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How to Split a Check When Running Open Tickets/Tabs
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Highlight the ticket 
you want to split 

Click/touch the 
‘Split Ticket’ button 
at the bottom of 
the tab listing 
screen. 

The following screen will display:  

Current Sales Items on 
the ticket to split out. 
Modifiers are grouped 
to the entrees as they 
were rung up. 

Area to split items into 
separate tickets.
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Splitting a Check cont.
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Completes the Split process.

Cancels back to the open ticket listing. 

Adds a new ticket break to the area where you are splitting the checks. 

Steps to Split a Check Example

In this example, we have 3 entrees on a single ticket that we need to split into 3 separate tickets. 

Click/touch the + sign next to an item to add it over to the right hand side. By default, you are 
creating the “first” ticket split. See below, the first entrée is now on the right hand side under the 
“first” ticket split. 

To remove an item from the right hand side, click/touch the – sign next to the item. To remove 
them all, click/touch ‘Remove All’. 

Items can also be dragged and dropped from either side. 
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Once all of the items for the “first” ticket split are on the right-hand side, click ‘New Ticket’ to add 
the first ticket break to the right hand side. This starts the “second” split of the ticket. 

Now we continue adding items to the right to create the “second” ticket split.
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Final split screen (Example)
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The remaining items on the left are the “last” split; on the right we have 2 new “splits”. Click on the 
Split button in the upper right to complete the process. 
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Ready to print (Example)
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Once returned to the ticket listing, all the new tickets will be highlighted. 

They are ready to printed out.  


