Heartland
pcAmerica

One Blue Hill Plaza, 16" Floor, PO Box 1546
Pearl River, NY 10965

1-800-PC-AMERICA, 1-800-722-6374
(Voice) 845-920-0800 (Fax) 845-920-0880

Using the Log as Exception Feature

[ Employes Maintenance -
options General Information For: PCA Employee B Keyboard ]
Department Card Swipe ID |
Employee ID  |100102 Customer
Password = Hourly Wage $8.00
Display Name pcaEmployee [] Take CC Tips in Cash at End of Shift Click to Select Picture

["] Disable this Employee

|:| Require Clock-In Before Login |:| Administrative Card Access
Permissions Personal Info | Job Codes & Wages | Store Assocations |
| Functionality | Peus1 Page2| Page3
Inventory Invoice Discounts End Transactions Redeem Gift
i i Cards
Customers | '(['L"O"’" Ric= Hold & Print ISeII Special
= tems
Reports Delete Items Open Cash Drawer Vendor
Payouts
% Void Invoices Sell Non-Inventory Buybacks
Restaurant i i
Allow Exit Tax Exempt Force Credit
Handheld | Invoice Cards
Returns Sell Gift Cards Charge Below
Log as Exception Floor |
Search by Employee D The ability to doinvoiceand line discounts
100102 - Job Code Time Clock
Setup Management
e W © o NN oww | e |

4

Tracking employee permissions can be helpful in determining where problems are occurring in
your business. By tracking employee permissions you can view reports that show when the
specified permission was used and which employee. Follow the instructions below to use the
Log as Exception where you can view reports displaying what your employees are doing.

Note: You must be licensed to use this feature please contact the pcAmerica sales department
at 1-800-722-6374 for licensing options.
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Using Exception Lo

ing with Employee Permissions

Exception Logging with Employee Permissions allows you track which permissions are used or attempted and view them

in the Operational Exceptions Report

Select Manager from the login screen, provide the requested credentials, and follow these steps.

1. Select Administrative then
Employee Maintenance.

Employee Maintenance
Options GeNeral Information For: PCA Employee

000

I E— T
Employee ID Customer
Password = Hourly Wage 58.00

Display Name  PCAEmployes Take CC Tips in Cash at End of Shift

Disaple this Employee Require Clock-In Before Login

II Permissions Personal Info| Job Codes & Wages | Store Assocations|

Click to Select Picture

Administrative Card Access.

2. Select the permission you would
like to monitor. It will highlight in
blue when selected.

[ Functionality [Pese1 Page2| Pages 3. Select the Log as Exception check
Inventory Invoice Discounts __Pmmm ~| End Transactions __pmm + | Redeem Gift __Pmmpt - bOX.
Invoice Price oS
c;:z:zs | tovolc o <] Hold&Print  [pom <] Sell Specia 4. ielect the green Save Changes
Delete Items __Pmm - | Open Cash Drawer __Pmmm ~|Vendor _pmmpt = utton.
| g, o) Sel Kooy [ <]y
'oid Invoices Prompt -~| Sel n-Inventory | prompt ~ | Buyl s Prompt = .
Restaurant ] i Note: You will want to check Log as
Alow B TexEcompt  [pom <] orce Cre . g
Handheld | Invoice Cards Exception for each permission you
Floor | | would like to monitor.
Search by Employee ID |
100102 - Job Code Time Clock
» Setup Management
£ [

Exit |

© o owe

4
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Using Exception Lo

ing with Job Code Permissions

You can also enable Log as exceptions for permissions in the Job Code Setup Screen.

Select Manager from the login screen, provide the requested credentials, and follow these steps.

1. Select Administrative then Employee
Maintenance.

Employee Maintenance

options General Information For: 0T
Department :] Card Swipe ID
Employee ID Customer
Password e Hourly Wage su_uui
Display Name [] Take CC Tips in Cash at End of Shift Click to Select Picture
Disable this Employes Require Clock-In Before Login Administrative Card Access

I Permissions Personal Infol Job Codes &Wages| Store Assocationsl
Functionality Page1 PageZ| Page3
_ Ivertoy |

Invoice Discounts

End Transactions Redeem Gift Prompt —

Invoice Pri Cards
Customers é‘::;;‘: . fce Promet - | Hold & Print Promet - ISeII Special  [prompt -

tems
Reports Delete ltems Prompt +| Open Cash Drawer Vendor Prompt =

Setup Payouts
Void Invoices Sell Nondnventory Buybacks Prompt -
Restaurant

Allow Exit Tax Exempt Force Credit Prompt =

Handheld Invoice Cards
Returns Sell Gift Cards mcharge Below [prompt -

Log as Exception Floor

Search by Employee ID
01 -

The ability to doinvoice and line discounts

Job Code Time Clock
Setup Management

Previous

0 e | o

S

%
=

4

2. Select Job Code Setup.
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Job Code Setup - —
Keyboard
Job CodeMame Default Wage
Picture for Button Default Overtime Wage
"
Access to POS Shift Report
# of Copies
| | 3. Select the Job Code you would like to
edit the permissions for and select
Record Cash Tips Include Department Totals L . .
Permissions.
Cash Bank ltemize CC Transactions
Require Cash Drawer Selection D Assignable by admin cnhy
Require Cash Count Screen on Clockout
[ | Enable with Delivery Tracking 1
| 1
Previous Next
|
i | wee | oo | NS
L — _ TE—
Select the permission you would like
e P— ot to monitor. It will highlight in blue
Current Job Code ID: when selected.
Functionality Reports| Setup| Inventory| Customers| Restaurant‘ Handheld|
Page 1 Page 2| Page 3 Select the Log as Exception check
I ice Di ts ~[[End Ti cti ~| Red Gift -
T o e T Rt G [ box.
n i ~| Hold & Print e ~| Sell Special e =
Ehana = = Items =
Delete Items i +| Open Cash Drawer | ~| Vendor ¥ - i
| - Payouts Select Update at the Modify
i Void Invoices Sell Non-Inventory 'Iém:itf:cis Permissions window.
Allow Exit + | Tax Exempt ~| Force Credit -
! Tax Exe Foree
Returns Sell Gift Cards Yes = (Filhﬁrge Below [ves = Select Update at the Job Code Setup
oor
| window.
! The ability to doinvoice and line discounts
| as Exception| Update Note: You will want to check Log as
) Exception for each permission you would

like to monitor.
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Using Invoice Exception Logging

Invoice exception logging allows you to track

Select Manager from the login screen, provide the requested credentials, and follow these steps.

1. Select Setup then Setup
Screen.

Setup Screen
Account Control I Company Info | Couponing | Hardware | Internet Features | Inventory mm
Payment Processing | Quick Invoicing & Alerts | Quick-Add | Receipt | Reports
Restaurant Features I Station Specifics | System Access I Touch Screen

[] Dizplay Tax in Price

[] Use Mix N Match
Combine Lines

Prompt Cashier ID

[] Prompt Salesperson
Prompt Amount Tendered
Return Media

(@) All Payment Methods
(") Gift Card Onty
() Print Store Credit Slip

Commizsion Prompt
(®) By invoice
() Split by item

| Sooko |

[[] Stock Prompt

["]Earn Bonus Points for '
[] Prompt Zip Code

[] Last Price Lookup:

Customer Price Lookup

Idle Log Out

D minutes

[] Enforce tem Properties
[] Auto-Kit / Auto-Combo

Exempt Tax from
Foodstamp Purchazes

[] Log Returns
Prompt Customer

Line Discount Prompt

(@) No reason code

Frompt Reason
£ () Ask for reason code

Valid Return Window Log Exceptions for:
o O Lfne ftem Dfale‘hun
[ Line kem Discounts
-1 =Disabled D No Sale
0 =Disallow Returns

Scale Barcode Parse Format

(@) Original Method
() Custom Format
() Regular Expression

Custom format example: 284528/ PPPPPC

Where: 2 =Variable Price Indicator, A= PLU Placeholder,
V= Verification Digit, P = Price Placeholder, @ = Quantity
{ or Weight) Placehalder, C = Check Digit

Regular expression that matches the above custom
format:

K FPLU=AGE AN F=PRICE= B N1}

Update

2. Select the Invoice Settings tab

3. SelectPage1l

4. Inthe Log Exception For
section, put a check in the
function you would like to
track, these are:

Line Item Deletion
Line Item Discounts

No Sale

5. Select Update
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Viewing Exception Reports

1. Select Administrative then
Reporting.

Operational ptions

Date\Time Range L al;;:_ed
Start Date Start Time I
6/24/2010 12:00:00 AM

End Date End Time

6/24/2010 11:59:59 PM

Green =ALL in list selected
Red = One or more selected

NONE
Soda

Select Deganmem Select Station Select Store ID

01

Reporting
Category Report
| Sales Invoice Exc
Inventory ash Repo
Customer Vendor Sales Report
CreditCard Detail Report
Employee
Restaurant Criteria
FETIALE Select Cashier S]
Detail of 01
exceptions that || 100101
were logged for || 100102
a date range.
(Example: No
Sales)

Select Vendor

Select Category
NONE

Select Matrix Group

ALL

Mo inventory item selected

No customer selected

Select ltem || Clear

Select Customer ||

Clear

o

Print Format

@ Full-Size

Receipt

=3
Print

I

2. Select the report you would like
to view.

3. Select the Date/Time Range.
4. Select a cashier (if applicable).

5. Select Display.
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Below is an example of the Invoice Exceptions report. This report will typically display when any of the functionality

permissions have been used.

Invoice Exceptions Between 2/22/2017 10:00:00 AM and 2/23/2017

212212017
Invoice # Item # Amount Quantity
Cashier Reason Code
Store ID: 1001
212212017
Line ltem Void
T 5807616444 532 99 1.00

Line ltem Discount
T

22212017

100102  John D

2105922730

100102  John D

Line ltem Deletion

$16.00 1.00
Sale

Store [D: 1001

Below is an example of the Operational Exceptions report. This report will typically display when permissions related to
setup of the software have been used. If the permission is configured to prompt for a reason code to be associated with
the permissable action, it will display the reason code in the exceptions report.

Operational Exceptions Between 9/1/2017 and 9/1/2017 11:59:59 PM

Date/Time

Cashier

Override Cashier

9/1/2017
Reason Code

Store ID: 1001

09/01/2017

Invoice Discounts

9/1/2017 12:20:48PM 100102 02
100102

Void Invoices

9/1/2017 12:11:26PM 100102 02

Allow Exit

9/1/2017 12:16:25PM 100102 02

9/1/2017 12:21:23PM 100102 02
100102

Returns

9/1/2017 12:21:06PM 100102 02
100102

9/1/2017 12:21:13PM 100102 02
100102

09/01/2017

Store ID: 1001
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