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

Timeclock

Cash Register Express and Restaurant Pro Express offer a time clock feature that allows
you to record the times that your employees are clocking in and clocking out. Time clock
tracking is useful for a variety of reasons, from payroll calculation to credit card tip
tracking and much more.

Table of Contents

Clocking in and Out to as an Employee

Require Clock In Before Login

TImeclock Receipt

Emergency Clock out

Integrated Timeclock Features

1|Page



Clocking in and Out to as an Employee

Please enter your ID or 1. To Clock in as an employee
swipe your card : .
Press the Time Clock button in
the bottom right hand corner
of the screen on the Employee
Login Screen.
R It is highlighted in red in the
Island Cafe [ image on the left.
Station: 01
8/19/2016
2:59:47 PM I
Password
Enter Password

Enter cashier ID 2. Enter your Employee ID

number and password
Cancel Keyboard

OK
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3. Press the Clock In button to

8/19/2016 - 4:52:09 PM

clock in.
Leave for If the employee has multiple
Clock In . .
Break job codes assigned to them,

Back from they’ll have to choose the

Break jobcode they’ll be using for

Emergency
Clockout

Clock Qut

their shift after pressing clock
in.

8/19/2016 -- 4:52:09 PM

4. When the employee is done

Leave for with their shift, follow the
Clock In
Break same steps above to get to the

Time Clock screen and press

Back from
Clock Qut Break Clock Out.

Emergency
Clockout
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Require Clock In Before Login

If you want to prevent your employees from using CRE/RPE without clocking in first.
Follow the steps below.

1. To access Employee

Man ager Maintenance to enable the
Require Clock-in Before Login
setting, Press the blue Options

button or Yellow Manager
Button and enter your
Administrator Credentials.

2. Press Administrator(5)
followed by Employee

Maintenance(F)
options General Information For:
Department | v| Card Swipe D | ]
Employee D o1 Customer ]
[ | Hourly Wage  'sn.o0 |
Display Name | | [JskeCeTism CashatEnd of s Clckto Selet Picure
[ Disale this Employee [ Require Cinck-in Before Login
I Permissions Personallnfo| Job Codes &Wages| sloreAssociations| Payroll Info| 3 U 0
. Use the Next and Previ
lm [Paget Page2| Pages e evious
Inventory Invoice Discounts End Transactions R(;:‘l‘?:m(}iﬂ = buttons tO f|nd the employees

Invoice Price . 3

Customers Changes Hold & Print ﬁ::" Special Prompt
= ms.
__Reports | potete 1rams Opon Cash Drawer [porgi v Vendor

Setul Payouts

__ OB | voidInvoices Sell NonInventory Buybacks Prompt

Restaurant X 3
=R 1 Allow Exit Tax Exempt Invoice Force Credit | promet

Handheld Cards

~ Retums Sell Gift Cards Charge Below | prompt
[Log as Exception Floor

you want to make changes to.

El
g
)
k3
<) <] Le] [¢] [€] |«

Search by Employee ID Theabilityto doinvoics and line discounts

Job Code Time Clock
Setup M
vamus i
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Employee Maintenance

Department
Employee ID 100143

options General Information For: Test

| Card Swipe ID

Customer

Display Name [somn

[ pisable this Employse

Hourly Wage  [s10.00

[T] Take CC Tips in Cash at End of Shift

Require Clock-n Before Login [

Permissions Personal Info‘ Job Codes & Wages ‘ Store Associations | Payroll Info

Inventory
Customers
Reports
Setup
Restaurant
Handheld

[JLog as Exception

100148

Previous

’W Pags1 Page2| Page?

Invoice Di it fres ‘v End T i Yes | Redeem Gift
Invoice Price EIi
Changes Yes .| Hold & Print Yes v Ie;eu Special
tems
Delete Items. Yes + Open Cash Drawer es + Vendor
Payouts
Void Invoices = | Sell NonInventory |ves | Buybacks

Allow Exit Yes .| Tax Exempt Invoice |ves .| Force Credit
Cards
Returns Yes | Sell Gift Cards Yes .| Charge Below

Search by Employee ID

Next

v

Floor

The ability to doinvoice and line discounts.
Job Code
Setup

@) Help Delete

Keyboard

Click to Select Picture

Yes v
Yes v
Yes ~
Yes v
Yes v
Yes v
Time Clock

Management

Exit

4. When you’ve found the

employee, click on the Require
Clock-in Before Login check
box to enable the setting and
press Save Changes before
exiting the Employee
Maintenance Screen or moving
to the next Employee.

Question Box

Now if the employee tries to
login to CRE/RPE without
clocking in first, they will
receive this prompt until they
Clock In. Pressing Yes makes
the Time Clock screen appear.
Pressing No brings them back
to the Employee Login Screen
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Time Clock Receipt for Employees

If you want your employees to have a physical record of when they are clocking in and
out of Cash Register Express; you can enable a setting to print a receipt when they clock
out. To setup the Timeclock receipt, follow the steps below.

6. To access the Setup Screen to
Man ager enable the timeclock receipt
setting, Press the blue Options
button or Yellow Manager

Button and enter your
Administrator credentials.

7. Press Setup(4) followed by
Setup Screen(G)

Account Control | Company Info | Couponing | Hardware | InternetFeatures Inventory | Invoice Settings

Payment Processing Quick Invoicing & Alerts

Restaurant Features

Reports

| Station Specifics

System Access H

Touch Screen

Access | Time Clock | Labor settings | Policy

Default Cash Drawer 51“ Login Method When using Employee Cash Drawers...
Clncknut Receipt (®) 1D & Password Or Swipe (@) Assign Drawer During Clock-In

T | Blind recount I drawer over/shart (C)ID Only Or Swipe () assign Drawer During First Login

Recountthreshhold s0.00] (O Swipe Only

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

8. Press the System Access tab

Security Method

I —— and then put a check in
D Check Exit Permission when Exiting o
from Login Screen Use permissions of current job code .
DSquact Drawer Start from (C) Use permissions of all job codes assigned to employee CIOCkOUt Recelpt bOX'
Deposits

Custom End of Day Prompt Amounts

| Description Enabled GLHumber GLHumberOffset

Scale Update Exit
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Island Cafe

Date/Tine: 8/19/2016 10:10:52 PH.
paty i Jéﬂ,‘,m :

Date/Time In : 8/
4 te/Time Out: B/
“ ??mg/worked: 5h

9. Now when your Employees

clock out, a receipt will print
with the Employee’s ID#,
Display Name Clock In, Clock
out, and total time worked for
the shift.

Emergency Clock Out

If you have to clock out an employee on their behalf because they aren’t available. You
can use the Emergency Clock-Out button from the Time Clock screen. First you have to

give the permission to the employee who will be allowed to approve the emergency

clock out.

Manager

1. To access the Employee

Maintenance to give the
Approve Emergency Clockout
permission, Press the blue
Options button or Yellow
Manager Button and enter
your Administrator
Credentials.

Press Administrator(5)
followed by Employee
Maintenance(F)
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!eneral |!!IDTI'"!IIOI'I !or: !l

Options Keyboal
Department :| Card Swipe ID |:|
Employee ID 01 Customer l:l
Password @' Hourly Wage
Display Name | | []ake CC Tips i Cash at End of Shif Click to Select Picture

[] Disable this Employee: [_] Require Clock-In Before Login

I Permissions Personal Inlo| Job Codes &Wagesl storeAssociationsl Payroll Inlol

[ Funclionaliy  [vaser _rese2] paseo] 3. Use the Next and Previous

a

Inventol Invoice Discounts _ End Transactions Redeem Gift _ H
TR feies Taceuis pewt v P e G buttons to find the employees
Customers s Hold & Print I&:ell Special
ms
__Repos | patots ams Open Cash Drawer arps Vendor you want to make changes to.
Payouts
[ Sl o invoicos Sell NonInventory [pronpr | Buybacks
Restaurant . .
————————— Allow Exit Tax Exempt Invoice Force Credit
Handheld Cards
Returns Sell Gift Cards Charge Below
[JLog as Exception Floor

Search by Employee ID The ability to doinvoiceand line discounts

01 v Job Code Time Clock
& >
Previous L3 Next

Options eneral ormation For:

Employee ID 100140 Customer I:l
Passuorg [ Houty Wage
Display Name [] Take CC Tips in Gash at End of Shift Click to Select Picture
[] visable this Empioyee [] Require Clock-In Before Login
Personal Info| Job Codes & Wages StoreAssociatiunsl Payroll Infol 4. PFESS PermISSIOI‘\S, f0||0wed by
Functionality || Pase? Page 3 . .
Functionality, followed by Page
Inventory Cash Alert Yes | Drawer Transfers | yes +| Pullback Yes. =
" Override Invoice
_Customers | CshPickups ves o Mllowlae [y Timecock [y 2, and set Approve Emergency
Reports lssue Credit Slip ves | e Edit Your Own [ +]
Setup P o o ime —_— Clockout to Yes or Override
_ r;f_d%m Credit ves | Allow Old Returns  [ves v Dirycou;;z Yes v °
Restaurant P
~————————— Override Refund Approve e T BuybackiTrade
Handheld e = == ik IHbOVe Defoult L =
Clockout |
[ILog as Exception %
Search by Employee ID Whether or notan employee can perform an emergency cashier clockout.

e " Uenpioes | [changes | 5"
Setup
——

Time Clock
n "

8/23/2016 -- 11:13:38 AM

5. Press the Emergency Clockout

Leave for button and enter the ID and
Clock In

Break password of the employee with

the Approve Emergency
Back from

Break

Emergency
Clockout N

Clock Qut

Clockout permission.
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Which cashier would you like to clock out?

6. Choose the employee you

would like to clock out and

100148 - John

press select.

Alternatively you can use Time
Clock Management to adjust
the clock out time of an
employee.

Integrated Time Clock Features

Now that you’ve setup your employees’ ability to clock in and out you can take
advantage of the features that are associated with the Timeclock.

Paid and Unpaid Breaks

Time Clock Management

Take CC Tips in Cash at End of Shift

Transferring and Combining Tables

Performing an End of Day
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https://c528a1c3-a-82a64781-s-sites.googlegroups.com/a/pcamerica.com/support/file-lockers/pdf-locker/Using_Paid_and_Unpaid_Breaks.pdf?attachauth=ANoY7coI8LUbFex6-M0CDh24-tJFPF29pDU8WSZWkXLM8eMTHRuvWlzj7xkApJSJDQy3aUM_4uBKdjAcKpNure91NE4uc5-wIfvsLay_3OQMx7i2LDtYULmK2DsFi8CxVKPnVH6rWOQrhFY9Xcx9hhQKHWrRb-CvGL0SzHqfCDw-wbgNRBCUR7gFDB5Gp2W487oT-AjMd6k1IiP0hOPn6WjV-9usp8YBfP4aaqKIGO4ETC0uRKD6lpVDWfh8WV44YHat01sz80g3uhQ0RbcHhXeLrZuLe_HlkQ%3D%3D&attredirects=0
http://faq.pcamerica.com/software/employees/time-clock-management
https://c528a1c3-a-82a64781-s-sites.googlegroups.com/a/pcamerica.com/support/file-lockers/pdf-locker/Take_CC_Tips_in_Cash.pdf?attachauth=ANoY7cr0DNnTVSnJUhMSs7rlhQ9YCxVBMJndiOXCFZ1TaurIx2XmA5W1hDUpQu4WscEaxCJZnSahDZ624xmmq2Ba_yYQN7CrYmkHAM3Rb5JiI25Q4Be5cVInDhGsMYmiXh3nPGcMIQt4dzbkjZiIEsREYlRFd2jnO7q94iNYbzQyJv6TcBQ8cysR0e81WrCX59rqxCWi9yu85qAlfgOvOgnR7QnzDPkror7FRZH8IsB9dpTvm0IX3r-C32OIsavhpDXDpNDvRGW0&attredirects=0
https://c528a1c3-a-82a64781-s-sites.googlegroups.com/a/pcamerica.com/support/file-lockers/pdf-locker/Transferring_Combining_Tables_Transferring_Servers_RPE.pdf?attachauth=ANoY7coAAD0YYBfPAlqhcnfBjs-rdRKNrGtekyL4NSSamGjoSUi1qR8PhFPL7w2jDAcfdyhYIUkHopAcHhScdXc4oNA_ZHS1l-gR4tvZMRNuhfc9RF5cijiLXKpmkRaookfG-MQsB7Y8YE31pxY4vQhPcCcKItMfQeUn2GV6jHT9KxvcnZc9o-_0pSje3pJbSg2nZ_o41KPMyKVzRJpiCC1WIh0MMXwJoeDqHRMBE-D1pXsuRiYYkL9yIQD0klgj5JWZ99wInz9j3vH9yuKvjSxbyqzE9rg7qcS5KTK1OW-OujH-L8D7ykY%3D&attredirects=0
https://c528a1c3-a-82a64781-s-sites.googlegroups.com/a/pcamerica.com/support/file-lockers/pdf-locker/Performing_End_of_Day.pdf?attachauth=ANoY7crbXsfod1S1FBQJO2rXsVKG2w2suEZ1h6rIM1lwK_QrXDtXe_UorS7ikQRsfobrFlIfcRBt8VRyVb8S1JfVTwnjaHUOqv9RF1Yf62tF-4dZhDZnvAh--zTn-yEgwpZoatZuUYiJybbzKtDkeEiDRhZiNfB50GU719G9wu5NHz-0D6qxzCa5BVFBJhFIxu2HUlsrewbmhlvaL8RLiKC3tnkeMR48SFTaDvVitTJPLE7dk_sooeIYcy4v6to498vg5xp-YD12&attredirects=0

