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Work with delivery orders at the POS system 
 

Delivery orders can be administered in 2 ways. It is possible to reflect them 
on a separate tablet, which will be configured by the Service Department, or 
directly in the cash register. The interface and functionality are identical in both 
versions. In any of these ways, delivery orders appear automatically in the cash 
register, the arrival of the order is reported with a sound signal and a pop-up 
message in the cash register window or on the tablet. 

Below we will look at the option with accepting orders through the POS 
interface. 

After making an order on the delivery portal, it is transferred to the delivery 
application. 

 
  



4 
 SIA “UCS”, 2023 

 

New and active orders can be found under the WEB DELIVERY button in the 
main menu, on the right side of the screen. 
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Setting restaurant opening hours 
 

To set the restaurant's working hours, you must go to delivery.ucs.lv and log 
in with the manager's access data provided to you. Access data will be provided 
to you by the service department. Next, we go to the My venue section. 
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To set working hours, open the Change schedule section. Next, in pop-up 
window, we set the corresponding working hours for each day of the week. 

 

 
 

Under My venue, we can additionally: 
 
Change status: Open/Close BOLT or WOLT platforms; 
Check Rkeeper: Check the connection with the cash register; 
Check Wolt: Check connection with WOLT; 
Check Bolt: Check connection with BOLT; 
Sync menu: Possibility to update or limit the availability of menu items at 

cash registers and delivery platforms. 
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Delivery interface description. 
 

Temporarily opening/closing of the restaurant 
 

 To stop accepting delivery orders if necessary, click on the   icon in 
the upper right corner of the screen. In the Change status section, select Close 
and the restaurant will be closed on the corresponding delivery platform. 
Afterwards you can open the restaurant again by pressing Open. 

 

 

 

 

 

  

 

 

 

 

Also, in this section, with the Update menu now button, there is an possibilty 
to immediately update the menu with the latest changes. This happens 
automatically every 10 minutes. 
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Description of the order window sections. Scenarios. 
 

The central interface window of the delivery application is divided into 3 
columns. 

Incoming: Orders that have just arrived and are awaiting processing are 
reflected here. With the Accept button, the order is accepted. 

Outgoing: Orders that are being prepared are reflected here. With the Ready 
button, the order is confirmed as ready. 

Ready: Orders that have been prepared and are waiting for the courier to 
arrive are reflected here. The order is closed with the Pick up button. 
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In the restaurant, you can choose 4 different scenarios for the order: 
 

1. When you press Accept in the Incoming section, a payment receipt is 
printed and the order moves to the Outgoing section. Pressing Ready 
closes the order. 

2. When you press Accept in the Incoming section, the order moves to the 
Outgoing section. By pressing Ready, a payment receipt is printed and 
the order is closed. 

3. When you press Accept in the Incoming section, a payment receipt is 
printed and order moves to the Outgoing section. By pressing Ready 
order moves to the Ready section, where the order is closed after 
pressing Pick up; 

4. By pressing Accept in the Incoming section, the order moves to the 
Outgoing section. By pressing Ready, the order moves to the Ready 
section, where by pressing Pick up, the order is closed and a payment 
receipt is printed. 

 

With any of these options, it is possible to to pay the order manually, not 
print the payment receipt automatically.  
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Work with orders 
 

In the delivery orders window, on the left side (Incoming), the new, not yet 
collected orders are reflected. 
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Clicking on it will display the content of the order, as well as the option to 
cancel the order.  

 

   

 

If the order is not accepted by your employee within the specified time, then 
depending on the configuration, it will be automatically accepted or canceled. 

 

  



12 
 SIA “UCS”, 2023 

After confirming the order, choose the cooking time. 
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The order is further processed according to the scenario set in your 
restaurant. Scenario configuration is performed by the service department. 

If the payment of the check is not automatic, or until the fiscal check of the 
order has not been printed, all current orders can be found in the Change order 
section of the cash register. 
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Limiting the availability of menu item 
 

With the Delivery program panel, it is also possible to limit the availability 
of menu items on the delivery website. To disable menu item, you need to go to 

the settings section -  and choose Update menu now.  

 
 

An additional interface window will open, where you will be able to disable 
or enable the menu item or one of the options (modifier, or combo dish). In 
order to change the menu item status to inactive, you need to find the specific 
position and by pressing Enabled, it will go into Disabled status. You can activate 
it again by pressing Disabled.  

To turn off an option or a group of options, you have to click on the 
+Options field of the specific menu item and in additional list, turn off the 
required option or group of options.  

When the changes have been made, press the Save button and return to 
the main window with Cancel.  
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Work with PRE-ORDER. 
 

On the delivery website, it is possible to make a pre-order with a specified 
time when the customer wants to receive the order. These orders will arrive on 
the Delivery program like any other order, but with the additional note PRE-
ORDER. 
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When opening this order, you need to choose the time, how many minutes 
before the order is given to the courier, it will go into Outgoing status. 

 

 

  



17 
 SIA “UCS”, 2023 

All active pre-ORDER orders are found in the Orders- Taken Orders 
section. 

 

 

The order can be reopened here. With the Edit button, it is possible to 
change the cooking time. With the Print button, it is possible to print an 
additional order receipt on the cash register printer. With Confirm, it is possible 
to immediately send it to the production (Outgoing) section. 
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When it's time for cooking the order, it goes to the Outgoing column and 
is sent to the Cash system, service receipts will be printed. Further actions with 
this order are identical to other orders. 
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The most common errors and their solution 
 

Printer printing error 
 
 

 
Printer printing error, Cash receipt printer is not ready to print. The error is 

reflected under the Orders - Incorrect Order section. In this case, the receipt will 
not be printed and the order will remain open. After correcting the printer error, 
the order in cash system must be closed manually.  
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Error connecting to server 
 

 

In this case, the order will arrive in red and there will be an error when 
opening it - Rkeeper does not answer. 

 

The error appears in cases where the cash register (cash register server) is 
not available. Here you should make sure that the cash register is turned on and 
there are no problems with the internal network. If the problem cannot be 
solved, contact the service department. If the problems have been solved, press 
Retry to send the order to the cash register again. Otherwise, press Force to 
accept the order, then the order will be accepted in the delivery system. It should 
be remembered that, after pressing Force, the order will not be created at the 
cash register and it will have to be entered manually! 
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Components, Modifier Error 

 

 
 

The error occurs when a menu item/combo with an insufficient number of 
components is accepted in the delivery system. Mandatory modifiers for the 
specific menu item are specified in R-keeper, but it has not set from the delivery 
system- most likely they not available. Here, first of all, you should contact your 
office, the person who manages the menu for you. 
 


