Employee Time In/Out
Using Biometric Reader and SQL database

Time In:
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 at lower left of main sign-in screen or select [image: image2.png]on_oft



 from initial menu screen
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2. Press finger that was registered in system firmly on the Biometrics Reader and hold until message is displayed that your record has been found. (No image because it happens too fast for screen shot)
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3. Select [image: image5.png]I Accept



 to Time On system (No edits are allowed on this screen, if time is wrong have manager edit)

Time Off for paid break

1. Select [image: image6.png]


 from main sign in screen
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2. Press finger that was registered on system to Biometric Reader until accepted
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3. Select [image: image9.png]


 to acknowledge that you were entitled to a break but chose not to take one or select  [image: image10.png]


 to acknowledge that you took your break as scheduled.
Time Off for non-paid break

4. Select [image: image11.png]on_oft



  on initial menu screen or [image: image12.png]


 on order selection screen
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5. Press finger that was registered on system to Biometric Reader until accepted
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 to continue
[image: image16.png]A Are you ENDING shift?

Yes No





7. Select [image: image17.png]


 if you will continue shift after your break and are not required to settle accountability (Some locations require servers to work split shifts and turn in receipts at end of each shift, if this is required select Yes and see following section for instruction). When break is over Time In
Time Out – End of Day
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  on initial menu screen or [image: image19.png]


 on order selection screen
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2. Press finger that was registered on system to Biometric Reader until accepted
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 to continue
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 to continue
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5. Enter total amount of Tips to Report with key pad on left and select [image: image26.png]I Accept



 to continue
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 if correct or select [image: image29.png]


 to go back and enter correct amount. Your shift is ended and required reports will automatically print.

