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GETTING STARTED

PLEASE NOTE: Use this application to process all payments other than gift cards.
BroadPOS

Shift4 Valutec

1. Open the SkyTab® Solo application from the device’s home screen.

2. Tap on the gear icon in the account/user name field.

3. Fill in your company details and configure Solo capabilities:

 • Employee name: The employee who will get tips.

 • Receipt business name: The name of the business that will be displayed on receipts.

 • Receipt business phone: The phone number that will be displayed on receipts.

 • Receipt business address: The address that will be displayed on receipts.

 • Fast Pay: A quick way to pay from the home screen for up to three pre-set dollar amounts.
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ADD BALANCE REDEEM

PRINT REPORT

1. From the application idle screen, tap the Gift card button.

2. Tap Print Report.

SWITCH APPLICATIONS

1. In order to process gift cards, you will need to exit the Payment   
 application.

2. Press the circle to switch applications (shown below).

1. From the application idle screen tap the Gift card button.

2. Tap Add Balance.

3. Enter amount to add.

4. Tab the Add Balance button.

5. Swipe the gift card.

6. (OPTIONAL) Choose Print Receipt to print a physical copy of the   
 receipt.
 NOTE: This can be repeated if multiple copies are needed.

7. Tap Done to return to idle screen.

CHECK BALANCE

1. From the application idle screen tap the Gift card button.

2. Tap Check Balance.

3. Swipe the gift card.

4. (OPTIONAL) Choose Print Receipt to print a physical copy of the   
 receipt.
 NOTE: This can be repeated if multiple copies are needed.

5. When finished, tap the Done button to return to idle screen.

1. From the application idle screen tap the Gift card button.

2. Tap Redeem.

3. Enter amount of sale.
 NOTE: Sale amount cannot exceed card balance. Check balance  
 first, if necessary.

4. (OPTIONAL) Select amount to add as a tip or Cash Tip to not leave  
 a tip.
 NOTE: Total amount cannot exceed card balance. Check balance  
 first, if necessary.

5. Tab the Continue button.

6. Swipe the gift card.

7. (OPTIONAL) Choose Print Receipt to print a physical copy of the  
 receipt.
 NOTE: This can be repeated if multiple copies are needed.

8. Tap Done to return to idle screen.

 • Enable default tip selection: A tip will be selected by default when paying. A tip is not selected if the setting is 
disabled.

 • Non-Cash Charge (NCC) description: The name of the charge that will be displayed on receipts. “Non-Cash Charge” 
will be displayed by default.

 • NCC Percentage: Enable NCC by setting the percentage amount to a value greater than zero. This is the percentage 
that will be applied to the payment. The charge is calculated by multiplying the NCC percentage with the balance due 
(not including tips). NCC can be removed as needed.

 • Apply to Fast Pay amounts: Applies the NCC when paying with Fast Pay.

4. Tap the Done button to return to the home screen.

Note: Gift cards issued by Shift4 are pre-activated with a $0 balance. 
To issue a new card, simply add a balance using the steps below.


