
Quick Reference GuideManaging Active Orders – Overview 

The Active Orders screen is used to monitor
orders which have been submitted and are 
ready for processing. 

Use Active Orders to view, adjust and 
complete payment for provisional* orders
that require confirmation before being
finalised. 

Active Orders will refresh every
5 seconds and can be shown 
on multiple screens in your
venue if required.

What can it do?What is it? Useful information

Refresh indicator Pulses green 
when auto-refreshing, shows red
arrows when stopped. Clicking
on red indicators restarts refresh.

Order Prep Report Select a date
to view a summary of items and
quantities for confirmed orders. 

Clear Removes the order from 
this list and the Dockets screen.

Main Menu Returns to the main
MyVenue Dashboard

SCREEN Select the screen ID
to identify the monitoring station

KEY ACTION:  Clicking or tapping on an order line will bring up order details.  If you are using Provisional Orders* then this allows you to 
edit the prices and quantities of order lines before confirming and committing payment on behalf of the customer.

* A Provisional Order is where the customer places an order but it is not paid for immediately. This allows the venue to alter the price and
   quantity of order items, and to add a freight cost if required, prior to committing the order.  This triggers payment and final receipt. 



Quick Reference GuideManaging Active Orders – Process Order 

Process Orders allows you to adjust and
confirm order quantity and item price before
committing the sale with payment. 

Process Orders is used for Provisional Orders*
where your processes mean that confirmation
of price, quantity and freight is needed.

Freight can be added for delivery orders.
The order will not be submitted to your
Point of Sale system until after payment.

What can it do?What is it? Useful information

Freight Option Required
This shows when the customer
has requested a delivery order 
but no freight/shipping option
has been added to the order yet.

CONFIRM AND PAY Displays the
Pay and Confirm screen. The 
preferred payment option 
nominated by the customer is 
displayed.

PAY BY ACCOUNT
Where available, charges the 
order to the Credit Account in
your Point of Sale System.

CLOSE Returns to the Active 
 Order screen.

EDIT ORDER Open the order
to edit or delete line item quantity
and item price, and to add a
Delivery Mode where appropriate.

INFORMATION:  A customer will receive a final tax receipt via email after their order has been finalised via Process Order

* A Provisional Order is where the customer places an order but it is not paid for immediately. This allows the venue to alter the price and
   quantity of order items, and to add a freight cost if required, prior to committing the order.  This triggers payment and final receipt. 

PAY BY CREDIT CARD
Charges the order to the Credit 
Card nominated by the customer 
and securely stored in the 
payment systemKEY ACTION:  Delivery orders will not allow you to proceed to payment unless a Deliver Mode is selected.



Quick Reference GuideManaging Active Orders – Order Prep Report

The ‘Order Prep Report’ provides you with
an aggregate summary of items that have
been ordered and confirmed for a given day.

Provide you with a summary of what needs to be
picked or prepared for future dated orders.

All orders for a given item for a day are
added up and shown on a single report
line. 

What can it do?What is it? Useful information

Select Date Choose the future
date to report on. If there are no
confirmed orders for that date it 
will be blank.

Print Docket
Where available, print the report
to your locally available docket
printer.

INFORMATION:  Only finalised / confirmed orders for the chosen day will be shown. Incomplete order items will not appear.

[x] Close the report

Print A4
Print the report to a full sized 
A4 printer available on your 
computer.
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