Add New Employee
(Using Edit Employee Rcs in Options #1 menu)
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2. Select [image: image4.png]Add
Employee



 and then type in Card Number, Short Name (8 Character Max) and Long Name. Select down arrow at right of Classification field to show list of employee classifications (0-9) and select one that applies to the new employee. The Employee Classification field will automatically be entered. Tab to continue. **See bottom of doc for more detail on Classifications.
3. Type in Drawer Access Code. Use 9999 for shared access or Card Number for individual access. Leave blank or 0000 for no cash drawer access. Tab to continue.
4. Type in Copies of Accountability. Use 1 for single copy of accountability report (04) generated and printed at end of shift. Use 2 for two copies, usually one for server and another to turn in with receipts. Use 3 for blind accountability, report generated but not accessible to server or cashier. Tab to continue.
5. Type in Tax Override Switch. 0 is normal, 1 will tax all items ordered by this employee at tax level 1 in the tax tables. (not used in most situations) Tab to continue.

6. Type in Location Switch. If more than one location is available at facility use number of primary location for this employee. Otherwise leave blank or enter 0.
Selecting additional settings

Select item to change from No to Yes and back
1. Select Enforce Card Access and set to Yes if you wish to require employee to use mag-stripe card to Logon to system.
2. Select Restrict Tendering and set to Yes if you do not want this employee to be able to tender out and close orders.
3. Select Auto Account Assign and set to Yes if this employee will have system be able to auto-assign order numbers. Useful for quick service or bartenders when there is no need to assign table numbers to order.
4. Select Guest Count Prompt and set to Yes if you require employee to enter guest count before new order can be opened.
5. Select Self Route and set to Yes if you want ticket to be printed at terminal in use when order is sent. Useful in situations where server must control order creation, for example, at bar with multiple bartenders. Servers would create order and then hand the generated ticket to a free bartender to fill the order.

6.  Select Restrict Transfers and set to Yes if employee is not allowed to transfer orders without manager.
7. Select Zero Accountability at Time In and set to Yes to automatically zero accountability record for this employee to start a new day when they clock on for their shift. If set to No the employees accountability records will carry over day to day until cycled.
8. Select Use Current Servers Name and set to Yes if servers name is to be printed on receipt. If set to No the server number will be printed instead.

9. Select Ignore 25 Open Limit and set to Yes if employee will have more than 25 orders open at one time. A bartender, for example, may routinely have more than 25 tabs running at the same time and should be set to yes, otherwise this should be set to No. 
10. Select Training Mode and set to Yes to allow a new employee to use terminal to practice without actually creating and sending orders.

11. After all fields are set as desired select [image: image5.png]Accept
Changes



. Start at step 2 to add another employee or select [image: image6.png]


 to quit.

Important: If using SQL database for Time & Attendance the new employee’s record must also be created in the SQL db before they will be able to sign-in. (See EditTimeSched.doc) 
