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1. EMPLOYEE SCREEN (ADDEM)

· Click on File

· Click on POS DATA EDIT
· This brings up the Main Menu Screen. ( This screen used for all edits of Sierra system)

· Using Arrow keys go down to ADDEM (Second Menu down) 

· Press Page Down
· Showing should be the ADDEM Screen
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Note: If you need explanation at any field Press <F8> when cursor is located on the field requiring explanation

ABOUT THE EMPLOYEE RECORD FIELDS

· Employee #:  An Assigned Four (4) Digit Access Code

· Employee Long Name: 24 Character Name Field (First & Last Name of Employee)

· Employee Short Name: 8 Character Name Field

· Job Code: Allows for tracking time segments with the Time & Attendance software

· Prompt for Guests & Checks: Accounts for the # of Guests & Checks as Sign On Entry

· Drawer Shared Access: Allows multiple operators per cash drawer 

Note:  Server can be assigned Cash Drawer Access by either Terminal Records at the PC or Manager Function on the POS Terminal

· Primary Classification Code: Restrict Operations by Operator

· A list of Codes are listed on the right-hand side of screen

· Override Taxing Option: Allows taxing based on which Server places order

· Although each PLU # in the FDNMU screen is assigned a tax level (1-3).  This allows the server to give consistent taxation regardless of the terminal being used.

· Activity Employee Code: This keeps track of the employee’s activity on the system.

· When the employee is Clocked-On the system a <1> will appear

· When the employee is Clocked-Off the system the field will be blank

· Copies of Accountability:  This allows the employee the option of viewing their (06)

            Report.  

· Card Access Enforcement:  Will allow Card Access ONLY on the Terminals

· Time- In Zero Accountability:
· Self-ROUTE on PRINT Key:  Used when Remote Printer are very limited

<1> Will allow a kitchen preparation slip to be printed from the POS Terminal

· Restrict Tendering:  Disallows server from Tendering orders

*Primarily used by non-server personnel or helpers (runners)

· Restrict Transfering:  Disallows Servers to Transfer order(s) to another server

· Hourly Rate:  Give the Base Pay Rate :  Used in conjunction with Time & Attendance

· Orders CLOSED:  Indicates the number of orders handled during Employee’s Shift

· Orders OPEN:  Indicates the number of orders currently being handled by Employee

*Each Server can only have 25 Open Orders at one Time
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2. PRINT EXISTING EMPLOYEES

· Click on  Reports
· Click on  POS Data Base
· Click on Employee Accountability

· Report will print

3. TO MAKE CHANGES TO AN EMPLOYEE RECORD

· Click on File
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Click on  POS DATA EDIT
· Arrow Down    (      to ADDEM for Employee Records

· Press Page Down 
· Enter 4 Digit Employee #
· Press Esc to Display

· Enter Employee’s SSN
· Enter Long Name & Short Name
· Enter all other pertinent information

· Note: Open & Closed Orders are tallied by the system

· Press Esc to Update

· 3 Options:
1) Enter next Employee #
2) Press Page Up  to return to Main Menu

3) Press End to return to Master communication Monitor

4. SET-UP AN EMPLOYEE FROM COPYING

For Example: You want to add a new server by using an existing server’s data

· Click  on File
· Click on POS DATA EDIT
· Arrow Down   (   to ADDEM for Employee Records

· Press Page Down 
· Enter an existing Employees’ 4 Digit #
· Press  Esc to Display

· Input the new Employee # over the existing employee #

· Press Esc to Copy

· Input the new Employee #
· Enter new Long Name, Short Name, SSN, Hourly Rate
· Enter all other pertinent information

· Note: Open & Closed Orders are tallied by the system

· Press  Esc  to Update

· 3 Options:
1) Enter next Employee #
2) Press Page Up to return to Main Menu

3) Press  End to return to Master Communication Monitor

5. DELETE AN EMPLOYEE
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Click on File
· Click on  POS DATA EDIT
· Arrow Down   (   to ADDEM for Employee Records

· Press Page Down
· Input Employee # to be deleted

· Press Esc   to Display

· Arrow Up    (    Twice (2)
· Input  9999 in the Delete Record Field

· Press  Esc   to Update

· 3 Options
Delete another Employee (Follow the same steps)

Press  Page Up  to return to Main Menu

Press  End  to return to Master Communication Monitor

7. DELETE TERMINATED EMPLOYEES 

· Click on File
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Click on POS DATA EDIT
· Press    Home
· Type in DELEM over XXXXX

· Press   Esc  to Display

· Enter the Old Employee 4 Digit #
· Press   Esc   to Update

· Press   Page Up   to return to Main Menu

· Press   End  to return to Master Communication Monitor
8. SET-UP EMPLOYEE SCHEDULE (Time & Attendance)

· [image: image6.png]g - SNCFDN3 |_ =]

e s E Y =NE =N

JELEM heeesilV] DELETE EMPLOYEE ORDER AND T&R -
ARGUS POS

1980000880002

4 Override to Delete

EMP#

1070 2020 13453
This form DELETES
=MPLOYEE RECORDS
FROM BOTH THE
DNEM" and the
DNTA™ Tables.

NFDN  Start Menu 090486



Click on File
· Click on POS DATA EDIT
· Arrow Down   (   to MNTMA
· Press  Page Down  
· Arrow Down   (   to TMAEM
· Press   Page Down   
· Enter Employee # (4 Digit Access Code)

· Press   Esc   to Display

Note: Only enter Task or Job Code if employee is working different job that specified
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Tab over to <HHMMi> = Start Shift Time

· Tab over to <HHMMo> 

            =End Shift Time

· Fill in the employee’s schedule for both Week #1 and Week #2

· Press    Esc   to Update

· Enter next Employee #
· Press  Page Up   to return to Main Menu

· Press  End   to return to Master Communication Monitor

9. SET-UP +/- SHIFT INCREMENTS

Note: This allows individuals to log on or off early or later than start/stop time with out manager 

Approval.

· Click on File
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Click on  POS DATA EDIT
· Arrow Down    (    to MNTMA
· Press   Page Down  
· Arrow Down    (    to TMALO for Location Time Keeping Rcd

· Press  Page Down  
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Press  Esc   to Display

· Arrow Down    (   to +/- On Shift Increments

· Enter the time in minutes you wish to restrict employees from Clocking In

· For Example:  0015 for 15 minutes
· Press Esc  to Update

· 3 Options
1) Enter New Employee 4 Digit #

2) Press   Page Up    to return to Main Menu

3) Press  End   to return to Master Communication Monitor

10. SET-UP AN EMPLOYEE TO TRAIN

Note: A new number can be created for training or the actual number can be used. When set up in training mode, the orders created will not be sent and they will not saved to daily totals.

· Click on File
· Click on POS DATA EDIT
· Press   Home   

· Enter FDNEM over XXXXX
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Press Esc  to  Display FDNEM

· Arrow Down   (   to Employee # & input the 4 digit Employee #

· Press  Esc   to Display

· Arrow Down    (    to Training  Mode & input  9 

· Press   Esc   to Update

· 3 Options
1) Add another employee for training

2) Press  Page Up  to return to Main Menu

3) Press End to return to Master Communication Monitor
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