Using *LOrder to Re-Open Closed Orders
Used to Change Tender or Credit Card Tip
~Must be done on same terminal as original transaction~
1. Server signs in *(Important to maintain accountability)
2. Open new order or table (777)
3. Select Options #2 and then select *Mgr (Manager Sign On) and swipe Manager Card.
4. Select Options #2 and then *LOrder (Re-open Closed Orders)
5. Find the order using the Folio number (the four digits to right of order/table number) or the time on the original receipt.

6. Select order from list on right to display on left, if correct continue to next step. If not select another order from list until correct one is found.
7. Select Re-Open Order on the bottom left, negative receipt will print.
8. If it was a cash ticket – the cash will be voided and ready to re-tender Credit card tickets – only the tip will be voided, credit authorization will stay but now can be voided if necessary.
9. Re-tender or enter new tip to close new order, new receipt will print. 
