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If you are doing Restaurant style tips, the tip needs to be added into RecTrac after the 
customer signs the auth receipt with the tip amount they’d like to add. This DOES NOT need to 
be done if you’re processing counter tips where the tip is added by the customer directly in the 
credit card reader. 

Also, all transactions need a tip applied even if it is $0. This will be covered in this document. 

1. Click the 9 Dot Menu button 
in the top left.

2. Search for Tip Processing in 
the Filter Menu

3. Select Tip Processing
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4. Double click on the receipt number that needs the tip applied.

5. The Transaction information will appear in the top right hand corner under selected Receipt 
Details. 

6. Type in the tip amount the customer wrote down on the auth receipt.

7. Click the Submit Tip button.

NOTE: You have a few options here when trying to add a tip. You can type the auth receipt number 
in the Search Receipt Number box at the top of the screen OR use the Tip Transaction Data Grid to 
find a specific receipt. 
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8. Repeat steps 4 – 7 for all receipts that have a tip applied. 

9. Once all tips have been applied. Click the End of Night $0 Tip Apply button. This should be 
the LAST thing that is done before doing the End of Shift Close out.  If this is not done, 
transactions will not be closed out at the bank, which will delay funding of any tip money 
applied. 

Note:  A receipt can only have a tip amount applied to it (even for $0) ONE time. Review the 
prompt that details the tip being applied BEFORE submitting. Once a tip amount is applied, the 
transaction is closed out and can’t be changed. 
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Tip Status Display Users Receipt Search

Date Filter

Tip Status: This allows you to show Open, Closed, or Both receipt statuses. Open 
means a tip has not been applied. Closed mean a Tip has already been 
applied. Both means Open and Closed. 

Display User: This allows you to see just your receipts or all users receipts. You may not 
be able to change this setting depending on your permissions 
configuration,.

Search Receipt 
Number: 

This allows you to search for a specific receipt number. If the receipt was 
done by another user and All Users isn’t on, the receipt searched for 
won’t show.

Date Filter: This allows you to view receipts that were in the passed. There are some 
situations where you’d have to find receipts from a previous date. 
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Q: When do tips need to be applied?
A: They all need to be entered before the end of your shift. They can be entered all at once at the 
end of the shift or a couple at a time between customers. As long as they are entered before the 
end of shift, you’ll get your money.

Q: I forgot to add a tip from last night. Can I add it today?
A: The “End of the Night $0 Tip Apply” applies a $0 tip to any transactions that didn’t have a tip 
amount applied. The receipt that didn’t have a tip applied will now have a $0 tip applied and is 
settled with the bank. You won’t be able to apply that tip now unfortunately. 

Q: A receipt was paid for with a split pay (multiple different credit cards) will each CC transaction 
show up in tip processing? 
A: Yes. If a $100 tab was paid for with 4 different credit cards, there will be 4 different transactions 
with the same receipt number in Tip Processing. Each can have their own tip applied. 

Q: I added the wrong tip amount to a receipt. Can I edit it?
A: No, you can’t change a tip amount once it’s been submitted. You will need to contact the help 
desk and open a support ticket to get this fixed. 

Q: Accounting is saying the credit card transactions are not hitting the bank. Why is that? 
A: Chances are the “End of the Night $0 Tip Apply” was not run and there are still open 
transactions. Check tip processing and close out any open transactions for prior days. BE CAREFUL 
to not run the $0 tip apply and close out current open transactions. 


