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Overview

To eliminate the need to sort through inactive employees in Timeclock Management, we have added the
option to hide these employees from view. With this feature enabled, Timeclock Management will only
display employees who are currently active.

Revision History

Document Version Date Author Description of Changes
1.0 06.29.2019 BG Internal Release
1.1 07.08.2019 BG Edited per JC
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Instructions

Enable “Hide Inactive Employees” Setting

1 From Invoice screen, go to Options | Setup (4) | Setup Screen (G).

1 Onthe System Access tab, check Hide Inactive Employees and click Update.

Setup Screen

Account Contrel Company Info | Coupening

Hardware | Internet Features | Inventory | Invoice Settings

X

Payment Processing | Quick Invoicing & Alerts | Quick-Add

Receipt |  Reports

Restaurant Features | Station Specifics | |

System Access |

Touch Screen

Access Time Clock Labor Schedule Settings Password Policy Payroll Settings

Default Cash Drawer Start $0.00

[ Clockout Receipt

Login Methed

@D & Password Or Swipe

["]Blind recount if drawer over/shart

Recount threshhold $0.00

i Require All On-Hold Invoices and Table
to be closed before Clockout

(OID Only Or Swipe
() Swipe Only

Security Method
DCheck Exit Permission when Exiting y

from Login Screen @ Use employee permissions

[]Subtract Drawer Start from Deposits () Use permissions of current job code

[ Hide Minimum Cash Pickup amount

[ Hide Inactive Employees

Custoem End of Day Prompt Amounts.

Description Enabled

]

GLNumber GLNumberoOff

Scale

When using Employee Cash Drawers...
(@) Assign Drawer During Clock-In

(O Assign Drawer During First Login

(O Use permissions of all job codes assigned to employee

Please note: By default, the Hide Inactive Employees setting is turned OFF.
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Designate Employee(s) as Inactive

2 From Invoice screen, go to Options | Admin (5) | Employee Maintenance (F).

3 Select desired employee, check Disable this Employee and click Save Changes.

Employee Maintenance

options ‘General Information For Keyboard
Department CadSwped | |

Employee D 1upvcn2 cusomers [
Password = Hourly Wage 50.00
Display Name [[Take CC Tips in Cash at End of Shift Click to Select Picture

Disable this Employee D Require Clock-In Before Login

Permissions Personal Infol Job Codes & Wagesl Store Associationsl Payroll Infol
Functionalit] Pace 1 Page 2| Page 3|
Inventory [nvoice Discounts End Transactions Redeem
—_— . . Cards
Customers ioee™™® Hold & Print Sell Spec
= ltems
Reports | Set b jete ttems Pomp ~| OpenCashDrawer [poms - VendorF
Restaurant
Void Invoices Sell Non-Inventory Buyback

Handheld
Allow Exit Tax Exempt Invoice Force Cn
[ad

arde

Search by Employee ID The ability to do invoice and line discounts

|1 0019002 Job Code Time Clock
‘ ’ Setup Management
I Previous Next Delete Exit

4 Repeat as necessary.
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View Results in Timeclock Management

1 From Invoice screen, go to Options | Admin (5) | Timeclock Management (J).

2 View results as shown below. Please note, the upper left image is before enabling setting, and the
lower right image is after.

sl Time Clock Management — O x
View times for cashier: Start Date End Date
[aL v 612112019 11:27:50AM | [6/28/2019 11:27:59 AM Refresh

Employee ID Start End #Minutes  Wages Job Code
P E301 10019003 - Scout 6/27/2019 11:00:0  6/27/2019 5:00:00 360 108.0000  1001Super
201 10019002 - Rufus 6/27/2019 11:00:0  6/27/2019 5:00:00 360 108.0000  1001Super
10019001 - Ruby 6/27/2019 11:00:0  6/27/2019 5:00:00 360 108.0000  1001Super

ﬂ Time Clock Management

View times for cashier: Start Date End Date
‘AIJ_ v 6/22/2019 8:06:21 AM ‘ ‘6"2912[)198:06:21 AM

D Employee ID Start End #Minutes  Wages Job Code
4 301 10019003 - Scout 6/27/2019 11:00:0  6/27/2019 5:00:00 360 108.0000  1001Super
101 10019001 - Ruby 6/27/2019 11:00:0  6/27/2019 5:00:00 380 108.0000  1001Super

*
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