
CES TOUCH SOFTWARE GUIDE 

 

STARTING UP THE TILL 

Press the power button once, (Certain models you may have to hold the button) until it lights up 
blue.  

The power button is normally located at the bottom right of the till under the screen. 

The till then powers on exactly like a standard pc. 

The till should then either open on the desktop or automatically open the Touch software for you. 

If the till doesn’t automatically open the software look for an icon like this and open it. 

 

The till will then open the software and enter the sign in menu. 

 

TO MAKE A CASH/CARD OR CHEQUE SALE 

Press your sign on name on the till, this will take you to the sales screen. 

 

Select which items you wish to sell using the department menus. 

In the large white box on the right or left-hand side of the screen should be a list of the products 
you have selected as well as their price. 



 

To finish the sale, you press the Subtotal button. 

This will then take you to the payment screen which will show you the total due as well as 
payment options. 

 

If you are paying cash then enter in the amount the customer has handed you and press the cash 
button, this will then show the change needed. You may also use the fast buttons on the sales 
screen labeled “£5” “£10” and “£20”. 

The card button will send the transaction to the card payment machine, or you may have to enter 
it manually into the machine.  



After payment is accepted there will be a “PRESS HERE TO CONTINUE” popup which will take you 
back to the sales screen. 

 

 

 

IF YOU WISH TO SELL THE SAME ITEM MORE THAN ONCE 

Enter the amount on the number pad, for example 2. 

 

Press the “QUANTITY (X)” button, it is normally to the bottom right of the keypad. 

 

Then select the item you wish to sell. 



This will enter the product in with a quantity of 2.

 

 



VOID/ VOID LAST 

This function allows you to void the items you have selected in the transaction. 

To remove the last item, you just press the “Void last” button. 

 

Note this only works if you just selected the product. 

 

To remove a selection of items you select “Void”. 

 

Then the void screen will display, and you can “Tag” items to remove them. 

 

You can also press “Tag all” to select the entire transaction easily clear it. 

Then you press the “Void” button to the bottom left and it finalizes. 

 



There is reason codes that appear after voiding that you may want changed, this is done in the 
Backoffice and is explained later as it covers many different functions. 

 

REFUND ITEM 

This function allows an operator to refund an item. 

You first press the “Refund” button and then select the item you want to refund them. 

 

 

The item then comes off the subtotal. 

 

You must then finalize the sale to complete the refund. 

 

 

NO SALE 



The “No sale” button lets you open the cash drawer without creating a transaction first. 

You just select “No sale” and it opens the reason menu after. 

 

 

 

PRINT A PREVIOUS SALES RECIEPT 

On the Sales screen you should see a button on the left called “Bill/Receipt”, this allows you to print 
the last receipt made. 

 

After signing in, press the “Manager screen” button and then select “Sales review”  

 

A sales transaction review page will appear. 



 

To find a transaction from a past date. 

Select “Criteria” 

 

Leave the default as Central/Archive sales unless you only want that terminals sale data. 

Select the Operator (if known) if not keep as All Operators. 

Select the Transaction Type or types you want to find. 



Select the date or the date range of the transactions you want to view, if you want you can narrow 
this down by time by using the start and end time selections. 

Chose the Terminals of the transactions you want to view, if you want to see Terminal 1 select 
Range of Machines and From 1 To 1. 

Select the minimum and maximum value of the transactions you want to view, if you want to find 
all transactions leave the default as it is. 

Select “Search” 

The Sales Transaction Review screen will be shown with the relevant data using the criteria above 
we will see all sales and refund transactions on all machines by all operators between the dates. 

Highlight the transaction you want to view in more detail. 

Select “Display Sale”  

 

To Print a Copy Receipt 

Select “Print” 

To exit from the detail view 

Select “Close” 

To Print the Search result List from the Receipt Printer. 

From the Search Result Screen 

Select “Print Listing” 

This will display the list of transactions. 



To print this 

Select “Print” 

The close button will exit back to the results screen. 

To Print a Copy Of a Selection Of Receipts 

These will print from the receipt printer. 

From the search results page. 

Select “Print all Receipts” 

 

You will be asked to confirm that you want to print all of the receipts 

If you do Press Yes if not Press No. 

Paid Out 

The Paid-Out function is for accounting for monies that have left the till during the trading day 
e.g., the window cleaner was paid. There is a reason menu attached to the function. This function 
cannot be done in a transaction. 

Select “Paid Out”, it may be in your Managers screen. 

 

The Paid Out window is displayed. 



 

From the drop down box select the reason for the function. 

From the drop down box in the “Tender Type” field select the method the person was given. 

Type the amount in the “Amount” field. 

The free text field is for any extra notes you want to add. 

Select OK to save the “Paid out” 

Layaway 

This function can be used to temporarily store a transaction; a “Layaway” can be recalled by any 
operator. 

Select “Layaway” 

 

The transaction will disappear, and the main screen displayed. 

To recall a transaction that has been laid away 

Select “Layaway” 

 

The Layaway recall screen is displayed 



 

Select the transaction to be recalled. 

 

Select “Recall” 

The transaction is recalled to the transaction pane as normal. 

 

Open/Recall a bar or restaurant table 

Press either “Tables” or “Bar Tabs” 



 

Till will now display all the table numbers from 1 onwards, tables that are currently open will show 
a balance on them. 

 

Press the appropriate table number, then “Open” button on the bottom right. 

If you have started the sale before opening the table, the till will prompt you with “Do you wish to 
add these to “REST TABLES: 2’?” for example.  Select Yes to move the current sale onto that table. 

Once you have rang up the order, press “Send order”, this will send food items to the kitchen, 
drinks to the bar, it will also store the table and take you back to the sign on screen. 

 

 

Splitting the bill 

Splitting the bill enables a table/tab to be split up into several bills that can be paid separately. 

Recall the table. 

Select “Split bill” 



 

The Split Bill page is displayed. 

 

Select the items to be taken off the current bill by clicking on the line. 

Select “Pay Single Bill” 

The products appear on the transaction screen and the bill can now be paid. 

 

 

Moving products to another table 

Recall the table. 



Select “Transfer Bill” 

 

The Transfer Tab page is displayed. 

 

Select a table you want to transfer the bill to. 

It will ask for confirmation. 

Press Yes. 

Select the table number you want to move the items to. 

 

End of day report 

Sign onto the till 

Press “Manager screen” 

 

Press “End of day” 



 

IF there is any open tables that have not been finalized, the till will now prompt you and will not 
allow an end of day to be done until all tables are finalized. 

The till will ask you to confirm you wish to proceed with the end of day, press “Yes” 

The end of day report will now be printed and displayed on the screen. 

 

Press continue on the screen and then press “Sales mode-sign on”. 

 

Shutting the till down 

Sign onto the till. 

Press “Manager screen” 

 

Press “Back office” 

 



Press “Exit software” on the bottom left of the screen. 

 

The till will ask you to confirm, press Yes. 

Press the start button on the bottom left of the screen. 

 

Press “Shut down” 

The till will now shut down. 

 

 

 


