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Job Code Setup
Keyboard
Job CodeName Default Wage
BOSS $10.00
Default Overtime Wage
$5.00
[] Access to POS Shift Report
#ofCopies
1 v
[]Record Cash Tips [l Include Department Totals -
Permissions
[ ]cash Bank [ ] temize CC Transactions i
[ Require Cash Drawer Selection [ Assignable by admin only
; Payroll
[ | Require Cash Count Screen on Clockout _S_ettings
[ |Enable with Delivery Tracking
Previous Cashier v Next

Job Codes are the different jobs that your employees work inside of your business. A few
examples are server, janitor, manager and crew member. Job codes can be configured inside of
the Employee Maintenance screen (by selecting the Job Code Setup button). You can configure
if an employee working a certain job code may access the POS, if they handle cash and how
many shift reports to print at the end of their shift. You can read more about these options in
the built-in F1 Help Section or further on in this document. If you are just using the basics then
you don’t need to worry about job codes and the employee time clock. However these are
valuable features that are easy to configure and will help you control your business.
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Enforcing Job Code Permissions

If this option is not configured first, you will not be able to save the job code permissions.

Manager

1. Select the Options or Manager Button
and enter the Administrative password
& ID #.
2. Select Setup [4]
3. Select Setup Screen [G]
Account Control I Company Info | Coup | Internet F Settings |
| | 4. Select the System Access tab
Payment Processing | Quick Invoicing & Alerts Quick-Add Receipt Reports
Restaurant Features | Station Specifics i System Access | Touch Screen 5. Select a Secu rity Method that is NOT
Access | Time Clock | Labor Schedule Settings | Password Policy | Use Employee Permissions
Default Cash Drawer Start|  50.00) ~ Login Method When using Employee Cash Drawers... Use Employee Permissions
[ clockout Receipt (®) ID & Password Or Swipe (®) Assign Drawer During Clock-In . L. .
. ) A o Will use the permissions set in the
[] Blind recount if drawer over/short D Only Or Swipe (© Assign Drawer During First Login | int
Recountthreshhold $0.00 OSWiDe Only emp Oyee maintenance screen.
[-]Reauire AllOn-Hold invoices and [ Somammommrmmee Use Permissions of Current Job Code
Tables to be closed before Clockout
[ Comck 5t P i g O Use employee permissions 5. e Will use the permissions of the job
from Login Screen ®) Use permissions of current job code code that the employee clocks in
O Subtract Drawer Start from O Use permissions of all job codes assigned to employee Wlth
Deposits )
Custom End of Day Prompt Amounts Use Permissions of all Job Codes
Description Enabled GLNumber GLNumberOffset Assigned to Employee
* O
e  Will use the permissions of all the
job codes which are assigned to
that employee.
6. Select Update
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Creating Job Codes

The Job Code setup is accessed in the Employee Maintenance Screen.

Manager

1. Select the Options or Manager Button and enter the
Administrative password & ID #.

2. Select Administrative [5]

3. Select Employee Maintenance [F]

Employee Maintenance
options General Information For: 100101 Keyboard
Department | +| Card Swipe ID
Employee D 100101 Customer |
Password || Hourly Wage (50.00
Display Name [[] Take CC Tips in Cash at End of Shift Click to Select Picture
[ Disable this Employee [ Require Clock-in Before Login

issi Personal Inlol Job Codes & Wages | Store Associations | Payroll Info

Functionality Page1 Page2| Page3

Inventory Invoice Discounts  rrompt End Transactions  prompt Redeem Gift  prompt

—_— Cards
Invoice Price . .

Customers_| ImocePrice T = [ 4. Select the Job Code Setup button.
—_— ems
__Reports | pejete items e Open Cash Drawer  prompt Vendor Prompt

D Payouts
__S€WP | yoidinvoices Prompt Sell Non-nventory  promgt Buybacks  prompt

Restaurant
———— 1 AllowExit Prompt Tax Exempt Invoice  ponpt Force Credit  prompt

Handheld Cards
' Rewms S Sell GiftCards  prompt Charge Below  prompt

Log as Exception Floor
Search by Employee ID Theability to doinvoice and line discounts.

- e mes [ T ] dmes,
2 0 o QDG o o

Previous
Job Code Setup
iEEadsene e : 5. Select Add and enter a Job Code Name.
B0SS $10.00 |
6. Enter a Default Wage and a Default Overtime Wage.
Default Overtime Wage
55.00 \ If applicable:
Y] Access to POS %g%m e Select whether or not the employee has access to
ofCopies
B " the POS.
B DMWTM’ :germissions e Select the number of shift report copies to be
[ cash Bank [ temize CC Transactions J | . .
s ok Do oy B Ak oy 7P — printed when the employee clocks out. Leave this
[ ] Require Cash Count Screen on Clockot | Setlings ‘ at 0 if you are using Shift Tracking. When shift
[ JEnstie v Gekvery Tiaciaig tracking is enabled, a shift report prints
‘ Pregious \ %Cashier n 1 Next l automatically when the employee closes a shift.
s | wae | poee | N
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Job Code Options

|:| Aszsignable by admin onby

Job Codes with this option enabled are removed from the
job code selection screen when assigning a job code to an
employee, unless you accessed employee maintenance with
the administrative password.

[ ]include Department Totalz

Includes the Department Totals in the in the shift report that
prints when the employee clocks out.

|:| temize CC Transactions

Itemizes Credit Card transactions to display in the shift
report that prints when the employee clocks out.

Dhccass to POS

Allows the employee to login to the POS and use the
invoice/layout screen.

[ |Record Cazh Tips

Recording the cash tips made by an employee, these cash
tips are cash tips that are not included in the bill. (Example:
the customer pays with the check with their card but leaves
cash separately as the tip.) This recorded amount does not
get calculated in the amount expected to be in the drawer
when the employee counts the drawer when they clock out
or in the expected deposit during an End of Day.

[l cash Bank

Whether or not the employee will be using a cash bank. This
option is for whether or not you want to prompt an
employee for their starting cash. Their starting cash is either
the amount of cash in their cash drawer or the amount of
cash they carry around. Employees will also be prompted
for their ending cash at the end of their shift. These figures
are used to calculate over and short for the Shift Report.

You can generate a Shift Summary Report in the Reporting
screen.

D Require Cash Drawer Selection

To require a cash drawer selection. This option should only
be used in a dual cash drawer setup.

|:| Reguire Cash Count Screen on Clockout

To require the employee to count the amount of cash in the
drawer at the end of the shift in the cash count screen.

|:| Enable with Delivery Tracking

To enable the employee with the delivery tracking feature.

After creating job codes, they can be assigned to an employee using the Add button in the Job Codes & Wages tab of Employee
Maintenance. Hourly wages and overtime wages are configured in the same tab. An employee can have more than one job code
each with a different wage and when they clock in, they will be asked which job code they are working for this shift.

Enforcing employees to use either employee maintenance permissions or job code permissions is set in the Setup Screen, under

System Access.
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Assigning a Job Code to an Employee

Now that the job code has been created, we must assign the job code to an employee.

Manager

1. Select the Options or Manager Button
and enter the Administrative password
& ID #.

2. Select Administrative [5]

3. Select Employee Maintenance [F]

Department l:l Card Swipe ID |:|
Employee ID 100102 Customer l:l
T
Display Name [ ] Take CC Tips in Cash at End of Shift Click to Select Picture

[l Disable this Employee 5. [Require Ciock-n Before Login

Pen'nissionsl Personal Info | Job Codes & Wages! Store Associaﬁonsl Payroll Infol 7

I Change
Hourly

Add Wage

Change
Overtime
Wage

Overtime starts after this

4. Use the Next or Previous buttons to
find the employee you want to assign
the job code too.

Job Code Hourly Wage Overtime Wage

5. Select the Job Codes & Wages tab

6. Select the Add button.

Search by Employee 1D

L -
Setup Management
por B 0 s [ e @
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Please Select the Job Code To Add For This

Employee

BOSS ‘ Cashier

7. Select the job code you want to assign
to the employee.
Enter hourly wage
$10.00
7 8 9
4 = 6 8. Enter the Hourly wage if it is different
— = = from the wage you set in the job code.
1 2 3 Press OK.
0 +-
Enter hourly overtime
wage
7 8 9
4 5 6 9. Enter the Hourly Overtime wage if it is
— = = different from the overtime wage you
1 2 3 set in the job code. Press OK.
0 -
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Options !eneral |!orm!|on !or: !! Keyboard

Department Card Swipe ID l:l
Employee ID 100102 Customer I:l
Passurs [ oty Wage
iy [ Take CC Tips in Cash at End of Shift Click to Select Picture

] Disable this Employee ] Require Clock-In Before Login

10. Now the Employee has the selected job
Pen'nissionsl Personal Info”Job Codes & Wages Store Associaﬁonsl Payroll Infol

code.
Job Code . Hourly Wage Overtime Wage Ell:;."r?: Repeat st 6 th h 9 to add
1001Cashier Wage peat steps roug 0a
multiple job codes to one employee. If
Pt the employee has multiple job codes,
e they will be prompted to select a job
Owertime starts after this COde When they CIOCk in.

many hours:
]

Search by Employee ID

== e L B
Setup Management

I Ere?lous Next Delete H Exit ‘
Job Codes & Wages other Options
e Remove - removes the selected job
Change code that is highlighted in blue from
Hourly the employee

Wage
e Change Hourly Wage — brings up the

Hourly wage prompt so you can make

Add
Change changes to the wage
Overtime e Change Overtime Wage - brings up the

Wﬂg& Overtime Hourly wage prompt so you
can make changes to the overtime
wage.
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To track the hours worked by your employees, have them clock in by selecting the clock icon on the Login Screen. Staff
members use the same icon to end their shift and clock out. In the occasional situation an employee forgets to clock in
or clock out, the Time Clock Management screen can be used to modify times. If you want to enforce that your
employees clock-in before starting their shift, select the Require Clock-In Before Login on the Employee Maintenance
screen.

Typical steps for an employee:
1. Employees and servers clock in when they come in for the day.
2. They take orders and close out checks throughout the day.
3. At the end of the shift, the employee clocks out.
4

A shift report print is printed upon clock-out which includes a cash count that shows how much money was
taken in and removed. At the bottom is an over\short amount that helps ensure that your servers are properly
reporting and turning in the money they collected throughout the day.
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