johnston $10.49 In Queve... Resend
12:03 pm EST (403) 358-5188 Cash Delete
#6822 Thu12/12/13  Pickup Jesse Johnston $4.19 In Queue.. Resend
1008 pm EST (403) 356-5188 Cash Delete
#5821 Thu12/12713  Pickup Jesse Johnston $4.19 In Queus.. Resend
10:05 pm EST (403) 358-5188 Cash Delete
#6459 Tue 12710113 Pickup Jesse Johnston $20.96 In Queue.. Resend
6:12 pm EST (403) 358-5188 Cash Delete
#6412 Tue 12710113 Pickup Jesse Johnston $14.68 Sent [4:00 pm] In Queue.. Resend
4:00 pm EST (403) 356-5188 Cash Delete
#4918 Tue 12/10/13  Pickup Jesse Johnston §4.28 Sent [3:18 pm] In Queue.. Resend
3:18 pm EST (403) 358-5188 Cash Delete
#1526 Tue 12710113 Pickup _lassa Iohnston sa 98 In Queus.. Resend
EBEEST Refund Manager: Order #30397 X DEED
#0426 Mon 12/0913  Pickup Sending... In Queve... Resend
7:39 pm EST Refund Order #39397 Delete -
#9399 oot 120713 PICKUD|  please enter a dollar amount for the refund. | Sent (412 pm] i REZETL
’ Refund
4:11 pm EST e
dhoo ]
BUB o o073 Pickup) Sent [4:12 pm] In Queue.. Eifjﬂf
411 pm EST Perform Refund Rene
#99T g oomts Pickup| £]" Sent [4:10 pm] In Queve... Resend =
” Refund
4:09 pm EST o
#3310 Thu12/05/13  Pickup Jesse Johnston $21.40 Sent [5:29 pm] In Queue.. Resend
5:28 pm EST (403) 358-5188 Cash Delete
#32625 Thu12/05/13  Pickup Jesse Johnston $4.28 Sent [2:49 pm] In Queue.. Resend
247 pm EST (555) 555-5555 Cash Delete
#32375 Pickup Jesse Johnston §4.28 Sending... In Queue.. Resend 4
105/
L B E (403) 356-5188 Credit Refund
237 pm EST B
#32316  Wed 120413  Pickup Jesse Johnston $21.39 Sent [8:09 pm] In Queue.. Resend
8:08 pm EST (403) 356-5188 Cash Delete
#32295  Wed 120413  Pickup Jesse Johnston $21.39 Sent [7:49 pm] In Queue.. Resend
3:13 pm EST (403) 358-5188 Cash Delete -

There may also be a time when you need to resend an order that was not received correctly. To
do this, find the order using steps 1 and 2 from the Refund explanation above.

1. Once you've located the specific order that needs to be resent, click the Resend link on
the right of the page, above the Refund link.

e o be

= Re: quickguid... Order History x| & Telemarketer +
€ a ediningexpress.com .| (@-
in total orders piaced onine (including Tax) e 1 Gusue
Pickup In Queue
Pickup In Queue
Pickup In Queve
Pickup In Queve
Pickup In Queue
Pickup In Queue

2 EsT
Mon 1209013
739 pm EST

In Queue

In Queue

Pickup Sending

Pickup

NV sat 120113 Piekup:
411 pmEST

Pickup 410 pm In Queue

In Queue

In Queue

2. Once you'’ve clicked the link, wait a moment and a confirmation screen will pop up
saying the order number and that it has been resent.
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v ¢ |[B- Google

ingexpress.com/Iive20/cp/1 forder_history/#wz

Order#39397 has been re-sentto the restaurant
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Hours

Each restaurant has specific hours they are open and closed. Under hours, you’ll also be
specifying whether the restaurant allows pickup and delivery. If they do, you'll be specifying the
days, times, and estimated wait times.

1. Click on the Hours Tab.
2. Select Define Pickup Times.
Pickup Times
3. Select the Days of the Week and Times when orders are available for pickup.
4. Select a Start Time and an EndTime from the drop down lists.

Hint: This will be different than the hours the restaurant is open. For example, if the
restaurant closes at 9:00pm, then you’ll probably want an End Time of 8:00pm or
8:30pm.

5. Enter an Estimated Wait time in minutes.

Hint: If this is left blank, then no estimate will be provided. Also, if the restaurant wants to
provide different estimates depending on the time of day, you’ll need to create a time
range for each estimate. You can do this by clicking on Add New Time under the
appropriate day of the week.

6. Click Save Times.

7. If needed, there is a button below Save Times that says Copy Hours to Delivery. This
option will copy the hours from the pickup fields and paste them into the delivery fields
(this eliminates a lot of extra clicking but remember, the times may differ for closing in
the delivery section)

8. Click Back to Preferences.
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2) eDiningExpress 2 - Hours - Mozilla Firefox

File  Edit Wiew History Bookmarks Tools  Help

| P Pandora Radio - Listen to Free Internet .. | ﬁ eProspectManager Account Management | I Inbiox (133) - luke. &, boyajian@gmail.com... |

L (' ) & hittps: v, ediningesxpress. com|sandbo op 63 hours 59 pickup]

e ST L R e P Sl T T

@ Hours: Pickup (Main Preferences)

Monday € Add Mew Time

|11 |:|DD || am ¥ |-|DS |:|45 || prn V| Estimated wait: minutes (X}

Tuesday € Add MNew Time

|11 |:|DD || am ¥ |-|DS |:|45 || prn V| Estimated wait: minutes (X}

Wednsday € Add MNew Time

|11 |:|DD || am ¥ |-|DS |:|45 || prn V| Estimated wait: minutes (X}

Thursday € Add MNew Time

|11 |:|DD || am ¥ |-|DS |:|45 || prn V| Estimated wait: minutes (X}

Friday € Add MNew Time

|11 |:|DD || am ¥ |-|1D |:|45 || prn V| Estimated wait: minutes (X}

Saturday € Add Mew Time

|11 |:|DD || am ¥ |-|1D |:|45 || prn V| Estimated wait: minutes (X}

Sunday ) Add MNew Time

|11 |:|DD || am ¥ |-|DS |:|45 || prn V| Estimated wait: minutes (X}
| Sawve Times

| Copy hours to Delivery

f.‘.’ start ) eDiningExpre E Employees User Guid... f& Employees User Guid, .. E Microsoft Office Picku..,




Delivery Times
1. Select Delivery Times under the Hours Tab.
2. Select the Days of the Week and Times when orders are available for delivery.
3. Enter an Estimated Wait time in minutes.

Hint: If this is left blank, then no estimate will be provided. Also, if the restaurant wants to
provide different estimates depending on the time of day, you’ll need to create a time
range for each estimate. You can do this by clicking on Add New Time under the
appropriate day of the week.

4, Click Save Times.

Hint: If the times are the same as the Pickup Hours you can have them automatically fill
in on the Pickup Time page by clicking the Copy Hours to Pickup button at the bottom
of the page.

5. Click Back to Preferences.

) eDiningExpress 2 - Hours - Mozilla Firefox

fle Edt Yew Hstory Bookmarks Tooks Help

| P Pandora Radio - Listen to Free Intermet .. | & eProspectManager Actount Management | M inbax (138) - luk om... % | ieD 2- Hours | [} wrmare GuiraR Taes. 800,000 songs... < | + \l

€ ah " 2 - ukimate-guitar Pl

~

@) Hours: Delivery (Main Preferences)

Monday € Add Mew Time

[ @ (om0 ) [ ] Estimstod it [T minuios ©

Tuesday @) Add Mew Time

' - Estimated wait minutas @

Wednsday € Add New Time

' - Estimated wait minutas @

Thursday € Add Hew Time

: - Estimated wait minutes @

Friday € Add New Time

: - Estimated wait minutes @

Saturday @ Add New Time

. - Estimated wait minutes @

Sunday € Add Nesw Tirne

. - Estimated wait minutes @

Save Times
Copy hours to Pickup

12



Creating Holidays/Closed Days

Throughout the year there may be daysthat the restaurant will be open for limited hours or
closed altogether. There are three different ways to schedule these:

I.  Predefined Holidays — This will show a list of common U.S. holidays and you can
simply select the ones that you will be not be open during normal hours for.

[l.  Exact Date — This is used to create an exact date; for example, you may close every
April 1%,

. Formulated Date — This is used to create a date that is based on a formula instead of
an exact date; for example, you may want to close earlyduring the third Friday of
every month.

To get to the Closed Days/Holidays section first go to Preferences, either by clicking on the
icon in the Control Panel or by clicking the hyperlink at the top of the screen. From the tab’s
select Hours, then Closed Days / Holidays.

[ Firefox =] | & Roundcube Webmil: RE: quickguid... * | (" eDiningExpress 2 - Business Control P > | I8 Train - Drops of Jupiter - YouTube |  Telemarketer | +] = | @
€ @ https//www.ediningexpress.com/live20/cp/1 /preferences/1/ <] ~ Google Al B ¥+ @
eniningi‘xuresﬁ-
CONTROL PANEL
Control Panel
ZZ Sandbox's & Testing Menus & Sections | Menu ltems | Sizes | Options | Availability | Discounts | Upselling | Order History | Preferences | Admin Restaurant List

Lag Out

c Preferences: Main Preferences

‘ General ” Taxes ” Payments H OrderianDurs Deliverv ” Pickup H Merchant Setup ” Policy H Notification H Admin ‘
e

Define Pickup Times

Define Delivery Times

Closed Days / Holidays «

Save Preferences  or Back to Control Panel

TE 8 P

Predefined Holidays
1. Click the Predefined Holidays link:

a. Check off the Holiday from the list.
b. If the restaurant will be closed, leave the Open?box unchecked.

c. If the restaurant will be open check the Open?box.
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2.

3.

d. Select the start and end times for Open Hours, Delivery from the dropdown lists.

e. Select the start and end times for Open Hours, Pickup from the dropdown lists.
Repeat B through D until all your desired holiday’s and hours are up to date.

Click Save Holiday Schedule.

) eDiningExpress 2 - Predefined Holidays - Mozilla Firefox [EEE

Ele Edit Yiew History Bookmarks Tools Help

| P Pandara Radio - Listen o Free Internet .. | & eProspectManager Account Management ¢ | M Inbox (139) - luks om... % | | eD 2-Predefined Holidsys > | {_ LILTIMATE GUITAR TABS. 800,000 s0ngs... = | + \l
€ a ined | |- ubimate-guitar P &
. . ~
@ Predefined Holidays
Holiday Store Hours
D christrnas

I Mew Vears Eve

[ Mew i u} [ Operp Mew Years Day Pickup Hours
MNew Years Day Delivery Hours
S B N e

Oveteran's Day

O Thanksgiving Day

O calurnbus Day
OLabor Day
Oindependance Day
[OPresidents Day
OEaster

O christmas Eve

O Thanksgiving Eve

[ Day After Thanksgiving
[ ath af July
OMemorial Day

O Orthodox Easter =
I Martin Luther King Day

+4 start £) eDiningExpress 2- Pr... | g Employ Guid... m er Guid. . B 5 & %0 L e

New Exact Date

1.

2.

Click the New Exact Date link.
Enter the Holiday Name.

Select a month and day from the dropdown lists for On Day.

If the restaurant will be closed, select No from the dropdown list under Store Open?.

If the restaurant will be open:

a. Select Yes from the dropdown list under Store Open?.

b. Select the start and end times for Open Hours, Delivery from the dropdown lists.

c. Select the start and end times for Open Hours, Pickup from the dropdown lists.

Click Save Holiday.
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i) eDiningExpress 2 - Holidays - Mozilla Firefox

File Edit W¥ew History EBoolmarks Tools Help

[ P Pandora Radio - Listen to Free Intermet . xl F eProspectManager Account Management > lNInbux(lﬁB)'\uke‘E‘bwaiian@gmawcum. x ] [} eDiningExpress 2 - Holidays x I4 LLTIMATE GUITAR TAES. 500,000 songs... * | +

€ | @ https:funw. ediningexpress.comjsandbaxcple3 halidaysi53j#we i< | E]v ultimate-guitar ,’Ii-| i

€ SANDBOX

Bocca Buona Menus & Sections | Menu ttems | Sizes | Options | Availability | Discounts | Upselling | Order History | Prefarences CDHUEID:%'S“

& Holidays

“. Predefined / Standard Holidays | €) Mew Exact Date | ‘ Create Holiday

Name Actions
Christmas %, &
Thanksgiing %, €

Name

April Fool's Day
On Da

Store Open?

Back to Control Panel

Hours, Picku

Hours, Delivery

(10 #}{o0 w][am @] -[7_){30 ¥ [em ¥]

Specific Menus
YWhen no menus are selected here, this holiday will be applied to all menus.

[Cwenu I TEST MENU

Create Holiday Cancel

Search Desklop B ° &) %9 <« 2 201m

New Formulated Date
1. Click the New Formulated Date.

2. Enter the Holiday Name
3. Select a number, day of week, and month from the dropdown lists underOn The:.
4. If the restaurant will be closed, select No from the dropdown list under Store Open?.
5. If the restaurant will be open:
a. Select Yes from the dropdown list under Store Open?.
b. Select the start and end times for Open Hours, Delivery from the dropdown lists.
c. Select the start and end times for Open Hours, Pickup from the dropdown lists.

6. Click Save Holiday.



ingExpress 2 - Holidays - Mozilla Firefox

Fle Edt Mew Hstory Bookmarks Tooks Help

I P Pandora Radia - Listen to Fres Internst XI & eProspectManager Account Management INlr\bnx (139) - Ik

D 2 - Halidays x I (" LLTIMATE GUITAR TABS, 600,000 songs.. = | +
€ a < ‘ - ultimate-guitar
DiningExpresszo
€rE SANDBOX
Control Panel
Bocca Buona Menus & Sections | Menu ltems | Sizes | Options | Availability | Discounts | Upselling | Order Histary | Preferences Log Out

@ Holidays

“\. Predsfined / Standard Holidays | € New Exact Date | € New Formulated Date
Name Actions
Christmas %, @ | Create Holiday
Thanksawing . @

Name

First Day of School

Back to Contral Panel

[wednsday ] of [September ¥]

Store Open?

Specific Menus
Wwhen no menus are selected here, this holiday will be applied to all menus.
Cvenu ¥ TEST MENU

Create Holiday Cancel

Search Desktop
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