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1. REPRINT REPORTS

This procedure is preformed when the closing has completed OK but reports did not print.
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· Click on Reports 

· Select Reprint Reports
· Select Day of Week (MO, TU, WE, TH, FR, SA, SU)

· Select Archive Drive  (D = Hard Drive     A = Floppy Drive)

· Select Report Name   Note: Input an< * > to print all Closing Reports

2. PRODUCTION SUMMARY REPORTS TO PRINT

· Click on Reports

· Select Production Summary Report

· Select Report you wish to print

· Enter the number of the Order#.que for the day of the report that is requested
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Note: A number 1-9 is placed in place of the #. The number corresponds to the day that the report is requested.  1 equals last close, 2 equals two closes ago and so on. System is setup to save a certain number of files. If set to save 3, order1.que, order2.que, order3.que will be all that exist on the D Drive. Most systems are set to 7.

· Enter Date of Report as mmddyy *Default as yesterday’s reports 
· Click on OK, Report should print
3. AUDIT SUMMARY REPORT TO PRINT 

· Click on Reports
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Select Audit Summary Reports
· Select Report  (from list above) 

·  Enter the number of the Order#.que for the day of the report that is requested(Same screen as Production summary)
Note: A number 1-9 is placed in place of the #. The number corresponds to the day that the report is requested.  1 equals last close, 2 equals two closes ago and so on. System is setup to save a certain number of files. If set to save 3, order1.que, order2.que, order3.que will be all that exist on the D Drive. Most systems are set to 7.

· Enter Override Run Date (Date of Report)   **Default is yesterday’s date
· Click on OK, Report should print
4. TRANSACTION REPORTS TO PRINT 

· Click on Reports
· Select Transaction List
· Enter the number of the Order#.que for the day of the report that is requested
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Note: A number 1-9 is placed in place of the #. The number corresponds to the day that the report is requested.  1 equals last close, 2 equals two closes ago and so on. System is setup to save a certain number of files. If set to save 3, order1.que, order2.que, order3.que will be all that exist on the D Drive. Most systems are set to 7.

· Enter Override Run Date (Date of Report)  **Default is yesterday’s date
· Click on OK, Report should print
5.  SALES REPORTS TO PRINT 
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Click on Report
· Select Sales Summary
· Click on requested  Report  
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Click on Type Report (either Current or Year to Date ) Click on white circle 
· Enter Override Run Date (Date of Report)  **Default is yesterday’s reports
6. SET-UP CONTEST REPORT

· Click on FILE
· Select  SALES DATA EDIT
· Down Arrow    (   TO POSF2
· Depress   PAGE DOWN  
· Input Record # 2001  **NOTE :TRACK 2 ITEMS RECORD (Records 2001 - 2099)
· Depress   ESC   to Display

                         Example:
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· Tab over to COMPARE FIELD     (Lower right-hand corner)
*For Example:11101 is the PLU # for Scotch, this will track Scotch 

· Depress   ESC  to Update

· Depress   PAGE UP  to return to MAIN SCREEN

· Depress   END  to return to Master Communication Monitor

· Click on  File
· Select POS DATA EDIT

· Tab over to SCHED (Closing Schedule 1)

· Depress   Page Down   to Display

· Arrow down to 20  Contest ​​--Input all 1’s M-S

· Depress   Esc   to Update

· Depress   END  to return to Master Communication Monitor

TIME & ATTENDANCE (Must have additional software)

7. DAILY EXTENDED HOURS

· Click on Reports
· Select Time & Attendance
· Select Daily Extended Hours
· Select By Card for Primary

· Select By Date for Secondary

· Click on OK
8. WEEKLY EXTENDED HOURS

· Click on Reports

· Select Time & Attendance
· Select Weekly Extended Hours
· Select By Card for Primary

· Select By Date for Secondary

· Click on OK
9. TRANSACTION BY SORT KEY

· Click on Reports

· Select Time & Attendance
· Select Transaction By Sorted Transactions
· Select By Card for Primary

· Select By Date for Secondary

· Click on OK
10. SET UP 40 HOUR WORK WEEK
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Click on File 

· Click on POS data Edit 

· Press Home Key then type TMALO at XXXXX                     

· Press Esc to get TMALO screen then Esc to display Data

· Note: Settings for overtime to begin after 40 hours worked per week

· Set desired settings then press Esc to save or End to not save.
11. EDIT TIME & ATTENDANCE

· Click on File
· Click on Time Data Edit 
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· Click on File
· Select Time.que (If not showing on menu select Open. Then find Time.que in the POS Directory.) 

· Open Time.que (Highlight Time.que by Click on it one time then Click on  
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Double Click on selected Record number

· Make necessary changes in box that appears

· Click on OK when done editing this record. 

· Do next record requiring edit same as last steps.

· When done editing Click on file then exit.

Note: To edit Time & Attendance from Terminal, refer to Manager’s Training Guide

Note: Cycling Tips and Attendance should be performed after the last day of the pay period.

12. CYCLE TIME & ATTENDANCE

· Click on Closing
· Select Cycle T &A
· Select Pay period, Month, Quarter or End of Year
· Report should print as it cycles out the file
13. CYCLE TIPS

· Click on Closing

· Select CycleTips
· Select Pay period or End of Year 

· Report should print as it cycles out the file
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