Mint Guidelines v.2026.09.17
A practical app-by-app reference for users already familiar with POS systems.
	How to use this guide: Work through the apps in the same order they appear on the Mint Home screen. Each section highlights the main functions and behaviors to review.



1. Dining
Edit Mode
Create dining groups such as Patio, Hall, Party Room, etc.
Add dining tables for customer seating and choose from the available table styles.
Use Mode
Open an available table and add items to the table order.
Reopen an occupied table and add additional items.
Move an order to another table.
Merge an order into another table.
Change the server.
Close the table and verify that it becomes available again.
Try opening the same table from two stations.
Verify that table-status changes appear on another station.
2. Sales
Sales Screen
	Void or Refund: This option appears only when a receipt is recalled from the Orders app. If the order was created by the logged-in user and is still in the same shift in which it was created, it can be voided; otherwise, it can only be refunded. Void/Refund reverses the payment. Cash and External Card payments are reversed in Mint. Integrated credit-card payments are voided before batch settlement or refunded after settlement. If a refund is required, the credit card must be present.



Print or reprint a receipt.
Apply a percentage discount.
Apply a fixed-amount discount.
Add a tax-exempt or non-taxable item.
Hold an order.
Recall a held order.
Open the cash drawer.
Split Screen
Add checks and move items between checks.
Split an item evenly among checks.
Modifier Screen
Add modifiers.
Advanced Modifier Screen
Change quantity.
Remove an item.
Pay Screen
Use multiple payment types (split tender) on one check.
Pay with cash.
Pay with credit card.
Verify change due and payment totals.
3. Shift
Open a shift and enter beginning cash.
Count cash and close the shift.
Verify the over/short calculation.
Verify that another station sees the correct shift status.
Compare Station Banking with Server Banking.
	Requirement: A shift must be open before Sales can be used.



4. Timecard
Clock an employee in.
Clock an employee out.
Start a break.
End a break.
Use the 10-Minute Break function.
Try clocking in twice.
Try clocking out when not clocked in.
Try starting a break when not clocked in.
Verify timecard activity from another station.
5. Orders
Find today's orders.
Search or filter by date.
Search by order number.
Open an existing order.
View order details.
Reprint a receipt.
Void an eligible order.
Refund an eligible order.
Verify payment information.
Verify dining/table information.
Confirm that completed orders cannot be accidentally edited.
6. Credit Cards
View current credit-card transactions.
Verify approved transaction details.
Verify declined-transaction handling.
Void a card transaction.
Refund a card transaction.
Verify batch information.
Close/settle the batch.
Confirm that Mint totals match the terminal/processor totals.
7. Inventory
View inventory items and quantities.
Assign inventory information to menu items.
Enter or change quantity on hand.
Receive/add inventory.
Record an adjustment or waste.
Verify that selling an item affects inventory where applicable.
View low-stock items.
Verify inventory reports and totals.
8. Menu
Create a menu group and edit the group name.
Create a menu item and set its name, price, tax, and image.
Create a modifier group.
Create modifiers and assign them to multiple modifier groups.
	Relationship: Menu Group to Menu Item is one-to-many. Modifier Group to Modifier is many-to-many.



Move a menu item between menu groups.
Link menu items and modifier groups.
Inactivate a menu item and verify that it disappears from Sales.
Set a modifier group to Min = 1 and Max = 1, then verify that exactly one modifier is required.
Create a Tuesday-only menu schedule and test pricing/availability.
Create a This Month-only menu schedule and test pricing/availability.
Create an everyday Lunch menu schedule and test pricing/availability.
Verify that menu changes appear correctly in Sales.
Verify that another station receives menu changes.
Download sample data from sunnypos.com and import it.
Export the same data and verify that the resulting Excel file is correct.
9. Setup
Store
Set store information and verify how it appears on the Home screen.
Set the tax rate and verify how it changes the total due.
Review Store Options.
Enable and test Cash Rounding.
	Cash Rounding: The U.S. Mint has stopped producing pennies for circulation. Mint provides an optional Cash Rounding feature that rounds the final cash amount due up or down to the nearest nickel.



Kiosk Options — N/A
Meter Options — N/A
Stations
Set Show 'Hold' Button? to No and verify that Sales hides the Hold button.
Credit Cards
Configure credit-card/PAX settings.
In Merchant Settings, set Enable Cash Discount = Yes and Rate = 3.5%, then verify that Sales displays separate card and cash amounts.
	Cash Discount: Cash-discount programs use different card and cash prices. When Cash Discount is enabled, enter the discount rate as a percentage and verify that both prices are presented correctly.



Employees
	Job Title: In Mint, a Job Title is an employee group.



Create a Job Title and disable selected privileges.
Create employees under that Job Title and verify that the disabled privileges are not available.
Printers
Assign a receipt printer

Add Kitchen Area
Kitchen Area: In Mint, a Kitchen Area is a group of kitchen printers serving the same purpose.

Assign kitchen printers.
Serial Devices
Configure a weigh scale.
Configure a customer display.
Discounts
Review discount setup and verify the configured discounts in Sales.
Notifications
Review notification settings and verify applicable notifications.
10. Maintenance
License
Review License information.
Use Reseller Pair.
View the license/activity log.
Database
Use Select SQL Server to connect to a database on another computer.
Back up the database.
Restore the database.
Run SQL.
Restart.
Data
Clear Transaction Data.
Factory Reset — use only when a complete reset is intended.
Employee
Tip Payout.
Edit Timecard.
Who's Still Working?
Manual Refund.
11. Report
Run Daily Sales.
Run sales by date range.
Run sales by employee/server.
Run sales by item.
Run sales by menu group/category.
Run the payment/tender report.
Run the cash report.
Run the credit-card report.
Run the tax report.
Run the discount/void/refund report.
Run the shift report.
Run the timecard/labor report.
Run dining/table-related reports, if available.
Print a report.
Preview a report.
Compare report totals with the underlying orders.
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