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POS Portal Usage Guide
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pcAmerica’s POS Portal makes remote management of stores possible wherever there is internet access.
Users can configure bump bars, categories, departments, inventory items, kitchen printers, purchase
orders, the touchscreen, and vendors for individual stores or groups of stores, order transfers between
stores, generate reports, and manage employees, job codes, and the time clock.

This document will describe the different sections and functions of the POS Portal. Most screens are
identical to those in CRE/RPE and documents on http://fag.pcamerica.com that describe those screens

will be referred to.
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Inventory Management - Bump Bars

After selecting a store, you will be able to edit the bump bars at that store.

1:COUNTER
2:TEST
B:KITCHEN

Add

Bump Bar Id: { 1P Address: 1271271010

Mame; COUNTER Part; B001

Iritil Late Humer of |30
Order Colar: Secarids;

Secondary
Late Order  Choose eolor
Color:

Tertiary Late Number of |30
Order Color: Seconds:

Number of |60
Seconds:

Cleeen
O Newr
Crdler

Mumnber of 3
Panels:

Humber of [
Rows: Enabled

Orcler
Heacler
Backeobor:
Crder Header
Forecoior:
screen O 40 Column
Wth: @ g0 colurm

Setup Bump Bar Route | | Save Al

I Back

The screen that appears is the web version of the
Edit Bump Bars screen, which is reached in
CRE/RPE through the selection of the button of
the same name on page 2 of the Hardware tab
of Setup Screen.

If you are unfamiliar with this screen, refer to the
documents entitled Kitchen video system &
bump bar setup and usage guide.

When you are finished, select Save All.

Inventory Management - Categories

After selecting a store or multiple stores, you will be able to configure the categories at the store(s).

Category Description

FOOD  Foodl

External Reference

Selecting Edit will enable you to modify the
description or external reference number of the
category.

Selecting Delete will delete the category.

[ Add Category

Selecting Add Category will allow you to create a
new category.
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Inventory Management -> Departments

After selecting a store or multiple stores, you will be able to configure the departments at the store(s).

Department Description Category ID

1000 BURGERS FOOD

Change the settings of a department by selecting
the Select button in line with that department.

Select Add New to create a new department.

Department ID

Description BURGERS
Type
Touch Screen Display

Cost MarkUp

Category FOOD -Foodl

Print Dept Notes

Dept Notes

Require Permission

Require Serials

Bar Tax Inclusive

Cost Calculation Percentage
Square Footage

External Reference

Undate Cancel

After selecting a department and selecting Edit
or selecting Add New, you will be given the same
options provided to you in Department
Maintenance in CRE/RPE.

If you are unfamiliar with these options, refer to
the document entitled Creating Departments.

When you are finished, select Update or Insert.
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Inventory Management - Items

After selecting a store or multiple stores, you will be able to configure the inventory items at the store(s).

Item Num Item Name Department Change the settings of an inventory item by

1 CHOCOLATE NONE selecting the Select button in line with that item.

Select Add New Item to create a new inventory
A Mewe Item .

item.

Optioral Info Department of this item | NONE [v] Item Type O Bar Tax

gyu:::;r;;tm ’ Item Nurrber # In stock Taxl

Printers Description | CHOCOLATE Price you charge  13.0000 [ Tax2

Sale Pricing

Bk Fricig CHOCOLATE Average Cost O Taxs

Time Based Pricing

External Reference

Bonus Paint 12

Days valid 0

Location [y

[ wiaditier 1eem

[ check 1D Bsfors Ssling

[ count this Item
Allow On Deposit Invoices

Alternate SKUs

# Barcodes

Commission | % of Grass Profity| |0

[ Disable this item

[ Exchuded From Account Limits [ Prompt Quantity

O prompt price

[ Check ID # 2 Before Seling [ Allow Buyback

Print an receipt

Tag Along Ttem
Add

[ Foodstampable
[ auto-weight
[ use Seriahgatch #

[ Specil Permission

Add

[ promt Completion Date
[ Promt: Invoice Notes
[ prompt Description

[ sell a5 15*

[ Require Custamer
Prompt for Descrintion Over
0.0000

Remave

Remave

[ Exclude From Loyalty Plan
[ Print Ticket

[ scale Single Deduct
Allow Returns

[ Uabilty 1tem

General Ledger Mumber

Scale Item Type
@sold by Price
Oweighed on Scale
OWeighed on Tare

Discount Type(Retal Orly)

Percent

v]

After a selecting an item or choosing to create a
new one (and selecting an item type), you will be
presented with the same options as can be
found in Inventory Maintenance in CRE/RPE.

If you are unfamiliar with these options, refer to
the document entitled Inventory Maintenance.

When you are finished, select Save.

Inventory Management - Kitchen Printers

After selecting a store, you will be able to add and remove kitchen printers at that store.

Printer Mame:

| add || Back |

Delete

Delete

COUMTER

kitchenl

Kitchend

Type the name of a new printer and select Add
to add it.

Select the Delete button in line with the printer
name in order to delete that printer.
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Inventory Management - Purchase Orders

After selecting a store, you will be able to create and modify purchase orders for that store.

PO Type | Standard M |

PONumber g lorNumber Due Date  Tot

F\LTERS/[ PO Status | Open |~

1 5/19/2009 Wendar 1 05/19/2003 2579.0000 O o 1
LIST OF POs Order Type | Standard M

CREATE A NEW PO

Like the Purchase Orders screen in CRE/RPE,
purchase orders that comply with the filters will
be displayed.

You can select a PO by selecting the Select
button in line with that PO.

You can also create a new PO by selecting an
order type and then the Add button.

COrder Type | Standard verdor | Wendor 1 -last name, first name [ Ship Via
FReference # Terms Ship To

Instructions Due Date | 05/19/2009 Calendar

Inventory Search

Itemn Number:

Item Name:
Part #
Cwith open PO's

[Jat reorder Paint
ItemNum  Item Name In On Vendor Part Reorder Reorder Cost Case Cost  Num Per
Stock  Order Num Level Quantity [
o 1 CHOCOLATE 0 z 0 00000 0.0000 0
O GrFrc Gift Card 992999 o 0 00000 0.0000 0
O mui2 i 2 2345 o 0 00000 0.0000 0
O eI e dtem Test 250 25 345 45 25 2345.0000 2345.0000 25
O  MuniPerfa  MuniPerf4 0 234 213 BT 234 120000 123.0000 123
O MuniPerfé  MuniPerfs 0 234 2345 234 12340000 2340000 234
O MuniPerf?  MuniPerf? ES 23 £ 245 2340000 234.0000 234
] tM;;T‘;E'f g“’” Perf test 200 2 2 2 20000 20000 2
O phnifest  MuniTestFndl 234 1 1 1 L0000 10000 1
O muits L3 2345 o 0 00000 0.0000 0

Add Selectad Items

When a purchase order is selected or created,
items can be added to it as they are in the
Purchase Orders screen in CRE/RPE.

# Item# ItemName QtyOrdered CasesDrdered NumberPerCase Cost ExtCost QtyReceived QtyDamaged NewQtyRecy NewQtyDmg

Muni

O 1oem funiem (o 1 25 93,6000 2345 o oo 0
Test

O 2 g, wieerta [234 1 123 1.0000 234 0 0o 0

When an open purchase order is selected, parts
of it can be received.

Select Receive All to mark all items as received,
select Close to close the purchase order, and
select Save when you are finished making
changes.
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Inventory Management - Touchscreen Configuration

After selecting a store, you will be able to configure that store’s touchscreen.

Edit 0 GIFT CARD

Edit 1 HOT DOG

Edit

)

HOT PASTRAMI

Edit

w

HOT CORMED BEEF

Edit

ES

Edit

wm

CHICK MATZ 5P

Edit

m

POTATO KMISH

Edit

)

PEPSI
Edit FLASH REPORT

Edit

o

TIME CLOCK

Edit 1

=1

REORDER ROUND

Edit. 1

=y

COMP ITEM

Edit bl

%)

Recall Crder

Edit 13 MUSTARD

Edit 14 RUSSIAN

Edit 15 MAYD

m

TURKEY SANDWICH

HEAKDD

HEAMD2

HSANDL

CSaMND4

APP12

APPG

DRINKL

1234

TOP3

TOR1

TORZ

You will be able to configure the hot buttons by
selecting the Edit button.

Hot buttons 0 through 7 are on the top row from
left to right. Buttons 8-15 are on the bottom row
from left to right.

Refer to the document entitled “Creating a hot
button” for a description of your choices of hot
buttons.

Items & Departments

\Z

[ Custom Buttons

] [ Back to Store Selection ]

Departments

MONE
BURGERS

Caption NONE

[l Display Department On Touch Screen

Select Calor

Ttems In Department

your description
Gift Card

Caption | wour descrigtion

[l Display Itern On Touch Screen

Select Calor

Alphabetize

Save

Select Items & Departments in order to decide
which departments and items will be displayed
on the touchscreen. You will also be able to pick
the color of the buttons that appear.

The screen that appears is the web version of the
Items & Departments tab of Touch Screen
Configuration.

Select Save when you are finished making
changes.
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Inventory Management - Vendors

Here you can add, modify, and delete vendors.

Compary Mame

City

SEARCH | st

FORA— Zip Code
VENDOR

Country

Vendoriumber Company City

Select || vendor 1234

vendor 2345

MODIFY A VENDOR

sdasdsad  emerson nj
company 1 city 1 nj

company 2 city 2 ny

State ZipCode Country

0220 countyl
07045 county 1

10267 county 2

_—ADD A NEW ONE

Select a vendor by selecting the Select button in
line with it.

Add a vendor by selecting the Add New button.

Vendor Info
Store Association
General Info

Vendor Number
Fax
P 0 Daliver Method

Flat Rent Rate |0.0000
Minirnur Orcler |0.0000

Bilable Departrment bill dept1

Contact Info
First Name  first name
Telephone Number 1234567890
Emal dgsd@st.com

Address
Street Address streetl
City |emerson

2ip Code 08220

Company Name | sdasdsad

v]

Terms terms 2

Tax ID xczx
Cornmission |0

Social Secuity # 123456789

Last Name lastname
Fax humber 1234567890

Wwebsite [web.com

Extencied Address extended 1
state nj

Country |eountyl

Cancel || Delete || save

After selecting a vendor or choosing to create a
new one, modify or provide information for the
appropriate fields.

This screen resembles Vendor Maintenance in
CRE/RPE.

Refer to the document entitled “Vendors and
purchase orders” for descriptions of the fields.

Select Save when you are finished.
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Inventory Management - InventoryOrder (Item Transfer)

Here you can arrange the transfer of inventory items between stores from the software end.

Note: Item transfers can only be configured through the web portal, and they must be received

at the store level.

Note: Iltem transfers can only be done if the inventory exists (with matching inventory numbers

and descriptions) at both the original store and destination store.

Enter a reason for the transfer

First you must provide a reason for the transfer
and select Enter.

Crriginal Store ID ;

Search Store
Search Store

Destination Store 1D

Next you must select an original store and a
destination store.

Add Inventory

Next you must select Add Inventory and select
an inventory item that is being transferred.

It is recommended to check that the inventory
exists at both locations (Original Store ID and
Destination Store ID) with matching item
numbers as well as matching descriptions.

Which would you like to add to the transfer?

Individuals

Finally you must decide whether you are
transferring the items in cases or individually.
You will be asked for the number of items or
cases and the number of items per case.

1 CHOCOLATE 1001 1000t 3 0 0 0c 20 Mtorign
Add Inventory

You will be given the opportunity to add more
items to the transfer and edit or delete existing
items.

9|Page




Receiving Inventory From an Inventory Transfer

Note: This section will need to be performed at the store level receiving the inventory.

Charge
Description  Transfer test item Price with 520,00 Tax 3
tax
#1n Stock 30

Click to Selzct Picture.

Optional Info Pending Orders | Properties | Notes | Modifiers | Price Levels

Item: Transfer test item Print Labels | Keyboard
e Aug Cost $8.00000] @Tax o Bar

1. Select Administrative and then Inventory
Maintenance.

Ordering Info | Special Pricing | Matrix | Sales History | Recipe | Printers

Options | Additonal Info

— Alterate SKU
# Barcodes 70 emate SR8

Bonus Points o V Tag Along ftems V
Commission 0.0% @ @
Modifier ltem Disable this ltem Foodstampable
Location Exclude from Account Limit Prompt Quantity Auto-Weigh
Check ID Before Selling Prompt Price Use Serial/Batch#
UnitSize  UnitType [ Check ID #2 Before Selling llow Buyback Special Permission
0 Count This ltem Print on Receipt

Search by Item Number-sorted by name Profit%  300.0 % Retail Discount 0% Gross Margin 75.0%

2. Select Transfer.

I S [ o | e
P
s & | M 0 wo QNN o | o
L — . — | 3. At this window we will need to select the store ID that
OrderlD OrderDate Reason COrderedBy CreationLocatio

2017 1:20 PM | 1003 No Stock | 100301 1002

the inventory is being sent from under Creation Store
ID. This will only show the store ID at your location as
well as any store ID's that have sent inventory to this
location.

4. For Status to View use the dropdown to select the
status of the transfer (for example, Sent).

Note: Use the dropdowns to filter results.

5. Highlight the Transfer you would like to receive and
select, Select.
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bty Tanste 23656788 1003 ok el
[Fere |pacass]
Inventory  Origin Store D Destination Store D Search By Item Number | ] ﬂ I
temhum HtemName In_Stock Reorder_Level Reorder_Guarity  Cost Vendor_Nurber  Part # Dept_ID -1
W"‘“wurdesmmw... 0 [] [ 0.0000 NONE
2 Candy 0 [] [] 0.0000 NONE
dufgadthad choice 0 [] [] 0.0000 NONE
| 123 Coupan ] 0 0 0.0000 NONE 3
GIFT.C Gt Card 0 [] [] 0.0000 NONE
112 Gum 0 [] [] 0.0000 NONE
Fs Juice 0 [] [] 0.0000 NONE L
| 111 Sales kem 0 [] 0 0.0000 NONE
1 ada 0 0 0 0.0000 123 Z
Transfer ltems Packages For Current ltem

kemNum kemName Origin Tracking Num Weight Package Val Ship Date:
I Transfer test tem | 1001

6. Toreceive every item in the transfer at once, select Receive All.

7. Toreceive items individually select Receive Item (or Double-click an item in the Transfer Items list).

-
Receve Items * l h

ltem Mumber: test Quantity Ordered: 10

Quantity Damaged 0

s

Quantity Lost 0

8. At the Receive Items window enter the following information:
e Quantity Received
e Quantity Damaged
e Quantity Lost

9. When done select OK.
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o o e L s ——
| kems [ Packages |
Inventory  Origin Store ID Destination Store D Search By ltem Number | ] m I
kemNum ftemName In_Stock. Reorder_Level Reorder_Quantity Cost ‘Vendor_Number Part # Dept_ID [
W—yﬂwdwmu 0 [] )] 0.0000 NONE
2 Candy 0 o o 0.0000 NONE
difgadfhad choice 0 o a 0.0000 NONE
i 123 Coupon 0 [} 0 0.0000 NONE £
GIFTC Gift Card 0 o o 0.0000 NONE
112 Gum 0 [] 0 0.0000 NONE
FS Juice: 0 o 1] 0.0000 NONE (4
I 111 Sales tem 0 o o 0.0000 NONE I
1 da 0 0 0 0.0000 123 S
Transfer ltems
ftemMum ltemName: Crigin Tracking Num Weight Package Val Ship Date: Est Arival
i Transfertest tem | 1001

10. To complete the transfer select Close Order then select Save.

Transfer saved successfully

11. Select OK, then select Exit.
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Store Management -> Store Groups

Here you can create, add and remove stores to and from, and delete store groups.

Group ID Description

[ edit |[ Deete | [ select | 1000 MorthEast

[ edit |[ Deete | [ select | 2000 SouthEast

To edit the description of a store group, select
the Edit button in line with that store group.

To delete a store group, select the Delete button
in line what that store group.

To add and remove stores from a store group,
select the Select button in line that that store

group.

Store ID

1001

Delete | G001

Delete | G002

After selecting a store group, you can delete a
store by selecting the Delete button in line with
that store. The list of stores will appear to the
right of the list of store groups.

Add neww store

You can add a store by selecting Add new store
and selecting one.

Add new group

To add a new store group, select Add new group
and provide an ID and description.

13|Page




Reporting - Employee

Pay close attention to the information required to generate these reports and the information that you
can provide to make the reports more interpretable.

The Cash Pickups report lists all cash pickups, broken down by store, date, and cashier. Each listing contains the date and
time, amount picked up, and station ID. Cashier, daily, store, and grand totals of all pickups are calculated.

The Commissions report lists the commissions earned by each salesperson. Each listing contains the date and time, invoice
number, price, and commission. The grand total for each salesperson is also calculated.

Commissions can be configured in Inventory Maintenance and Prompt Salesperson must be checked in the Invoice Settings
tab of Setup Screen.

The Hours and Wages report lists information about the shifts worked by each employee, including the length of paid and
unpaid breaks. For each employee, their regular and overtime wages, sales, tips, and wages earned are provided.

The Employee Listing report lists the ID, name, address, city, state, zip code, and telephone number of every employee.

The Invoice Exception report contains a list of actions that triggered exceptions as well as the invoice number, item number,
cashier ID, amount, and quantity associated with that action. The list is broken down by store ID and date.

Invoice exceptions can be configured in the Invoice Settings tab of Setup Screen.

The Labor Cost report lists, for each day, the total sales, labor hours, labor wages, and the “labor cost percentage,” which is
the labor wages divided by the total sales, multiplied by 100.

The Operational Exception report contains a list of forbidden actions attempted by employees along with the date and time
that the actions were attempted. Exception logging must be turned on in Employee Maintenance or Job Code Setup (see
Permissions).

The Payroll Hours report lists, for each store, the number of hours worked by each employee on specific days (if details are
included) and in total.

The Payroll Hours by Store is the same as the Payroll Hours report, except the information is broken down by store group.

The Sales By Rep Summary report lists the salespersons in each store along with their total sales and commissions.

The Store Status lists each store’s upload status, download status, and number of negative stock items. Additionally, the dates
of the last physical inventory count, cycle count, direct store delivery, and adjustment at each store are provided.

The Tips report lists, for every invoice, a date and time, grand total, and tip amount.
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Reporting - Inventory

Pay close attention to the information required to generate these reports and the information that you
can provide to make the reports more interpretable.

The Controllers End Stock report lists, for each store, all items (number, name, vendor part number) and the quantity in stock
at the beginning of the time period, the cost and value (cost multiplied by quantity) at that time, and the same at the end of
the time period.

The Controllers End Stock by StoreGroup report is the same as the Controllers End Stock report, except the stores themselves
are grouped together by store group.

The Controllers Receipts Report lists all items along with information about purchase orders that contained those items,
including (case) quantities ordered and received, quantity per case (if applicable), and the quantities that were received and
damaged.

The InvCostOnHand report lists, for each store, the cost of on-hand inventory, and the cost of inventory in shortage.

The Inventory Adjustments report lists, for each reason code, the date and time of the adjustment, clerk ID and name,
quantity, item number and description, and the dollar value of the item.

The Inventory Item Activity report lists all items, broken down by department. Each listing contains the item number and
name, store ID, current stock, opening stock, closing stock, and accounts for the activities that resulted in the change in stock
level.

The Inventory Item Activity by Name report is the same as the Inventory Item Activity report, except the items are sorted by
name.

The Inventory Item Activity Extended report is the same as the Inventory Item Activity, except it distinguishes between
purchase orders and transfers.

The Inventory List report lists all items, broken down by department, with their item number and description, cost, quantity in
stock, value (cost multiplied by quantity), and price.

The Inventory List By Store report is the same as the Inventory List report.

The Inventory Movement report is the same as the Inventory Item Activity Extended report, except the value (cost multiplied
by quantities) of opening and closing stock are included.

The Inventory Sales Summary report allows you to view the total monthly sales of a particular item during a particular year.

The Pending Orders Item Details report contains all information contained in the Pending Orders report, except the item
number is provided, a customer cannot be selected, and the report can be generated for individual items.

The Pending Orders report lists the items in each department that are scheduled to be picked up during the date and time
range of the report. The due date, invoice number, and customer information are provided.

“Pending orders” are created when items with “Prompt Completion Date” checked within Inventory Maintenance are sold.
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The Purchase Order report brings up a purchase order of your choice.

The Receive Reconciliation report lists items (their number and description) that were received, the number that were
damaged, the delivery number, and source company.

The Receive Reconciliation By Store report is the same as the Receive Reconciliation report, except the items are broken
down by store.

The Reorder Report lists all items with stock levels less than or equal to their reorder level, as set in the Ordering Info tab of
Inventory Maintenance. For every item that is listed, the item’s number, name, department, store ID, cost, stock level, value
(stock level multiplied by cost), price, vendor part number, reorder level, and reorder quantity is provided.

The Top Sellers report lists the top selling items. Each listing contains the item number and name, quantity sold, and value
sold. You can choose how many top selling items to list.

The Top Sellers By Store report is the same as the Top Sellers report, except the top sellers in each store are listed.

The Vendor Listing report lists all vendors. Each listing contains the vendor number, contact name, company name, address,
and phone and fax numbers.
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Reporting - Sales

Pay close attention to the information required to generate these reports and the information that you
can provide to make the reports more interpretable.

The Controllers Sales Report (No Shifts) contains, for each store, sales totals that are broken down by payment type, taxes
collected, vendor payouts, payments made, net sales, discounts applied, and gross sales.

The Daily Totals report lists, for each store, the cost and price of items sold, the taxes collected, the grand total collected, and
the gross profit on individual days.

The General Hourly Report contains the number and total price of items sold from every department as well as the amount of
money collected during each hour.

The Invoice Total report contains a list of invoices, all either completed, on hold, or voided (you choose this prior to
generation), with the date and time, store ID, invoice number, customer number, cashier ID, payment method, total cost, total
price, taxes applied, grand total, and gross profit provided for each one. The list of invoices is broken down by date.

The Invoice Total By Customer report lists, for each customer, the invoices closed to that customer. Each listing contains the
invoice number, date and time, total price, and grand total.

The Payout Report contains information about vendor payouts. For every payout, the cashier ID, payment method,
description of the payout, vendor number and name, and amount is listed.

The Product Mix report lists all the items (number and name) in each department that were sold or returned (you choose
which) along with the vendor part number, location, quantity sold or returned, and the price of those items.

The Product Mix By Store report is the same as the Product Mix report, except the items are broken down by store in addition
to department.

The Receipt Listing report contains the information on every receipt for every completed or voided invoice (you choose this
prior to generation).

The Returns [Basic] report lists all returned items. Each listing contains the item’s number, description, vendor part number,
cost, and price, the invoice on which the item was returned, the quantity of the item returned, and the amount paid to the
customer.

The Returns [Itemized] report lists all returned items. Each listing contains the invoice on which the item was returned, the
name and number of the item, the quantity returned, the invoice on which the item was sold, the vendor name and number,
the vendor part number, the cost of the item, cashier ID, and the reason for the return. For this report to be useful, return
logging must be turned on. See the Invoice Settings tab of Setup Screen.
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The Sales By Vendor report lists all items with associated vendors that were sold. This list is broken down by category. The
quantity sold and prices charged on individual days, from each category, and in total are provided.

The Sales by Zip Code report contains a listing of zip codes and, for each zip code, the number of customers from that zip code
and the total sales to those customers.

The Shift Summary By Clerk report contains information about employees’ shifts, namely their cashier ID, the opening drawer
amount, the total sales they made (also broken down by payment type), the total account payments that were made during
their shift, the total vendor payouts they made, the amount in the drawer at closing (as reported by the employee), and the
discrepancy (if any).

This report is only useful if shift tracking is turned on (Time Clock tab of System Access tab of Setup Screen) and an
employee’s job code has Cash Bank enabled.

The Shift Summary By Date report is the same as the Shift Summary By Clerk report, except shifts are tied to the date and not
cashiers clocking in and out.
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Employee Management - Employee Maintenance

After selecting a store or group of stores, you will be able to create, disable, and modify employees at

those stores.

Employee Id:
Last Name:

First Name:

CashierID Name  EmpName Disabled FirstName
se o DAVE Dave
T — g‘ﬁg{gég 105H KaTHr
049 BROOKE KATHY
050 KaTHr KaTHr
% KELLL KATHY
AVEER AVEER KaTHr
ANDREW ANDREW KaTHr

dave DAVE
ENNIFER JENNIFER KaTHr
[(seeet ) Lisa Lisa AT

<——ADD AN EMPLOYEE

SEARCH FOR EMPLOYEES

MiddleName LastName:

Jinjhui HOLEN
HOLEN
HOLEN
HOLEN

widdle HOLEN

HOLEN

HOLEN

HOLEN

Select an employee by selecting the Select
button in line with that employee.

Select Add Cashier to create a new employee.

General Infarmation for: DAVE
Empioyee ID:
Pasgword: e
Display Name: DAVE

[oisable this employee [l Take CC Tips in Cash at End of Shift

Card Swine ID:
Hourly Wage: [8.0000

Overtime starts after this many haurs: |0

[“IRequire Clock-In Before Lagin

[ administrative Card Access

Personal Info ] [ Permission

] [__30b Cades and wages | [__Store Associations

First Name: | Dave

Street. Address 1;

Middle Mame: Street Address 2:
Last Name: ity
SSN/ID: State:
Phone #: (111)111-1111 Zip Code:
ey 2 @yahoo com
01,/01/2001
Eirthday 01/,
&dd Cashier

1 Main Street
#100

Pearl River
NY

10000

The screen that appears when modifying an
employee or creating a new one is the web
version of Employee Maintenance, an important
area of CRE/RPE.

For information about the options here, refer to
the documents entitled “Creating Employees”,
“Employee Permissions (CRE)”, and “Employee
Permissions (RPE)”.

Selecting Store Associations will allow you to
associate this employee with multiple stores so
that they can work at all of them.

Select Update or Add when finished or Delete if
you wish to delete the employee that you are
modifying.
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Employee Management - Job Codes

Here you can create, modify, and delete job codes.

JobCodeID

[ Select ” Delete ]

Cashier

Select the Select button in line with a job code in
order to edit that job code.

Select the Delete button to delete that job code.

| Add New Job Code ID

Select Add New Job Code ID to create a job
code.

Job Code ID

Default Wage

Default Overtime Wage

Access to POS

Record Cash Tips

Cash Bank

Require Cash Drawer Selection

Require Cash Count Screen on Clockout
Enable with Delivery Tracking

Itemize CC Transactions

Include Department Totals

Include Item Totals

# of Copies of Shift Report

Assignable by administrators only

After selecting Select and Edit or Add New Job
Code ID, you will be presented with various
options.

These options are the same as those that are
offered in CRE/RPE’s Job Code Setup.

Refer to the document entitled “Job Code Setup”
if you are unfamiliar with these options.

Select Update or Insert when finished.

Add TrventaryfKits

Edit Inventory/Kits

Add Vendor

Update Vendor

Acd Department

Ediit Department

PO Recaive Items

Create POs

Instart POs

View Tnventary Maintenance
View Inventory Maintenance Cost

Receive a negative Instant PO

Add or edit irventory promations

Modify an item's Department,
Description, and Vendor

Delete Inventory/Kits
adid Coupons
Giobal Special Pricing

hether or nat this employee can add inventory ftemns and
kits

‘whether ar nat this employee can update inventary items
and kit

Whether or not this employee can add vendors
Whether ar nat this employee can update vendars
‘whether or nat this employee can add departments

whether ar not this employes can update departments

whether or rot an employes can receive items off of 2
purchase arder

whether ar not an emplovee can create purchase orders

Whether or not an empioyes can receive stock through an
Instant PO

YWhether or not an employee can view inventory
rmaintenance,

Whether or not an employee can view costs in inventory
rmaintenance,

YWhether or not an employee can receive an negative
Instart PO

The abllity to add or edit inventory promotions, separate
from inventory add\edit permissions.

The abiity to modify the Departrient, Description, and
vendor for an item

Whether or not this employee can delete inventory items
and kits

Whether or ot this employes can add coupors,

Whether or not this employee can use the Global Special
Pricing screen.

Log As
Exception

Log As
Exception

Log As
Exception

Log As
Exception

Log &s
Exception

Log As
Exception

Log As
Exception

Log A3
Exception

Log As
Exception

Log s
Exception

Log As
Exception

Log As
Exception

Log As
Exception

Log As
Exception

Log As
Exception

Log As
Exception

Log As
Exception

=
a

a

a| (& & (g |&| |&| |&| |&| & (& [&@ |&@| |&@ |&] |&

=

After selecting Select and Edit, you will be given
the opportunity to change the permissions
associated with the current job code.

If you are unfamiliar with the permissions, refer
to the documents entitled “Employee
Permissions (CRE)” and “Employee Permissions
(RPE)”.
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Employee Management - Time Clock Management

After selecting a store, you can view the time clock records of that store.

Wiew times for cashier:
Select a particular cashier or choose “All”.

Al v
Start Date
232008 2:48:53 P Calendar
End Date Select start and end dates.
FAA0/2009 2:48:53 Phd Calendar

Select Refresh to view all time clock records that
-
meet the criteria.
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