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Preface
Declarations

Preface

Declarations Warranties

Although the best efforts are made to ensure that the information in this manual is
complete and correct, MICROS Systems, Inc. makes no warranty of any kind with
regard to this material, including but not limited to the implied warranties of
marketability and fitness for a particular purpose. Information in this manual is
subject to change without notice. No part of this manual may be reproduced or
transmitted in any form or by any means, electronic or mechanical, including
photocopying, recording, or information recording and retrieval systems, for any
purpose other than for personal use, without the express written permission of
MICROS Systems, Inc. MICROS Systems, Inc. shall not be liable for errors
contained herein or for incidental or consequential damages in connection with the
furnishing, performance, or use of this manual.

Trademarks

Acrobat Reader® and FrameMaker® are registered trademarks of Adobe
Corporation.

Microsoft®, SQL Server™, Excel®, Windows® are either registered trademarks or
trademarks of the Microsoft Corporation on the United States and/or other
countries.

Design and Production

This manual was written with Adobe FrameMaker.

Printing History

New editions of this manual incorporate new and changed material sine the
previous edition(s). Minor corrections and updates may be incorporated into
reprints of the current edition without changing the publication date or the edition
number.

Edition Month Year Software Version

Ist October 2007 1.5
2nd Jun 2008 4.0
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Preface
Document Overview

Document Overview The following document discusses the features and functionality for the
MICROS myLabor Product for labor management:
1. myLabor
¢ Human Resources Application (Configuration & Administration)
¢ Payroll Preprocessing Application (Configuration & Administration)
¢ Human Resource Interface

2. Enterprise Time Clock
3. Forecasting Module

4. Staffing Application

MICROS has made its best effort to organize these three applications in the
most logical manner.

For more information on any MICROS eBusiness products, please speak to
your Account Manager, a MICROS Regional Representative, or a Sales
Manager.

Y myLabor Feature
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myLabor

Product Overview

myLabor

myLabor is an integrated human resources application designed to support the
recurrent requirements of employee data management. The application operates via
the Enterprise Information Portal (EIP) and is a virtually entirely web-based
application. Its comprehensive modules help control your restaurants labor costs
and maximizes productivity.

myLabor allows you to maintain human resources employee files, support Payroll
Preprocessing, generate staff scheduling, and has an enterprise time clock. It’s key
features include:

¢ Integrated Human Resources

* Manages centralized employee information, including personal data, I-9
documents, tax filing data for federal, state, and local agencies, and other
HR information

¢ Facilitates employee reviews and evaluation

¢ Maintains schedule availability and reports
¢ Complete Payroll Preprocessing

* Allows edits to time cards

* Supports vacation, sick, and other earnings information

* Considers minor employee specifications with respect to wages
¢ HR Interface

¢ Quickly migrate your existing Human Resources information by
downloading the myLabor HR Template. Enter all existing HR data and
import it back into the system in a matter of a few, convenient steps.

Enterprise Time Clock

Use the Enterprise Time Clock to communicate clock in and clock out information
directly from the POS level to the Web Services Application. Located on the POS,
time clock information is temporarily cached and, during preset intervals, is
uploaded to the Internet. Time clock information is immediately uploaded to the
Internet for better, more accurate time keeping functionality. In the event the store-
level cache is unavailable, the Enterprise Time Clock can open a channel to
myLabor using an Internet connection and upload crucial time clock information.

myLabor Feature
Reference Manual
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Product Overview
System-wide Features

System-wide
Features

Forecasting

Forecasting is an intelligent business tool that assists you in the critical planning of
your staffing, inventory, and production needs. Forecasts are created from many
key historical inputs such as gross or net sales, discounts, cover counts, and menu
item sales quantities, just to name a few. Forecasting provides high level visibility
throughout the enterprise by displaying ‘rolled-up’ forecast values to the highest
levels within the organization. Likewise, the tool provides ultimate enterprise
control through definable rules limiting forecast deviation, “Forecast Score Cards”,
and the approval process, to name a few. Forecasting is specifically designed to
catapult your sales by eliminating product waste and streamlining your operational
tasks.

The Forecasting application allows users to apply historical data information to
forecast future sales for the Scheduling application. Users can create, store,
displays, and edit forecasts as the situation demands. Forecast inputs are derived
from the POS historical data that is uploaded to the web-based Forecasting
application. Forecasting allows the user to:

¢ maintain historical information based upon pre-determined intervals (usually
15 or 30 minutes)
¢ apply current week’s data and last year’s historical data

* aggregate forecasts for like historical types, such as bar sales vs. restaurant
sales

* edit incorrect or inexact historical data prior to generating a forecast

¢ define historical information about events that affect business trends such as
holiday, cultural/local events, or weather

¢ edit generated forecasts for a particular day part (ex. brunch or evening), day, or
week by adjusting monetary values or percentages

¢ review the source data from which the forecast was generated

* control approval of forecasts by security access to the application

The following section describes some standard features and tools that are available
or applied throughout the myLabor application.

Enterprise Information Portal (EIP)

The Enterprise Information Portal (EIP - also referred to as mymicros.net) is the
web-based Reporting and Data-Warehouse solution. It allows an owner/operator to
review restaurant information through a browser over the Web in near real-time,
with restaurants posting sales information every 15 minutes.

This functionality has been applied toward the myLabor application. Labor
management information will be uploaded to the web in 15 minute intervals, just as
information from the web will be downloaded to the POS every 15 minutes.

Page 2
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System-wide Features

Online Help
myLabor has built in help on many of its pages throughout the portal. On many
page there is a top menu bar:

( Choose Option | @ 4dd @Edt @Cancel @ Assipntolocstions @Help )

When you come to a page that has a Help button, clicking on it will open a pop-up
window with the features and fields for that page defined. Help pages are not
available on every page throughout the myLabor application, since many pages are
self-explanatory.

Security

External security is provided by a number of industry-standard safeguards,
including 128-bit SSL encryption of transmissions, Cisco Pix firewalls, and Oracle
database security features. Also, MICROS uses Symantec Anti-Virus Software in
addition to Symantec Anti-Virus Hardware.

Remote Transfer Agent

The Remote Transfer Agent (RTA)1 i which is sometimes referred to as the
.Connect Agent, is the hardware used to transfer information from the POS level to
the myMicros.net data warehouse and vice versa. The RTA works in typical client-
server fashion, providing information through the portal as requested by the user.

The RTA must be downloaded and installed. If myLabor is being added on to an
existing myMicros, iCare, or mylnventory customer, chances are the RTA is
communicating appropriately and there is no need to re-download the RTA.
However, MICROS upgrades information and jobs sent via the RTA periodically
and sometimes a new RTA is required for a system to continue running optimally.
MICROS will inform users if and when new RTAs are required.

Error Messages

Throughout the configuration in myLabor, myTasks, and Forecasting, when
incorrect actions are taken, you may receive an error message. These error
messages have been provided to ensure the integrity of the system information.
Messages appear due to some information entered that violates any system or
business rules. Usually these error messages are received due to a required field
being left empty.

1. The RTA is sometimes referred to as the .Connect Agent. These terms are used synony-
mously. In this document, the term RTA will be used

myLabor Feature Page 3
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Overview

Basic Administration

Overview

Locations

The myLabor System Administrator’s Guide is designed to assist and guide the
organization’s System Administrator with all common tasks. There are tasks that
are specific to myLabor just as there are tasks that are general to the MICROS
eBusiness Product Suite. Itis important that a System Administrator not only know
his or her area of expertise, but also that they are well versed and fluent in the day-
to-day administrative tasks.

Common MICROS mymicros.net tasks include creating locations, establishing the
reporting hierarchy, creating/modifying users and user roles, and assigning user
privileges and reports.

The following Basic Administration information is meant purely as an overview,
not as step-by-step procedures. For information on setting up and configuring any
of these in detail, please refer to the mymicros System Administrator’s Guide.

Generally, any System Administrator, or any appropriately privileged user, will be
able to create new locations. However, any locations added after the initial
implementation performed by the mymicros Implementation Group will be at an
additional cost. Therefore, adding a new location in the portal does not mean that a
new location will begin posting totals.

There are two general steps required to creating new locations:

1. adding the location and

2. establishing the organizational hierarchy.

The procedures mentioned here are described in detail in the mymicros System
Administrator’s Guide. Please refer to it for further assistance.

Basic Administration

Page 4

myLabor Feature
Reference Manual



Basic Administration
Locations

Usually, the mymicros Implementation Grow has already configured the enterprise
with the locations and hierarchy as specified upon initial setup. However, if you
need to add locations, you will be able to do so by navigating to Admin | Portal |

Organizational Structure

Organizational Structure - Locations

Portal Administration far
ACME Corporation

[ Save | [ cancel |
MName: |EIEIQ 1 Address Line 1: 123 Any Street
Location Reference: |SD1 Address Line 2: |
Source Mame and Yersian:( ) Address Line 3 |
Active: Postal Code: |
Labor Program: Select Labor Prograrm % Municipality:
Regian: Kentucky | Country: United States hd
Language: S English hd Phone and Fasx:
Mumber Woarkstations: ] Cost Tier, Select Cost Tier v
Weather Country United States hd Financial Calendar Please Select hd
Zip Code Cormp Store O
Currency Please Select hd Open Date BE
® Do not averride arganization tax setting
Cuisine Barbegue Ba\:;r-:—i}'éze O Met Sales for this location does not include tax
O Met Sales for this location includes tax
Serice TSR Enah!e iCare ® Do not averride organization setting
Style Override O Disable iCare OLTP for this location
Time Zone CsT hd Enable Enterprise Labar []

myLabor Feature
Reference Manual
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Basic Administration
Reporting Hierarchies

Repo rti ng The Reporting Hierarchy is used to determine how locations will be grouped for
Hierarchies reporting purposes. Locations can exist in more than one reporting hierarchy. This
is because different users and user groups may have different reporting needs.

For example, the ACME Corporation has fifteen table service style locations.
However, within the ACME Corporation exists an Italian restaurant, a seafood
restaurant, and a barbeque restaurant; also, these restaurants are spread out over 2
states, Kentucky and Tennessee. There are five of each type of concept (i.e., 5
Italian, 5 seafood, and 5 barbeque). Examine the following diagrams to understand
how different reporting hierarchies might be needed to suit the ACME
Corporation’s needs.

1. By Region/State - this diagram organizes the restaurants by their respective
states (Kentucky vs. Tennessee.

ACME
Corporation
|
| }
Kentucky 1 [« Kentucky Tennesee p  Tennessee 1
Kentucky 2 |+ | Tennessee 2
Kentucky 3 |« -  Tennessee 3
Kentucky 4 |« »{ Tennessee 4
Kentucky 5 |« p  Tennessee 5
Kentucky & |« »  Tennessee 6
Kentucky 7 |« »  Tennessee 7
Kentucky & |«
Basic Administration myLabor Feature
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Basic Administration
Reporting Hierarchies

2. By Concept/Style - this diagram shows locations sorted by concept,
specifically, Italian locations grouped together, seafood locations grouped
together, and barbeque grouped together.

A

Italian Concept

ACME
Corporation
Y Y
. Seafood Barbeque
[ 1
Itlizn 1 Corcapt Seafood Concept
— ltzlizn 2 SeAESLL
— Italizn 3 Searect
— ltzlizn 4 Seatood 4
— Italian 5 Seateeil

»{  Barbeque 1

—»  Barbaque 2

—»  Barbeque3

—m  Barbeque 4

—» Barbeques

3. By Concept and Region - this diagram takes the reporting hierarchies above
and combines them. Thisis helpful in determining, forexample, if the barbeque
locations in Kentucky are more prosperous than the barbeque restaurants in

Tennessee.
ACME
Corporation
Tennesee
v r ¥ A A N k.
Italian Seafood Barbeque Italian Seafood Barbeque
Concept Concepl Concept Concepl Concept Concept
A 4 A 4 l l
lssm Hssoz ‘ IBBO4 | | Ital 3 H ital 4 ‘ | Ital 5 ‘ | BBQ 3 ‘ | BEQS ‘
[ Sfd 1 ‘ | Sfd 2 ‘ [ Sfd 3 | [ Sfd 4 ‘ ‘ Sfd 5 ‘

myLabor Feature
Reference Manual
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Basic Administration
Reporting Hierarchies

All locations

assigned to levels

Tennesee or

All of the Reporting Hierarchies above show both the various reporting styles, as
well as the various levels that can be used. For example, in the diagram above,
some users will only be able to see the individual location reports, whereas others
may only be able to see the Kentucky seafood restaurants, whereas yet another user

will be able to see all the Kentucky locations.

Only System Administrators, or appropriately privileged users, will be able to
complete this task. There are three general steps that must be completed in order to

create the most basic of Reporting Hierarchies.

Establish the Hierarchy Name - usually this is the enterprise name;

2. Create Reporting Levels - these are the levels that will be reporting to the

Hierarchy created in Step 1;

3. Assign Levels/Locations - this step specifies which locations are reporting to
which levels and which levels are reporting to the created hierarchy.

When all levels and locations have been assigned, you will be able to use the filters

on the overview page to sort and organize locations and levels:

Portal Administration for

Reporting Hierarchy Relationships ACME Gormeration

[ Assign Level ] [ AssignLocation | [ Cancel

For the higrarchy: ACME Corporation

[ Edit ][ Delete ]

Search by Nams

Filter to - Filter by Parent
KEI‘ItIJCky \ Locations Only b » Tenneisee 7
Location ~ Parent
BEQ3 Tennessee
BEQS Tennessee
Location ltalian 3 Tennessee
Location ltalian 4 Tennessee
Laocation I . .
H H H H Portal Administration for
Location Reporting Hierarchy Relationships AGME Corooration
Lacatian \
[N\ Assign Level ] [ AssignLocation | [ Cancel
For the hierarchy: ACME Carparation
[ Edi ][ Delete ]
Seatch by Mame
Fitter to Filter by Parent
Locations Only b Kentucky
Type Location ~ Parent
Location BEQ 1 Kentucky
Location BEQ 2 Kentucky
Location BEQ 4 Kentucky
Location Italian 1 Kentucky
Location [talian 2 Kentucky
Location Seafood 1 Kentucky
Location Seafood 2 Kentucky
Lacation Seafood 3 Kentucky

Page 8
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Basic Administration
Managing Users

Reporting Hierarchies can be created and modified by navigating to Admin |
Warehouse | Reporting Hierarchies. The mymicros Implementation Group initially
configures the reporting hierarchy to reflect basic reporting structure. The System
Administrator, or an appropriately privileged user for the organization, is
responsible for creating additional reporting hierarchies. For detailed instructions
on how to create and maintain a reporting hierarchy, please refer to the mymicros
System Administrator’s Guide.

Manag [ ng Users After mymicros has configured the organization to be ready for use, four default
user roles will be sent to the new myLabor customer. These user roles are:

¢ System Administrator - enterprise level user with full portal access; this user
typically sets up users and user’s privileges

¢ Enterprise Manager - enterprise level user with portal access limited by the
System Administrator (i.e., similar to the Sys Admin, but with less privileges)

¢ Store Manager - store-level user with access to limited number of store(s)
information

¢ Download User - minimum access account for installation of the RTA

After the myLabor piece is implemented for an organization/location, the
organization will receive the passwords and information about these roles. From
there it is recommended that these roles be assigned to new users as they are
created. For example, an organization has Mike, Susan, and Lisa, all of whom have
been assigned the role of Store Manager. All three users have different usernames
and passwords, but possess the same user rights dictated by the Store Manager user

role.
( Choose Action | @ Save @ Cancel ) User Administration

Logon Mame | Display Narme |
Last Name | First Mame |
Paszword | @ Repeat Password | @
Role Select Role v Default User O
Language Select Language hd Active
Time Zane Select Time Zane hd Fevenue Center Optional Selection -
Ory Level Select Location hd gz:fol?evenue Center
Email Addrass | RESTAURANTION

Long Short

® o

v
myLabor Feature Basic Administration
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Basic Administration
myLabor Privileges

Users can be created by navigating to Admin | Portal | Users | Users. The steps to
create users can be found in the mymicros System Administrator’s Guide.

User Roles  User Roles can be created to manage users. User Roles are categories of users. User
roles can be used as a shortcut for assigning privileges and user rights. Instead of
having to assign individual user rights, a properly configured user role can be
created and assigned when new users are added to the systems.

For example, an “Employee” role can be created to provided limited user
privileges, such as, only being able to see one’s own schedule.

User Roles can be created by navigating to Admin | Portal | Roles | Roles. The steps
to create user roles can be found in the mymicros System Administrator’s Guide.

myLabor User rights must be restricted from both an overall portal perspective, as well as

Privi Ieges from a myLabor point of view. This section provides instruction for setting up the
Enterprise Information Portal to use the myLabor Application. Included in this
section are the steps to set up and assign myLabor-specific privileges and reports.

The following privilege sets will be discussed in this area:

¢ Human Resources - specify what rights and abilities will be available to users
in the Human Resources module

¢ Payroll Processing - specify what rights and abilities will be available to users
in the Payroll Preprocessing module

¢ Forecasting - specify what rights and abilities will be available to users in the
Forecasting module

myLabor Privileges are administered the exact same way as General Privileges.
Administration of myLabor Privileges are significant for a number of reasons. For
example, labor management deals with sensitive information, like Social Security
Numbers. Privileges can be established to determine which individuals will have
access to that type of information and which individuals will absolutely not be able
to see that type of data. Usually Portlet Administration is a task carried out by the
System Administrator, however any appropriately privileged user will be able to
perform this function.

Basic Administration myLabor Feature
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Basic Administration
myLabor Privileges

HUMAN RESOURCES PRIVILEGES

(_choose Action | @Sove @ Cancel ) Role Portlet Administration

~—— Forthe Role: Sys Admin

. /P_orllet Privileges \
Fortlet: Employees v
Can Add Employvee Records
Can View Employee Recards
Side M Title: Lab v
e enu Tie my-anor Can Modify Employee Records
Can Assign Employee to Wark in Another
Sort Order: 1 Store
Can Add Pay Rates
Can Modify Pay Rates
Hide: O “
Can View Pay Rates
HR Administrator
Enahle myPage: O Can View Salaried Pay Rates _/
Note You will notice that when certain privileges are selected,

others auto-select and gray out. This is because some
privileges are eclipsed by others.

Right/Privilege

Description

Can Add Employee Enable this option if the user/user role will be
Records permitted to add employee records

Can View Employee Enable this option if the user/user role will be
Records able to view employee records

Can Modify Employee | Enable this option if the user/user role will be
Records able to modify employee records

Can Assign Employee | Enable this option if the user/user role will be

to Another Store

able to assign an employee at one location to
work at an alternate location

Can Add Pay Rates Enable this option if the user/user role will be
able to add hourly employee pay rates

Can Modify Pay Rates | Enable this option if the user/user role will be
able to modify hourly employee pay rates

Can View Pay Rates Enable this option if the user/user role will be

able to view hourly employee pay rates

myLabor Feature
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Right/Privilege

Description

HR Administrator Enable this option if the user/user role will have
HR Administrative rights, i.e, be able to perform
the functions in HR | Admin

Can View Salaried Pay | Enable this option if the user/user role will be

Rates able to view pay rates for salaried employees

( Choose Action | @ Save @ Cancel )

~—— Forthe Rale: Sys Admin

PAYROLL PREPROCESSING PRIVILEGES

Role Portlet Administration

Fartlet Payrall 3 Portlet Privileges
CanYiew Employee Time Card Records
_ ) Can Modify Time Card Records for Home
Side Menu Title: LABOR hd Store Ernployees
Can Modify Time Card Records for nan-
) ’2— Home Store Employees
Sort Order. Can Add Employee Time Card Records
Can Add Employee Other Pay
Hide: O )
Can Close Labor Periods
CanReopen Closed Labor Periods
Enable myPage: O .
PP Adrninistrator
Right/Privilege Description
Can View Employee Enable this option to allow the user/user role to
Time Card Records view employee time card records
Can Modify Time Card | Enable this option to allow the user/user role to

Records for Home
Store Employees

modify time card records for home store
employees only

Can Modify Time Card
Records for non-Home
Store Employees

Enable this option to allow the user/user role to
modify time card records for non-store employees
only

Can Add Employee Enable this option to allow the user/user role to
Time Card Records add employee time card records

Can Add Employee Enable this option to allow the user/user role to
Other Pay add other pay to employees

Can Close Labor Enable this option to allow the user/user role to
Periods close open labor periods

Basic Administration
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Right/Privilege Description

Can Reopen Closed Enable this option to allow the user/user role to

Labor Periods reopen closed labor periods

PP Administrator Enable this option to assign the user/user role as a
Payroll Preprocessing Administrator

FORECASTING PRIVILEGES

There are three portlets which may have privileges configured in the Forecasting
Module. You may configure privileges for Administrative tasks, Events, and
general Forecasting tasks.

Forecasting - Admin

( Choose Action | @ Save @ Cancel ) Rele Portlet Administration

~—— Forthe Rale: Sys Admin

Portlet: Forecast A4 Portlet Privileges
Use Basic Editor
Side Menu Title: Forecasting v Use Advanced Editar
Sart Order 2 Can Generate Manual Forecast
Can ApprovelReject Forecast
Hide: O
Enahle myPage: O
Right/Privilege Description
Use Basic Editor Enable this option to allow the user/user role to
use the basic view as the forecast editor
Use Advanced Editor Enable this option to allow the user/user role to

use the advanced view as the forecast editor

Can Generate Manual Enable this option to allow the user/user role to

Forecast generate manual forecasts

Can Approve/Reject Enable this option to allow the user/user role to

Forecast the ability to approve/reject a generated forecast
myLabor Feature Basic Administration
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Forecasting - Forecast:

l: Choose Action | @ Save @ Cancel ) Role Portlet Administration
~—— For the Role: Sys Admin
- Portlet Privileges
Portet. LA W Wiew Forecast Profiles
Side Add, Edit, Delete Forecast Profiles
Menu Forecasting A4 _ _
Title: Yiew Assignment to Org Level
ot 1 Add, Edit, Delete Assignment to Org Lewvel
Order: Wiew Forecast Performance
Hide: O Add, Edit, Delete Forecast Performance
Access Role-hased Edit Configuration
Enahl
mr:ri'agee [ Can define the Mumber of Weeks ta retain
’ the Forecast
Right/Privilege Description
View Forecast Enable this option if the user role will be permitted
Profiles to view forecast profiles

Automatically enabled if Add, Edit, Delete Forecast
Profiles is enabled

Add, Edit, Delete Enable this option to allows user roles to add, edit,
Forecast Profiles and delete forecast profiles

Causes the View Forecast Profile privilege toenable
and grey out

View Assignments to | Enable this option to allow user roles to view
Org Level assignments to organization levels
Automatically enabled if Add, Edit, Delete
Assignments to Org Level is enabled

Add, Edit, Delete Enable this option to allows user roles to add, edit,

Assignments to Org and delete assignments to organization levels

Level Causes the View Assignments to Org Level
privilege to enable and grey out

View Forecast Enable this option to allow user roles to view

Performance forecast performances

Automatically enabled if Add, Edit, Delete Forecast
Performance is enabled

Add, Edit, Delete, Enable this option to allows user roles to add, edit,
Forecast Performance | and delete forecast performances

Causes the View Forecast Performance privilege to
enable and grey out

Basic Administration myLabor Feature
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Right/Privilege Description

Access Role-based Allows user roles the abiliyt to access role-based
Edit Configuration edit configuration

Can define the Enable this option to allow the user role the ability
Number of Weeks to | to specify the number of weeks a forecast will be
retain the Forecast kept for reference in th system

Forecasting - Events::

( Chooze Action | @ Save @ Cancel ) Role Portlet Administration

~—— Forthe Role: Sys Admin

Forlet Events v Portlet Privileges
Wiew the Events Definition
Side Menu Title: Forecasting 4 [] Add, Edit, Delete from Events Definition
Sort Order ’3— Wiew the Events Calendar
Add, Edit, Delete from Events Calendar
Hide: O 0 :an Re-Schedule Already Scheduled
Events
Enable myPage: O
Right/Privilege Description
View the Events Enable this option to give the user/user role read
Definition only permissions to events definition
Add, Edit, Delete Enable this option to give the user/user role the
from Events ability modify the entries within events definition.
Definition The option View the Events Definition will
automatically enable if this option is selected
View the Events Enable this option to give the user/user role read
Calendar only permissions to the events calendar
Add, Edit, Delete Enable this option to give the user/user role the

from Events Calendar | ability read only permissions to the events calendar

The option View the Events Calendar will
automatically enable if this option is selected

DEFINE MYLABOR USER PRIVILEGES
1. Navigate to Admin | Portal | Roles | Portlets

myLabor Feature Basic Administration
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2. Select the appropriate user role (or user name) and click Configure

P —
( Choose Action ( @ Configure )Cancel )
e

Role Portlet Administration

Search by Name 1

|Sys Adrnin /
Role « /

admin-ea -
Employ

Franchjse - Operatar

Store Download

test role_12345

taatrala w
3. Select the Employees and click Edit
(Chossc action | @l @Edt @Dekte @ Cancel ) Role Portlet Administration
S —
Search Role Portlet
Employees
~—— For the Role: SysAdmin
Portlet « Side Menu Number Side Menu Title
Bulk Forms 3 REPORTS 2
Daily Operatifing 3 REPORTS
Data Mappi 9 ADMIN
Dining Timg Chart g Mare Charts
Documenf Viewer 4 LINKS
Documghtation 4 LINKS

iCare CRM 6

iQuery Download 9 ADMIN

KPls by Date 3 REFORTS o
Note Only one set of privileges may be modified at a time.

4. Modify the appropriate check boxes next to the portlet privileges according to
the table below and click Save from the top menu

5. Repeat Step 3 for Payroll and the three portlets within the Forecast Module

Basic Administration myLabor Feature
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myLabor Reports By now, the enterprise has probably already been established with the core
mymicros reports. However, myLabor System Administrators will be able to assign
myLabor Reports to users on an “as needed” basis.

Note Please note that some myLabor Reports contain potentially

sensitive information, such as employee Social Security
Number, phone number, address, etc. Although efforts have
been taken to “mask’ sensitive material from unauthorized
users, please be cautious report content when assigning
reports to users/user roles.

Available Reports The following reports are available for use with the myLabor Application:

*

*

*

*

*

Employee Earnings Summary ¢ HR Employee Master

Job Earnings Summary ¢ HR 19 Renewals

Employee Phone List ¢ HR Employee Master Pay Rate
Employee Turnover ¢ Job Summary

Employee Job Summary ¢ Tip Exceptions

For a detailed description of the myLabor Reports, please refer to the myLabor
Reports Manual.

The general steps to assign a report to a user or user role can be found in the
mymicros System Administrator’s Guide. However, the steps to add myLabor
Reports will be included here.

ASSIGN REPORTS

1.

Navigate to Admin | Warehouse | Reports | Report Roles

2. Select a user/user role and click the Select button

3.

R'Ole Reports Partal Administration for

ACME Corporation

q Select D Cancel |

Search hyzme

Sys Adrain

Role
Enterfrise Manager
Storg Download

Click Add

myLabor Feature
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myLabor Reports

4. Use the Filter by Category list to view only myLabor Reports

Role Reports

(

Save

]

Cancel ]

Search by Mame

Name =

Emp Earning Summary
Emp Eamings

Emp Job Summary
Empl9 Renewal Repart
HR Emp Master

HR Emp Master

HR Emp Pay Rates
HREmpMasterPayRate
-9 Rerwal

Job Earning Summary
Job Earnings

Job Summary

Phone List

PP Summary

Filter by Category
myLabor Reparts A

Category =
myLabar Repaorts
mylLabor Reports
myLabor Reports
mylLabor Reports
myLabor Reports
mylLabor Reports
myLabor Repaorts
mylLabor Reports
myLabor Reparts
mylLabor Reports
myLabor Repaorts
myLabor Repaorts
myLabor Reparts
mvLabor Renorts

Fortal Administration for
ACME Corparation

For the Role: Sys Admin

Clear All
Type

Systern Report ”
System Report
Systern Report
System Report
Systern Report
System Report
Systen Report
System Report
Systern Report
System Report
Systern Report
Systern Report
System Report
Swstermn Renort bt

5. Select the reports to be added to this user/user role - you may select more than
one at a time

6. When you have selected all the reports you wish to assign to that user role,
click Save

Role Reports

( Save

D[ Cancel

Search by Mame

Name =

HREmphasterPayRate
-9 Renwal

Job Earning Summary
Job Earnings

Job Summary

Phore List

Filter by Category
myLabor Reparts hd

Category «

mylLabor Reports
mylLabor Reports
mylLabar Reports
mylLabor Reports
myLabor Reports
mylLabor Reports

Portal Administration for
ACME Corporation

For the Role: Sys Admin

Clear Al

System Report
System Report
System Report
System Report
System Report
System Report

7. Repeat steps 2-5 for all user/user roles who require myLabor Report
assignment

Basic Administration
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Questions?

Questions? If any of the material discussed in this chapter is unclear to you, please check the
mymicros System Administrator’s Guide. For further assistance, you may wish to
contact your MICROS Account Representative.

myLabor Feature Basic Administration
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Human Resources Administration

Description In the Human Resources Administration module, the rules that govern the
employment of individuals are configured. From labor laws to store hours, this
module is your Human Resources “one-stop-shop”.

These settings are generally considered “one-time” configurations and are usually
established by the System Administrator. However, as the rules that govern
employees change, the System Administrator reserves the right to modify and
tweak existing rules as needed. It is generally recommended that these
configurations be the responsibility of an experienced user(s).

Human Resources Administration

Marme Description
P Employee “iew, Modify, or Add Employees and Jobs
»  Admin
P Crganization Configuration Review and Modify Options
b Template Setup Download/Upload HR Adrministration Tem| Human R_GS.OUI'CG Administration
P Template Assignment Assign HR Ternplates to Roles occurs Wlthm.the HR I:“'IOd ule.
P Reason Codes Review and Modify Reason Codes and Ot These are .typlca"y 1-time
. configurations.
b Employee Change Tracking Select Employee Fields for Tracking
P Skill Level Review and Modify Employee Skill Levels
P Job Definitions Review, Add and Modify Job Definitions
» Child Labar Law Review, Add, Delete and Madify Child Labor Law
P Wage and Tip Law Review, Add, Delete and Madify Wage and Tip Laws
P Employee Availahility Configure Employee Availability
b Store Work Hours Review, Add, Delete and Modify Store Work Hours
» School District Review, Add, Delete and Modify School Districts
P Payroll Bank Define Banks Available for Direct Deposit
P Job Category Master Review, Add, Modify and Delete Job Category Master
P Labor Categary Master Review, Add, Modify and Delete Labar Category Master
Note Depending on User Rights and Privileges, the topics in this
section may be unavailable to you. If you have questions,
please see your System Administrator for more information
on these topics.
Features Employees are restricted and managed by a group of rules and settings:
¢ Organization Configuration ¢  Wage and Tip Laws
¢ Template Setup ¢ Employee Availability
¢ Template Assignment * Store Work Hours
Human Resources Administration myLabor Feature
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¢ Reason Codes ¢ School Districts

¢ Employee Change Tracking ¢ Payroll Bank

¢ Skill Levels ¢ Job Category Master

¢ Job Definitions ¢ Labor Category Master
¢ Child Labor Laws

The following sections discuss these features in detail.

Org anization In Organization Configuration, you determine how the organization behave with

Configu ration respect to information transferred from the POS and to the POS. In addition to this,
you are specifying how employee information is interpreted and the rules that
govern whether or not an employee will be accepted within the organization as a

whole.
( Choose Action | @Save @Cancel @ Help ) Human Resource Organization Configuration
Transmit S5M ta POS O

PC Application Password

Exclusion Prefix

PC Application Password Must Be 0
Murneric

Administer POS Password
Centrally

Yalidate Payroll 1D Before 0
Uploading Employee

Allow User Defined Payroll ID O

&

Hire Date Maximurm Days In Past

Hire Date Maximurm Days in
Future

Field Description

Transmit to POS Enabling this option will transfer the social
security number entered through web services
down to the POS level

PC Application Entering a value in this field will prohibit users

Password Prefix with that prefix from logging in to the web

Exclusion services application

PC Application Enabling this option will insist that any PC

Password Must be Application Password configured must be of a

Numeric purely numeric format

Administer POS Enabling this option will enforce the POS

Password Centrally Password is administered from a central location

myLabor Feature Human Resources Administration
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Field

Description

Validate Payroll ID
Before Uploading
Employee

An employee’s payroll identification number
will be validated before any employee
information will be uploaded from the POS if
this option is enabled.

Allow User Defined
Payroll ID

Enter a non-system generated payroll ID in this
field. Ex. 3rd-party payroll companies with
existing payroll ID numbers.

Hire Date Maximum
Number of Days in
Past

Define the number of days in the past an
employee may be hired.

For instance, an individual was hired on a date
that falls one day after the end of a pay week.
The the hire date may be set to a day before so
that the new employee is included the pay cycle.

Hire Date Maximum
Number of Days in
Future

Define the number of days in the future an
employee may be hired.

For instance, an individual was hired on one day,
but cannot start working until after his current
job ends. The hire date may be set to a day in the
future so that the employee’s status is recorded.

Enabling CONFIGURE AN ORGANIZATION

1. Navigate to myLabor | Human Resources | Admin | Organization Configuration

2. Modify/Enable the fields as necessary according to the table information above

3. Click Save

Human Resources Administration
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Template Setup

Screen Description

Enabling

Deciding what employees see when in the Human Resources Configuration screens
is determined by the organization. Template Setup works in conjunction with the
Template Assignment functionality. A System Administrator may have the ability
to see and manipulate all fields, whereas other fields may be greyed out or read-
only by a store manager. Templates may be created and assigned to certain user
roles in order to specify these fields. Essentially, a template or raw xml data can be
downloaded, modified, and then uploaded back into the application. After the
template has been modified and uploaded, it is then assigned to certain user roles.

Partal Administration for

( Choose Option | @ Dowwnload Template @ Upload Template @ Cancel @ Help ) MICROST01

HR Template Administration

HR administration templates allow you to customize the fields viewable/editable through the employes

administration screens. You may choose to use the master template (home and away store versions) or

upload custom template(s). For additional infarmation please the click the Help' button at the bottom of
the page.

This portlet allows you to download the master HR template and upload custorm HR templates.

Chaoose Template File To Upload

The screen is comprised of only a few functions.

¢ Download Template - selecting this option will allow you to download the raw
xml where you can make changes; you will need to specify a working folder on
your hard drive as the template’s destination

* Browse - enter the path to the saved and modified template; use the button to
open up an Windows Explorer window to search for the correct file; when you
are finished, you will need to select the Upload Template option

¢ Upload Template - select this option if you have a modified template that you
would like to upload back into the myLabor Application; you will need to have
navigated to the folder on your hard drive where you saved your modified
template by using the Browse option

¢ Cancel - select this option if you would like to quit your current action
¢ Help - select this to open a help page within the myLabor Application
DOWNLOAD A TEMPLATE

1. Click Download Template

myLabor Feature
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Template Assignment

2. Click Save

File Download

X

Do you want to open or save this file?

<@ MName: MasterHR Templates . xml

— Type: XML Document
From: 172.28.213.21

Open ﬂ [ Save ] I) Cancel
N — "

“wéhile files fram the Internet can be uzeful, some files can potentially
harm your computer. IF pou do not trust the source, do not open or
zave this file. What's the risk?

3. Enter the path where the template will be saved on your computer
4. Open the template and make any adjustments
5. Save the template

UPLOAD A TEMPLATE

1. Enter the path to where the template has been saved on your computer or use
the Browse button to open a Windows Explorer window where you can
manually search for your template

2. Click Upload Template

Template Template Assignment works in conjunction with the Template Setup functionality.
Assig nment After the downloading, modifying, saving, and uploading the template, it then

needs to be assigned to certain user roles. This action takes place in the Template
Assignment module.

( Choase Option | @ Save @ Cancel ) Template Assignment
Assign HR. Templates to Roles

Role Home Store Template Away Store Template

Franchise - Operatar Master Away Store Template | |Away Store v
Operations - East Hore Store | | Away Store v
Operations - West Hore Store | | Master Away Store Template v
Sys Admin Home Store | | Away Store hd
testrole Hore Store | | Master Home sStore Template

Human Resources Administration myLabor Feature
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Screen Description  The Template Assignment screen is a relatively straightforward screen. User roles
will be listed and the System Administrator will be able to use the drop-down lists
to specify which template will be in effect at that user’s home store versus what
template will be in effect at that user’s away store. Typically, a user role like System
Administrator would have the most functionality provided to him/her based on
template settings. The System Administrator should be able to modify and adjust
every field. Store Managers, on the other hand, might not need as many fields,
therefore a specially configured template might be better for them.

( Choose Option | @ Save @ Cancel )

Template Assignment
_~ Use these drop-down lists to

Assign HR. Templates to Role:

specify which templates will be
s assigned to the home stores and
away stores for all user roles
Store Template
= 3 PZ

Role Home Store Template

Franchise - Operator Master Away Store Template % | |Away Store b
Operations - East Home Store ~ | | Away Store v
Operations - West Home Store ~ | | Master Away Store Template
Sys Admin Hotne Store w

HAway Store B

If no template is assigned, then an error will be produced when the user attempts to
view the portal. This is because the system cannot determine what type of
information that user/user role is supposed to see.
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Reason Codes

Reason Codes

Reason Code Types

Reasons are sets of predetermined descriptors. There are two types of Reasons
Codes. Reasons in the Payroll Administration portion of the myLabor application
handle time card adjustments, availability requests, etc. Reason Codes in the
Human Resource portion of the myLabor application deal with termination and
leave of absence. When an employee performs an operation that might require a
reason, like going on break or being late for a shift, a reason might need to be
selected.

Enterprise Reason Codes for
( Choose Action | @ Select @ Cancel ) MICROS101

Search by Name

Reason Type =
Time Gard Adjustments
Ernployment Termination

Leave of Ahs Enterprise Reason Codes for
pvailability | (_Chaosz Action [ @ Add @ Edi @ Dekte @ Concel @Hep ) MICROS101

Pay Rate Ch | —— Time Card Adjustments
Forecasting g b by M
Other Pay Ty || Sore 2 NAME

Reason Code Default

'———— || Late From Break v
Late From break
Left early-sick

Another example is a time card adjustment. Employees might have to select from a
list of reasons, like Late, Early, On Paid Break, Forgot to Clock-In/Out, etc. These
reason codes are generated at the myLabor web-based level and then transferred
down to the POS for employee selection. Whatever the employee chooses will be
uploaded to the system, and recorded on his or her time card.

Reason Code Types are used to categorize Reason Codes. Reason Types are hard
coded into the system and can be used to classify Time Card Adjustments, Leave of
Absence, Termination, Forecasting, Availability Requests, and Pay Rate Changes.

TiME CARD ADJUSTMENTS

Create the reasons why a time card might need to be adjusted, like late from break
or left early due to illness. These justifications help explain why the System
Administrator or Store Manager had to enter an employee’s time card record and
update it manually.

Human Resources Administration myLabor Feature
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EMPLOYEE TERMINATION

When employees are terminated, it is suggested that a reason be provided.
Sometimes terminations are under good, professional circumstances, and other
times they ar not. Providing a reason or explanation as to why an employee no
longer works at a location helps employers in the long run. For example, a
restaurant has 6 locations in one county. The North County location hired Ted who
shows up for his first week of shifts; Ted then decides to “No Call No Show” for 3
shifts, resulting in immediate termination. Ted, who doesn’t want to buy a new
uniform to a different restaurant, drives across town to another location. When
Kristin, the hiring manager, pulls up Ted’s records, she’ll see the “No Call No
Show” reason code and think twice before hiring him.

These reason codes do not necessarily need to be negative in nature. A reason code
could be “Going Back to College” or “Moved Out of the Area”. For example, if a
minor employee’s parents decide to move to another state, the minor employee
might wish to continue working for the same restaurant when he gets to his new
home town. When the hiring manager at the new restaurant pulls up the termination
record and sees “Moved Out of the Area”, he or she may take that as a sign of a
good worker and hire the minor employee on the spot.

LEAVE OF ABSENCE (LOA) AND DAYS ALLOWED

If an employee’s status changes (this takes place in the Employee Configuration
module) to Inactive due to leave of absence, the need for an explanation might be
necessary. It is in the Reason Codes module where the reasons are created and
contained. When defining reasons to use with leaves of absences, you must also
indicate the maximum time an employee can be given based on the law or company
policies. For example, one company may offer 5 days of bereavement off for an
immediate family member, while another company might offer 7 days off.
However, if a national chain has a maximum of 3 days, but is in a state where the
minimum is 5 days, then the company must defer to the state law.

AVAILABILITY REQUEST

Availability Requests are intended to be used with the Employee Self Service
feature. The Employee Self Service feature allows employees the means by which
to provide their work availability, check their schedules, request time off, and
exchange shifts with other employees. Employers can set up reasons for employees
to classify time off requests, like Out of Town, Sick, etc. When employees are
unavailable, the data will be available in the Scheduling Application.

At this time, both the Scheduling Application and Employee Self Service is still
under development.
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PAY RATE CHANGE

From time to time it may be necessary for a manager to modify the pay rate for an
employee. For example, if an employee is not scheduled to work, but the manager
agrees to $1.00 extra per hour if the employee works on a day off. Again, this
reason is used to track, justify, help explain why an employee’s pay rate was
manually changed.

FORECASTING

These Reason Codes are used for the Forecasting Application. The Forecasting
Application is able to generate forecasts for scheduling, staffing, sales, etc. based
on data provided to the system.

OTHER PAY TYPE

Other Pay Types Reason Codes are used to explain why an individual may be
receiving a pay tha is not his/her typical or usual wage rate. Other Pay is added
directly to employees via Payroll Preprocessig | Time Cards.

When creating an Other Pay Type reason code, you will be able to specify options
to better define the reason code. These options are:

¢ Require Number of Hours - enable this option if quantity of hours must be
entered when adding other pay to an employee’s earnings

¢ Include in Labor Calculation - enable this option if the cost of other pay should
be factored into labor costs for the location

Note If this option is not selected, then, when labor is calculated,
there will be a variance between schedule labor costs and
actual labor costs.

¢ Require Amount Entry - enable this option if a monetary amount must be
entered when adding other pay to an employee’s earnings

¢ Default Rate to Selected Job - enable this option if other pay wage rate is the
same the hourly rate for the job

¢ Allow Rate Override - enable this option if the other pay rate may be overriden.
For example, if the Default Rate to Selected Job is selected and the rate is
$8.00, then $8.00 6.00 will populate the Pay Rate. However, this field will be
editable. If Allow Rate Override is not selected, then the pay rate will not be
editable.

Enabling CREATE A TIME CARD ADJUSTMENT

1. Navigate to myLabor | Human Resources | Admin | Reason Codes
2. Select Time Card Adjustment and click Select
3. Click Add from the top menu bar
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4. Enter the name for the Time Card Adjustment Reason Code

Reason Codes
(ChooseAdion | @ Save @ Cancel OHeIp) MICROS101

Time Card Adjustments

Feason Code: |

Default O

5. Enable the Default option if necessary

6. Save

CREATE AN EMPLOYEE TERMINATION CODE

1. Navigate to myLabor | Human Resources | Admin | Reason Codes
2. Select Employee Termination and click Select

3. Click Add from the top menu bar

4. Enter the name of the Reason Code in the field provided

Reason Codes

(ChooseAdion | @ Save @ Cancel OHeIp) WMICROS101

Ermployment Termination
Reason Code:

5. Save

CREATE LOA AND DAYS ALLOWED REASON CODE

1. Navigate to myLabor | Human Resources | Admin | Reason Codes
2. Select Leave of Absence and click Select

3. Click Add from the top menu bar
4

Enter the name of the Reason Code and the maximum number of days allowed
off in the fields provided

( Choose Action | @ Save @ Cancel @ Help ) Enterprise Reﬂso;\lm(éOR(::?SS1fg1l'

Leave of Absence

Reason Mame |HEALTH

Maximum Days |50

5. Save
CREATE AVAILABILITY REQUESTS

1. Navigate to myLabor | Human Resources | Admin | Reason Codes
2. Select Availability Requests and click Select
3. Click Add from the top menu bar
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4. Enter the name of the Availability Request

Reason Codes

(ChooseAdion | @ Save @ Cancel OHeIp) WMICROS101

Availability Request
Reason Code: School

5. Save

CREATE A PAY RATE CHANGE

Navigate to myLabor | Human Resources | Admin | Reason Codes
Select Pay Rate Change and click Select

Click Add from the top menu bar

Enter the name of the Pay Rate Change

Sl

Reason Codes
(ChooseAdion | @ Save @ Cancel OHeIp) MICROS101

Pay Rate Change
Reason Code:

5. Save

CREATE FORECASTING REASON CODE

1. Navigate to myLabor| Human Resources | Admin | Reason Codes
2. Select Forecasting and click Select

3. Click Add from the top menu bar
4

Enter the name of the Reason Code and specify the Reason Category (see
below) from the drop-down list

Reason Codes

(ChooseAdion | @ Save @ Cancel OHeIp) MICROS101
Faorecasting

Feason Code: |mea| ended

Reason Category: Please Select »
Please Select
categaory 2
[ category 3

5. Save

CREATE FORECASTING REASON CATEGORY
If no Forecasting Reason Categories exist, follow the instructions below:

1. Navigate to myLabor | Human Resources | Admin | Reason Codes
2. Select Forecasting and click Select
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3. Select the Reason Categories

(Choose Action | @ Add @ Edl @ Delste @ Cancel @ Help ) Enterprise R“SO;\]AI.(:Z‘;Q?SSJS;

Reason Type: Forecasting

Reason Codes ‘ r Reason Categories \) l

Search by Mame

Reason Code ~ Reason Category

meal ended category 2
no table availab
section closed category 1

4. Click Add and enter the name of the reason category

Reason Categories
(ChooseAdion | @ Save @ Cancel OHeIp) MICROS101

Faorecasting

Reason Category: Category A

5. Save

These Forecasting Reason Categories will appear in the Forecasting Reason Code
drop-down list.

Reason Codes
(ChooseAdion | @ Save @ Cancel OHeIp) MICROS101

Faorecasting

Feason Code: |

Reason Category: Please Select »

Please Select
category 2
category 3
category 1

CREATE OTHER PAY TYPE REASON CODE

1. Navigate to myLabor | Human Resouces | Admin | Reason Codes
2. Select Other Pay Type and then click Select from the top menu bar
3. Select Add from the top menu bar
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4. Enter the name of the Other Pay Type reason code and enable the check boxes
next to the appropriate options

( Choose Action | @ Save @ Cancel @ Help ) Enterprise Reason Codes

—— Other Pay Type

Reason Narme |HOIiday Pay
Require number of hours O
Include in labor calculation ]
Require amoaunt entry O
Default rate to selected job [

Allow rate override O
5. Save
Employee Employee Change Tracking is used to monitor changes made to employee records.

i When employee information is modified, a record is generated and is used to
Change Tracking ! : _
populate a report. This report details the change itself, as well as the date of the
change and the individual who made the change.

This feature can be used in many situations. For instance, Chrissy Smith has
recently married and decided to take her new husband’s last name of Peters. The
manager accesses the record, but accidentally updates Christy Smith’s last name. If
changes to last name are being monitered, then the report will show the update to
Christy Smith’s record rather than Chrissy’s Smith’s record. Another example of
when this may be useful is if a disgruntled manager accesses the system with the
intent of destroying human resources information, like social security numbers or
banking information. If these fields are being monitered, then a record of the
change is preserved. The data can be reverted back to its accurate state.

This information will be viewable on the Employee Change Tracking Report.

Within the Employee Change Tracking Module, you will be required to select a
table, or “category”, as well as specify what the field name from that table will be.
Table/Category options include:

¢ Job Rate

¢  Employee

¢ POS Configuration

A number of field names exist for the Tables listed above. For the list of available

options for the tables, please refer to “Appendix B: Employee Change Tracking
Options™ .
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Screen Overview

INACTIVE EMPLOYEE CHANGE TRACKING RECORDS

There are three states for Employee Change Tracking records: (1) Active, (2)
Deleted, or (3) Inactive. If an Employee Change Tracking record is tracking
modifications, then it is considered Active. Ifan Employee Change Tracking record
has never collected information, nor posted that information to the database, then
that Employee Change Tracking record may be deleted using the Delete option
from the top menu bar. However, once an Employee Change Tracking record has
posted any type of information to the database, the record may only be set to
Inactive.

To see Inactive records, you may push the Toggle Display Inactive Records button.
Otherwise, the overview page will only display Active records.

Below is an example of how the typical Employee Change Tracking screen will
appear:

(Choose ction | @ Add @Edt @Delete @ Cancel @Help ) Employee Change Tracking

Search hy Marne ( == Toggle Display Inactive Records :]
Change Code «  Table « Field Name - Inactive Date
Employee changes Employee Check Name

Mag Card Murmber  POS Configuration  Magnetic Card Mumber

Note If you elect to edit an existing Change Code, you will only be
able to update the name; table and field name become
uneditable fields.

Field Description

Change Code Displays the “code” or “common description” of the
component being monitered.

36-character alphanumeric limit

Table Displays the name of the table or category of fields
is being monitored

Options include Job Rates, Employee, or POS
Configuration

Field Name Displays the field name or the component being
monitored

Options are dependent on selected table
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Skill Levels

Field

Description

Inactive Date

Displays the inactive date of the employee change
tracking record (if any)

Toggle Display
Inactive Records

Push this button to view any inactive records

Enabling EsTABLISH AN EMPLOYEE CHANGE TRACKING RECORD

Skill Levels

AN e

Navigate to myLabor | Human Resources | Admin | Employee Change Tracking
Select Add from the top menu bar

Enter a Change Code

Select a Table (category)

Select a Field Name (component) to be monitored

Select Save from the top menu bar

Skill Levels rate how well an employee performs at job. Employee advancement is
often based on attainment of a particular job skill level.Skill Levels are assigned to
employees during Employee Configuration to rate an employee’s proficiency at a

particular job.

For example, skill levels might be Trainee, Novice, Proficient, Expert. Within those
categories there may be sub-categories of 10-1, 10 being the least proficient and 1
being expert. Therefore, it’s possible to have a Level 1 Novice whose next
“promotion” would be a Level 10 Proficient.

( choose Action | @ 4dd @ Edt @Delstz @ Cancel @ Help )

Employee Skill Level

Search by Name

Name «

Skill Level ~ Skill Level Value

Expert
Qutstanding
Mo

1 121
3 a7

Abo

Employee Skill Level

Ae ( Choose Action @ Save @Cancel @ Help j

Beg

Mame:

Skill Level:

Skill Level
Walue

Outstanding
3
a7

Note: The Skill Levels must be defined in Descending Order of Skills with 1 being the highest Skill Level,

Note: The Skill Leve! Values are a way to quantify the skills and roust be defined such that highest Skill Level gets the highest value.
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Enabling DEFINE A RESTAURANT’S SKILL LEVELS

Job Definitions

Navigate to myLabor | Human Resources | Admin | Skill Level
Click Add from the top menu bar

Enter a name for the Skill Level

Enter an integer for the Skill Level (1-10)

Define a Skill Level Value

Save

AN

MODIFY AN EXISTING EMPLOYEE’S SKILL LEVEL

The following procedure is used when configuring employees from within the
Human Resources Employee Configuration screen. Further information on this step
may be found in the myLabor User Manual.

Navigate to myLabor | Human Resources | Employee Configuration

Search for and select the appropriate employee

Navigate to the Location Configuration Tab | Job Rates Sub Tab

Select the correct Job Code Name from the drop-down list

Select the new Skill Level from the Skill Level drop-down list

Save

AN e

Jobs are defined in the Employee Administration module and assigned to
employees in Employee Configuration. Each employee is assigned one or more
jobs and have one primary job per location.

A job is an accounting entity that enables the system to track the labor activity of a
group of employees by their work category. Jobs are used for linking hourly
employees to a specific wage rate when they are clocked in, and for grouping labor
hours and costs into job categories for reports on labor cost analysis.

At this time, users are required to specify the revenue center when creating job
definitions. If revenue center were permitted to be left blank, then, when myLabor
totals are synched to the RES database, a mismatch would exist and . To resolve
this, revenue center specification is mandatory.
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Job Definitions

Job Types

Pay Rates

Assign to Locations

((Cimosetpton | @200 Lot @concel @ Assgntolocatons @ lep |

—_—
[ Fot ] Cwman ) Fid A0 )

Job Mame v || Stats With & AND

((Chovse Oplion | @ Save @ Corel @ Hel ) Job Definitions

Job Mame @ Cashier

(o (T

Page 1ol 1

Job Narne et
Barberrder Barler
Brader Chad

Cnhiny

Dishiwasher

oy

Job Mame (Caghier Job Category Back ofice cther v

) = - Cvamiding Salec -
Labor Category Kichan Employee Class Flease Select

e
2 | (CChomn Opfion | & Swv & Cocel @ Hep |
=h

Job Definitions

Job Marne © Cashier

Goneral )" e |

Effective From; 1110672007

Job Type: Houwrly

Crvertirme Ll [#] Overtirne Level 1 [ Owentime Level 2 O Cwvertime Level 3 [ vertime Level 4

Dedault Regular Hale

flro

Mirumuen Risgular Hale

Masirnum Rogular Rate:

Hourly jobs are paid by the hour, typically at the prevailing minimum wage or
above. Salaried jobs provide employees with pay that does not fluctuate regardless
of how many hours the employee works. For example, a dishwasher earning $9.50/
hr who works an 35 hours a week will make $332.50, whereas a manager who
makes a salary of $29,000/yr. will make $557.69 a week, regardless if he/she works
10 hours or 50 hours.

These options allow for the setting of the appropriate pay rates for the job. For
example, the minimum wage for a hostess might be $5.75/hr. in the state of
Maryland. However, a location may choose to set the default pay rate at $7.50,
which means that starting hostesses will always make $1.75 more than the
Maryland minimum wage.

After jobs are created, they should be assigned to locations. Since not every
location may have the same needs, not all jobs necessarily need to be assigned to all
locations. This is, however, always an option to assign job rates on a total
organizational level.
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Screen Description

For example, a small chain of restaurants offering alcoholic beverages is unable to
acquire a liquor license at one of their locations, so the owners decide to install a
coffee bar instead. The organization can therefore choose to not have the jobs of
bartender, bar back, or cocktail waitress assigned to the location without the liquor
license and can create and substitute a job like “baristas” (a.k.a. coffee bar server).
Since none of the other restaurants have this coffee bar, it seems unlikely that the
other locations would want to assign the job role of barista. Therefore, the job role
of barista only exists at the one, special location.

Also, jobs can be configured by location, which means that default specifications
need not necessarily be applied. For instance, two locations may both have the job
of “line cook”. At one location, the age requirement for line cook is 16 years and
the pay rate is $6.00/hr. At another location, the age requirement for the same line
cook is 18 years and the pay rate is $6.50/hr. Both of these locations use the same
enterprise-wide job definition, line cook, but configure it differently at their
locations.

When assigning certain jobs to locations, special pay rates for hourly employees
may also be assigned. Like the example of our liquor-less coffee bar above, baristas
might not require the same amount of experience versus that of a well-trained
bartender; therefore, the owners may decide that the barista should only make $7/
hr. as opposed to the liquor bartenders who make $9/hr.

GENERAL TAB

On the General Tab, you will establish the Job Name, the Job Category, the Labor
Category, if there is an Overriding Employee Class, define a Revenue Center,
determine Clock-In Privilege, as well as specify the minimum age required to
perform this job.

You will also specify how the employee will declare their tips, if the position is a
tipped position.

( Choose Opfion | @ Save @ Concel @ Help ) Joh Definitions
MICROS101

Job Name: Cook1
General \] f Type j

Job Mame Cook 1 Job Category Back Office
Labor Category BOH (Mon-Tipped) g‘\;esrgdmg Ernployee Flease Select

Revenue Center Please Select Clock In Privilege 0w

Declare direct tips on 0
clock out

Declare indirect tips on 0 Allows early or late clock 0
clock out out

CPern;Ltleusl declared an O Subject to Tipped Credit  []

Minimum Age
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Field

Description

Job Name

Each job is identified by the name (ex. Salaried Manager,
Bartender, Hostess, Line Cook, etc.).

Job Category

This field provides a means for grouping several jobs
together for reporting purposes. For example, dishwashers,
chefs and cooks may be grouped together in a job category
called Kitchen Staff. Job Categories are uploaded from the
POS.

Labor
Category

This field of for the labor category for reporting the hours
worked at this job (ex. Tipped Employees, Non-Tipped
Employees).

Overriding
Employee
Class

This field allows you to select an employee class whose
privileges will override an employee’s normal class when
working this job. Options for this field are uploaded from
mymicros.

For example, Maggie, the assistant manager is off on
Monday evenings. Chris, the head waiter, works as the
assistant manager on those nights. Christ is a member of
the “Waiters” employee class, which allows him a limited
set of privileges. On Monday evenings though, Chris
clocks in and selects the job “Asst Mgr”. When he does,
that job overrides his employee class and links him to the
employee class “Managers”. As long as he is clocked in as
Asst Mgr, Chris is able to use the privileges of theManager
employee class

Revenue
Center

This field is the Revenue Center in which the job is
effective.

Clock-In
Privilege

This is the privilege that an employee must have in order to
clock-in for this position. Clock-in privileges are assigned
to employee classes in Employee Configuration module in
the POS Configuration section under the Location
Configuration Tab.

Human Resources Administration

myLabor Feature
Reference Manual




Human Resources Administration
Job Definitions

Field Description
Minimum If there is a minimum age require for this job (ex. bartender
Age must be 21 years old to pour alcohol), then it should be

entered here. Entering it here will restrict the job from
being assigned to employees who are not old enough to
perform those tasks.

Check Box Declare direct tips on clock out - this option applies ifthis
Options job requires declaration of direct tips on clock out.
Employees working this job will be prompted to declare
their direct tips when clocking out. Direct tips are tips
received from guests.

Declare indirect tips on clock out - this option applies if
the job requires declaration of indirect tips on clock out.
Employees in this job will be prompted to declare their
indirect tips when clockout out. Indirect tips are tips
received from other employees.

Allow early or late clock out - this option allows
employees working this job to clock out early or late, even
when their employee class is not privileged to do so.

Print tips declared on clock out - this option causes a tips
declared chit to print when an employee working this job
clocks out. The chit shows the total amount oftips declared
by the employee for that shift.

Subject to Tipped Credit - this option defines tipped jobs
for calculating the tip credit. Select this option if an
employee in this job receives direct or indirect tips.
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TYPE TAB

New jobs must be associated with a job type. On this tab you will specify whether
the job is hourly or salary. If the job is hourly, the rates should be entered. Overtime
levels as well as effectivity dates are also established in this module.

( Choose Option | @ Save @ Cancel @ Help ) Job Definitions

General | e |
. " Hourly . . el
dopType: MY Effecthe From: 0G/29/2007
Cwvertime Level [ Cwvertime Level 1 [ Owertime Level 2 [ Overtime Level 3 [ Overtime Level 4

HOURLY RATES

¢ Default Regular Rate - the default pay rate is the normal starting pay for this
position. This can be overridden by the override regular rate. Pay rate changes
apply to future time clock entries. Current and past time clock entries remain at
the rates that were in effect when the occurred.

¢ Minimum Regular Rate - this field defines the minimum pay rate. It is the
lowest starting pay for this position.

¢+ Maximum Overtime Rate - this field defines the maximum overtime rate. Itis
the highest overtime pay for this position.

¢ Maximum Regular Rate - this field defines the maximum pay rate. It is the
highest non-overtime pay for this position.

OVERTIME LEVELS

These options are used to determine which overtime levels apply toward this job. A
location may have up to four overtime levels.

Note These labels can and will change as overtime levels are
defined. For example, if you create overtime level 1 and call
it “Time and a Half”’, then the label “Time and a Half”” will
appear next to these check boxes.

Enabling CREATE A JOB DEFINITION

1. Navigate to myLabor | Human Resources | Admin | Job Definitions
2. Click Add
3. On the General Tab:
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¢ (Required) Enter the job name, job category, and labor category
¢ (Optional) Specify overriding employee class, revenue center, minimum
age, clock-in privilege, and any checkbox options
4. On the Type Tab:

* (Required) Specify Hourly/Salary and enter an effectivity date (if Hourly,
enter default regular rate)

¢ (Optional) Specify Overtime Levels and/or any other rate information
(Hourly only)
ASSIGN TO A LOCATION

Navigate to myLabor | Human Resources | Admin | Job Definitions

2. Search for and select the jobs to be assigned and click Assign to Location from
the top bar menu

3. Select the location(s) where the Job will be assigned from the left pane and
specify minimum age, effectivity dates, overtime levels, and/or rate changes
that may override the default enterprise level settings on the right

Chocsn Option. | @ Save @ Coancel @ Hep ) Job Definitiows
K l = MICROS101

Job Name: Kitchen Manager Job Type: Sataried

Location Selection Clesr (

[lcup

¥ [ stores
Rucksilli:
[#] Tyzonz Comer
[ Potomac Wil
Springlield
] Crarengon
[ Lake Forest
[ Fair ks
] memniela
[ Laure
[ Restan

[ Greenbalt

[E— et F rarm 3]

Chertime Leval: [ chetirnae Lol 1 O Crvartmrie Lisd 2 O Orvestime Ll 3 1 Owertime Level 4

4. Save

Note This task can only be performed after jobs have been created.
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Child Labor When accessing the Child Labor Laws module, you are able to add a child labor

Laws law by clicking Add from the top menu bar. The page you are directed to has three
tabs: General, Overtime, and Work Restrictions. On these tabs, you can set up
multiple age ranges (ex. 14-15, 16-17) using the minimum and maximum age fields
to parallel the laws of your state. These tabs also allow you to define the maximum
consecutive days that a minor is allowed to work, assign overtime rules, exclude
minors from Sunday work, and require a Work Permit and/or Age Certificate.

{ Choose Action | @ Add @ Edi @ Cancel @Help | Child Labor Law

Search by Mame

Name =
MO Child Laws
PA Child Labor

Screen Description GENERAL TAB

On the General Tab, the functions include entering the name of the Child Labor
Law, setting minimum and maximum ages, requiring Work Permit and/or Age
Certificate, enabling the Sunday exclusion, as well as setting effectivity dates for
the Child Labor Law.

Child Laber Law

( Chooze Action | @ Save @ Cancel OHEIp) WMICROS 101

Child Laber Law: MD Child Labor Law

General \) ( Overtime Rules w ( Work Restrictions 1
Marne: WD Child Labor Law Minirnurm Age: 12
Maximum Age: T B-‘I:;;I:'num Consecutive
Age Certificate Regd: [ Work Permit Regd: (|
Sunday Exclusion: O
Effective From 11232007 Effective To:
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Work Permits & Age Certificates

Some jurisdictions require a Work Permit and/or Age Certificate for each minor
that is employed. Although Work Permits & Age Certificates vary from jurisdiction
to jurisdiction, generally they are issued by a representative of local government
(ex. school official, high school guidance counselor, etc.). These permits/
certificates validate the minor’s age and delineate the scope of duties that the
employee may (or may not) be allowed to perform. Age requirements may also
differ between jurisdictions. For example, some stores may require any employee
under the age of 18 to possess a Work Permit and/or Age Certificate, while others
may require permits/certificates for only 16 and under.

Since Work Permits & Age Certificates apply only toward some employees,
configuring the Work Permit requirement occurs on the General Tab of the Child
Labor Laws module. If this option is selected, the Work Permit number and
expiration date must be entered the Employee Configuration module for any
employee whose birth date (which is also entered in Employee Configuration) falls
within the age range.

OVERTIME TAB

On the Overtime Tab, you can specify which Overtime Pay Rules apply to the
Child Labor Law being created. Only Overtime Pay Rules specifically created for
minor employees or employees subject to work restriction will appear on this page

( Choose Action | @ Save @ Cancel @ Help ) Child Labor Law

General wf Overtime Rules wf Work Restrictions w

[ Default 1)

[ Double Tirme (2)

[ minor OT Rule-DC (1)
[ minor Rule

[ minor Rule 2

[ Test2(2)

Overtime Rules

Overtime rules define when and how much overtime pay an employee receives. For
example, state labor law may require that employees be paid time-and-a-half for
working over 40 hours a week. Overtime rules are defined in the Payroll
Administration portion of the myLabor Application. However, they are assigned to
Child Labor Laws in the Child Labor Laws module.
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WORK RESTRICTIONS TAB

( Choose Action | @ Save @Cancel @ Help ) Child Labor Law
Child Labor Law: MD Child Labor Law MICROZ101

General Wf Overtime Rules Wf Work Restrictions j
School Day Mon School Day

Earlle_st_ArrlvaI Tirme 7 ~| (oo v|[am > 7~ (oo v|[am >
Restriction:

Lates_t Dep.arture Time 7 | [m |[PM > 7 ~.[m v|[PM >
Restriction:

Max Hours Per Day: g A 3 v

Max Hours Per Week: 20 v 30 v

Max Days Per Week: 4 hd 7 b

Use this tab to specify any restrictions that apply to work arrival and departure
times, maximum daily and weekly hours, and maximum days per week for
employees who are affected by Child Labor Laws. These restrictions may be
extended further to include non-school days vs. school days.

Enabling DEFINE A CHILD LABOR LAW

Navigate to myLabor | Human Resources | Admin | Child Labor Laws
. Click Add from the top menu bar
3. On the General Tab:
¢ Enter the name for the Child Labor Law (ex. Kentucky Child Labor Law)
Specify Minimum and Maximum Age Ranges
Enable the Age Certificate Reqd option (to require an Age Certificate)
Enable the Work Permit Reqd option (to require a Work Permit)

* & ¢ o

Enable Sunday Exclusion (if minor employee is not eligible to work
Sundays)

* Assign Effectivity Dates (you do not necessary need an end date)

4. On the Overtime Rules Tab, enable any/all overtime rules that have been
created for this Labor Laws

5. On the Work Restrictions Tab, use the available drop-downs to establish
arrival/departure times, min/max hours per day and per week, and max
consecutive days of work for both school and non-school days (if applicable)

6. Save
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Wage and Tip
Laws

Minimum Wage

Tip Credit

Wage and Tip Laws define the parameters that reflect the requirements pertaining
to minimum wages and tip credits. Use Wage & Tip Law options to ensure
compliance with federal and state laws when hiring, scheduling, or calculating
employee pay.

( Choose Action | @ Add @ Edt @ Cancel @Help ) Wage and Tip Law
Search by Name
Default One
Name Default Minimum Wage g"”"m"“ Tip Credit - Maximum Tip Credit Effective From Effective To
mount Percentage
» Defaul One goo0 s05  worzm
¥ Tip law Four 536 285 2007-12-27
P Tip law Three 15.00 AO0T A0
¥ Tip Law Two 8.50 ( choose Action | @ Save @ Delete @ Concel @ Help ) Wage and Tip Law
—— Edit law effective in future
Marne: Tip law Four
Default O

Minimurn Wage: 5.36

Maxirmum Tip Credit 585
Armount

Maximum Tip Credit
Percentage:

Effective From: W
Note Child Labor Laws are configured in a separate module of the

myLabor Application. Child Labor Laws are labor laws in
the general sense of the term; however, they have been
broken out to ensure proper attention is given to them.

Overtime Pay Rules are defined in the Payroll
Administration portion of the myLabor Application.

The prevailing state or federal minimum wage law that favors the employee
becomes the basis for wages throughout myLabor. When the minimum wage is
changed in this module, all wages that fall below the new minimum wage will be
updated. This applies to the job rate and employee override functionality.

Tip credit is a percentage or monetary amount (set by federal or state law) that may
be deducted from the minimum wage of a tipped employee (i.e., employees who
receive tips). The law that favors the employee is honored.

For example, in one state, the allowed tip credit is 50% or $3.09. This means that an
employee may pay an employee $3.08/hr. (rather than the $6.15 minimum wage) as
long as the employee receives enough tips during a payroll period to earn the
minimum wage for each hour worked. If the employee’s combined earnings (i.e.,
wage, as adjusted by the tip credit, plus tips) average out to below minimum wage,
the employer must make up the difference. A Tip Exception report may be run to
show any employees whose wages and declared tips are less than minimum wage.
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Since tip credits are determined on a state-by-state basis, it is necessary to refer to
relevant state documentation on this issue, or you may refer to the Department of
Labor Website information regarding tip credits at www.dol.gov.

Screen Description  There are only two screens in the Wage & Tip Credit module, and it is relatively
straight forward. The first tab is an overview page. The second screen is the add/

edit screen.

On the Add/Edit Wage & Tip Law tab, you will be required to enter a name as well
as the minimum wage in the entry field labeled “Minimum Wage”. Other fields are
optional, and your needs will determine which fields should have data in them.

(ChooseAdion | @ Save @ Cancel OHeIp)

Wage and Tip Law
MICROS101

~—— Edit currently effective law

Marme: |LAW1

Default:

inimum Yyage: |6.DD

Maximurn Tip Credit o

Amount: :

Maximurn Tip Credit oon

Percentage: :

Effective From: |

Please notice the red arrows next to the names of the Wage & Tip Names:

(Choose Action | @ Add @FEdt @ Cancel @Help )

Search by Name

Wage and Tip Law

Maximum Tip Credit Maximum Tip Credit

Effective From  Effective To
Percentage

Name Default Minimum Wage A
mount
Red P Default One 6.00 505
Arrows P Tip law Four 636 285
P Tip law Three 15.00
P Tip Law Two 8.50 £.00

2007-12-27
200712-27
2007-12-27
2007-12-27

When clicked, the Wage & Tip Name will expand showing more detail:

{chooseAction | @Add @Edt @ Cancel @Hep )

Search by Mame

Wage and Tip Law

Default One

Name Default  Minimum Wage K‘:l:':::‘"" Tip Credit g‘:r)::'::t':;;rll) Credit Effective From  Effective To

B efaliOne FO0_AQs T onmpagor

w Tip law Four 5.36 2.85 20071227
5.36 2.8 20071223 2007-12-26
5.36 285 2007-12-18 2007-12-22
5.36 2.85 20071211 2007-12-17
5.36 285 2007-12-06 2007-12-10

WRERLIEE 50 reyps
¥ Tip Law Two 8.60 5.00 20071227
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Human Resources Administration
Employee Availability

Enabling SET MINIMUM WAGE AND/OR TIP CREDITS

Employee
Availability

Navigate to myLabor | Human Resources | Admin | Wage & Tip Credit
. Click Add from the top menu bar
3. On the General Tab:
¢ Enter Name in the field provided (suggested)
¢ (Required) Enter a Minimum Wage in the field provided
¢ (Optional) Enter a Maximum Tip Credit Amount in the field provided
(refer to state requirements)
¢ (Optional) Enter a Maximum Tip Credit Percentage in the field provided
(refer to state requirements)
¢ Enter Effectivity Dates (only “From” is required)
4. Save

myLabor Human Resources provides an area in which to configure employee
availability. Availability works hand-in-hand with the Scheduling Application for
the generation of schedules. When accurate employee availability exists, the
Scheduling Application is able to take the data in the system and create a
comprehensive schedule at the click of a button. Availability is based on both the
employee’s provided availability, as well as the organization’s work hours and work
rules applicable to that location.

Employee Availability
(Choose Option | @ Save @ Cancel @ Help ) MICROS101
~—— Employee Work Rules ~—— Employee Availability
Minimum — Maximum [ add (- Delete J( - cancel )
Hours Hours
Week 20 a0
Sunday: 4 10 Time Segment Start Day of Week From Time End Day of Week To Time
Monday 4 10 Unavailable Time v | Wednesday v | 1200 A || Thursday | 229 AM v
Tussday: |4 10 Freferred Time | Sunday v 12:00 A | Sunday | 12:29 A =

Wednesday:|4 10
Thursday: |4 10
Friday: 4 10
Saturday: |4 10

Availability is classified by one of three categories (labeled as Time Segments in
the UI):
1. Preferred Time - the times/shifts the employee has requested to work

2. Unavailable Time - the times/shifts the employee will not work and has
designated as unable to work

3. On Call Time - the times/shifts the employee will not typically work, but is
available for scheduling is need be
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Employee Availability

For employees who have regimented schedules for various reasons, like needing
the coincide with child care or other jobs, the Employee Availability feature helps
to alleviate the stress surrounding schedules. Employee Availability, which has
traditionally been provided to scheduling managers on scraps of paper, is a
potentially error filled job. Since myLabor is able to save availability, creating a
schedule is simpler, quicker, and a lot less stressful.

.Availability times do not need to be configured for every minute of every day. If
nothing has been entered for that employee, then that employee will neither be
considered available or unavailable for certain shifts and will be scheduled
randomly.

Availability “Time Segments” for Preferred Time and On Call Time must not
overlap Unavailable Time. If an overlapping time is entered into the system, an
error message will appear and the data will not be sawed. For example, an employee
may not have a Preferred Time set as Monday 4:00 PM until 9:59 PM and an
Unavailable Time configured as Monday 12:00 PM until 4:59 PM

—— Employee Availability

(- add V(- peiste ) - Cancel )

Time Segment Start Day of Week From Time End Day of Week To Time
Preferred Time v Monday & | 4:00 Ph “ | Monday v | 9:59 PM v

| 12:00 PM w | Monday

Microsoft Internet Explorer

! E Unavailable time must not overlap with preferred or on call time
.

Screen Description  The following describes the various screen elements on Employee Availability

screen:
Employee Availability
(_choose Option | @ Save @ Cancel_ @ Help ) MICROS101
~—— Employee Work Rules —— Employee Availability
Minimum  Maximum (- mo ) Deete ) cancel )
Hours Hours
Week 15 40
Sunday: 4 10 Time Segment  Start Day of Week From Time End Day of Week To Time
Monday 4 10 Please Select + | Please Select  + | Please Select v | Please Select v | Please Select
Tuesday: 4 10
Wednesday:|4 10
Thursday: |4 10
Friday: 4 10
Saturday: |4 10
£ ¥
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The Employee Availability screen has two panes:

1. Employee Work Rules
2. Employee Availability

EMPLOYEE WORK RULES

As mentioned, work rules also play a part in determining an employee’s schedule.
Work rules, which can be configured in myLabor | Payroll Preprocessing | Admin |
Work Rules, create guidelines for number of hours worked per day and per week.
However, on the Employee Availability screen, these values are meant solely as a
guideline. If, an employee needs to work more hours or less hours per day/week,
then those updates can be made on this page and saved for that individual
employee.

EMPLOYEE AVAILABILITY

The following table describes the fields on the right side of the screen:

Field Description

Add Button Click this button to add a new availability
record for the employee

Delete Button Highlight a row to be deleted and click this
button

Cancel Button Click this button to delete any newly added
rows that do not have values specified

Time Segment Select the category of employee availability
(Preferred Time, Unavailable Time, On Call
Time)

Start Day of Week Specify the start day for this employee’s time
segment

From Time Specify the start time for this employee’s time
segment

End Day of Week Specify the end day for this employee’s time
segment

To Time Specify the end time for this employee’s time
segment

Enabling CONFIGURE EMPLOYEE AVAILABILITY

1. Navigate to myLabor | Human Resources | Admin | Employee Availability

2. Search for and select the employee to be configured
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Employee Availability
3. Click the Add button to reveal the drop-down lists for availability configuration
(Choosadmtion | # Save @ Coel_wikp E"wlw"a‘ft-ﬂ;tl‘lm.
— Emplayes Waek Rulas \ o
M i @ o) (o)
Woek. x 40
Sunday. 4 10 Tinme SN]NI Stan Day of Week From Time End Day of Week  To Time
Monday |4 10
Tuesday |4 . . Employes Avallabilitg
Wednesday 4 $Swm Cwid Shel ) MICROS101
Thursday. |4 p
Friday 4
Suturday. 4 — Ernplayse Work Fules mgloyee Availabilily
Misiwurs  Masioom N (o) (o)
Hours ours
Wesk 20 0
Sunday 1 10 Time Seqment Start Day of Weak From Time End Day of Week  To Tine
Monday: |4 10 (Puem Select | Ploaso Sedoct |~ Please Select  ~ Please Soloct  ~ Ploase Seloct J
Tuesday: |4 10
Wedresday 4 10
Thusday: |4 10
Friday: 4 10
Ssturday: |4 10
4. Use the drop-down lists to specify Time Segment, Start Day of Week, From
Time, End Day of Week, To Time - all fields are required
~—— Employee Availability
(- mdd ) Delete ) Cancel )
Time Segment Start Day of Week From Time End Day of Week To Time
Preferred Time | Tuesday | 11:00 Ak v| Sunday hd | Please Select v
Please Select
Sunday
Monda
YWednesday
Thursday
Friday
Saturday
5. Click Add to add the next record and repeat step 4 for all other employee
availability specifications
6. Save
Human Resources Administration myLabor Feature
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Store Work The Store Work Hours module allows you to set up and enter the hours and days of

Hours operation for you restaurant. Not all locations in an organization might have the
exact same hours. For example, a stand alone coffee shop might stay open until
9:00 PM, but a coffee shop in an office building might close at 4:000 PM.
Therefore, in this area, you can establish all the store hours necessary, days of
operation (some stores might be closed for special holidays or Sundays), and
organize them by location.

{ chooseAdtion | @ Add @ Edt @Delste @ Cancel @ Help ) Store Work Hours

Search by Name

Namex Start Times End Time+
¢ Sun, Mon, Tue, Wed, Thu, Fri, Sat Sun, Mon, Tue, Wed, Thu, Fri, Sat
Extra 5:15 AW 5115 AM 5:15 AM 5:15 AM Clsd Clsd,Clsd 5:00 AM,11:30 AM,2:15 AW 12:00 PM,Clsd,Clsd Clsd

Marrnal Hours  Clsd 9:00 Ab,1:00 Abt 1:00 Abd 2:00 Ahd 5:00 AM9:00 Abt Clsd 2:00 Abd,2:00 P B:00 Ph,8:00 Ph 1:00 Abd 2:00 Ahd

( Choose Action # Save @cancel @ Help ) Store Work Hours
Mame:Marmal Hours
General W ( Assignto Locations 1
Name Marmal Hours
Start Time End Time

Sunday ¥ || Closed v v || Closed » v

Wonday 9 ~ |00 ¥ AM v | 2 w00 [ AM v

Tuesday 1 ~ |00 VI AM v | 2 w00 ~ | PM v

Wednesday 1 v |00 ¥ AM | B v 00 “ | |PM v

Thursday 9 v |00 v AM v |8 v 00 | P v

Friday 9 v |00 v AM v |1 % 00 ¥ AM v

Saturday 9 & |00 w AWM v 2 %00 w | AM v
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Screen Description GENERAL TAB

The General Tab is relatively straight forward. On this tab, you use the drop-down
lists to establish start and end times for the organization for each day of the week.
You will also be required to enter a name for the work hours.

( Chaose Action | @ Save @ Cancel @Help ) Store Work Hours
MICROS101

Marrne: Standard Hours

General w f Assign to Locations w
Marme |Standard Hours
Start Time End Time

Sunday 11 = |00 || AWM v | 10 |00 || PR
Monday 11 = |00 || AWM v | 10 |00 || PR
Tuesday 11 = |00 || AWM v | 10 |00 || PR
YWednesday 11+ |00 “ | |AM % |10 |00 “ || PM v
Thursday 11 = |00 || AWM v | 10 |00 || PR
Friday 11 = |00 || AM v 11 |00 || PR
Saturday 11 = |00 || AM v 11 |00 || PR

ASSIGN LOCATIONS TAB

On the Assign Locations Tab, you can select the locations where the store hours
that have been configured will be assigned. At only these locations will this feature
take effect.

( Choose Action ‘ @Save @ Cancel @ Help ) Store Work Hours
MICROS101
Marme: Standard Hours
General W ( Assignto Locations W
.
Assign Location « State « g;ilgellllllnem .
13419-101 ° Standard Hours
168818-101 - Standard Hours
287101 - Standard Hours
298101 - Standard Hours
298101 - Standard Hours
300101 - Standard Hours
O a01-101
O 302101
303101 - Standard Hours
304101 - Standard Hours
305101 - Standard Hours
0 306-101
307101 - Standard Hours
O a08-101
Fl 4856-101 - MNormal Hours v
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Enabling SETUP STORE WORK HOURS

School Districts

1
2.
3.
4

S.

Navigate to myLabor | Human Resources | Admin | Store Work Hours
Click Add from the top menu bar
Enter a name for the Store Work Hours

Use the drop-down lists provided to specify start/end times for every day of the
week

Save

ASSIGN STORE WORK HOURS TO LOCATIONS

A

Navigate to myLabor | Human Resources | Admin | Store Work Hours
Select the Store Work Hours to be assigned and click Edit

Select the Assign to Locations Tab

Use the checkboxes to select the location(s)

Click Save from the top menu bar

School Districts can be entered into the myLabor Application to track the districts
that employees may live in or attend school. By tracking school districts, managers
know what tax rules are associated with each district. School districts are displayed
in the Employee Configuration module where managers can link employees to
them.

( Choose Action | @ Add @Edt @ Delste @ cCancel @ Help ] School District

MICROS101
Search by Name

School District

Name = County = State « Country «

Suitland County Maryland Lnited States

Baltimore City Baltimore Maryland United States

Stratford at Awan

Cumberland Valley ( chonse Action | @ Save @ Cancel @ Help ) School District
(G Bl MICROS101
Hagerstown Narme: Baltimore City

| General ‘W ( Assignto Locations ‘] f’ School District Calendars ‘]

Mame: Baltimore City

County: Baltimore
Country: United States v

State haryland &

Just like Job Definitions, School Districts can be assigned to a location. Unless an
organization is a 1-2 location store, not all school districts will apply to all
locations.
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School Districts

Screen Description

Also, a School District Calendar is available to help determine work availability for
employees who are enrolled in high schools in and around the vicinity of the
establishment. The information is used toward generating Scheduling restrictions in
bulk for all students during regular school hours, rather than on an individual basis.
For example, if a school calendar is known, then any employee who is a student in
that district will be unavailable during typical school hours, such as Monday -
Friday 7:30AM until 3:30 PM. In addition to standard school hours, calendar
information may help reveal when students are not in session for holidays, like
Christmas, Spring Break, or Veteran’s Day. Since school districts vary, usually on a
county-by-county or state-by-state basis, this information can be extremely
valuable toward achieving the goal of having a well staffed restaurant.

GENERAL TAB

You will enter the enter the name, county, state and country for the School District
on the General Tab.

( Chaose Action | @ Save @ Cancel @Help ) School District
MICROS101

Marne: Suitland

General W( Assign to Locations W( School District Calendars W

Marme: |Suit|and

County: County

Country: United States hd
State: Maryland hd
Human Resources Administration myLabor Feature
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ASSIGN LOCATIONS TAB

On the Assign Locations Tab, you have the option of selecting specific locations for
this feature to be assigned to. At only these locations will this feature take effect.

( Choose Action | @3Save @Cancel @ Help ) School District
MICROS101

Mame: Cumberland Valley

General |(* Assigntolocations [ School District Calendars |
Assign Location « State « .(L‘:\:l;il;lllllnenl R —
F 13419101 - Baltimore City
O 16818-101 - Baltimore City
F 297-101 - Baltimore City
O 298-101 - Baltimore City
F 298-101 - Stratford at Avon
O 300101 - Stratford at Avon
F 301-101 - Stratford at Avon
O 302101 - Baltimore City
F 303-101 - Stratford at Avon
O 304-101 - Stratford at Avon
F 305-101 - Baltimore City
306-101
a07-101

Baltimore Ci

o 30910 Stratiord at Aefon
F 4866-101 = v

ScHooL DISTRICT CALENDARS

Establish a school district calendars for every possible school district created.
School calendars can be used toward the generation of accurate schedules. Once a
school calendar is established, various vacation days can be entered into that school
calendar.

School Calendar

(ChnnseAdinn ‘ @ Save @ Cancel OHeIp) MICROS101

Mame: School Calendar

General |[ VacationDays |

Mame School Calendar
Schaal Year Start Date [B/1/2008 2z}
School Calendar

School Year End Date 57297 ( Choose Action | @ Save @ Cancel @ Help ) MICROS101

School Day Start Time  [12 % “acation

School Day End Tirme |12 &

MName
“acation Start Date
“acation End Date

“Wacation Start Time |12 % |00 v | AWM

“Wacation End Time |12 v |00 v | AM v
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Enabling ENTER A SCHOOL DISTRICT

1. Navigate to myLabor | Human Resources | Admin | School Districts
2. Click Add from the top menu bar

3. Enter the Name, County, State, and Country of the School

4. Click Save

ASSIGN A SCHOOL DISTRICT TO A LOCATION

1. Navigate to myLabor | Human Resources | Admin | School Districts
Select the School District and click Edit

3. On the Assign to Locations Tab, enable the checkboxes next to the location
names where this School District will be in effect

4. Save

Note This step can only be performed after the school districts and
location have been created.

This step can be completed in conjunction with creating a
new school district.

CREATE A SCHOOL CALENDAR

1. Navigate to myLabor | Human Resources | Admin | School Districts
2. Select a school district and click Edit from the top menu bar
3. Select the School District Calendars tab
4. Click Add from the top menu bar
5. Enter the name for the school district calendar
6. Enter a School Year Start Date and a School Year End Date (mandatory)
7. Enter School Day Start Time and a School Day End Time (optional)
8. Save
Note This step can only be performed after the school districts

have been created.

This step can be completed in conjunction with creating a
new school district.

ADD A VACATION DAY TO A SCHOOL CALENDAR

1. Navigate to myLabor | Human Resources | Admin | School Districts
2. Select a school district and click Edit from the top menu bar
3. Select the School District Calendars tab
4. Select a School District Calendar and click Edit
5. Select the Vacation Days tab and click Add from the top menu bar
Human Resources Administration myLabor Feature
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6. Enter a Name for the Vacation Day (Ex. Winter Break, Columbus Day)
7. Enter a Vacation Start Date and a Vacation End Date (mandatory)
8. Enter a Vacation Start Time and a Vacation End Time (optional)
9. Save
Note This step can only be performed after the school districts

have been created.

This step can be completed in conjunction with creating a
school district calendar.

LINK A SCHOOL DISTRICT TO AN EMPLOYEE

Navigate to myLabor | Human Resources | Employee

Search for and select the appropriate employee

Navigate to the Contact Information Tab

Select the appropriate school district from the School District drop-down list

A

Save
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Payroll Banks

Payroll Banks

The Payroll Bank feature allows you to enter information about banks that
employees will use for direct deposit. This feature can speed up the overall paper
work involved in setting up direct deposit for employees. Usually, direct deposit is
reserved for salaried employees; however, an organization may choose to provide
this service for their employees.

( Choose Action | @Save @ Cancel @Help ) Payroll Bank

Mame: Mational Bank of Bank

General |[" AssigntoLocations |

Name National Bank of Bank
Address Line 1 suite 200
Address Line 2
(T Choose Action | @ save @cancel @tep ) Payroll Bank
City:
Marne: Mational Bank of Bank
County:
Country General W( Assign to Locations W
State / Province,
" " Current ~
Postal Cade: Assign Location « State ~ Pesignment «
T
Building Society Roll My t
O --Met—-
Alpha Mumeric figld: (] --hext2--
O 001-Mewherry Park
O 002-Westend&lake -
O 003-Simi Walley California
O n04-woodland Hills California
O 005-Beverly Hills California
@] 0og-Camarillo California
O 007-Cxnard California
" 008-Irvine California
O 021-Sahara
| 023-Henderson -
O 026-Ventura California
O 028-Gilbert California
m N2 Area Palifarmia A

Configuring Payroll Banks is very similar to configuring School Districts, in that
after the Bank is set up, it can then be assigned to the appropriate locations. Again,
a small-town bank in Garden City, Kansas probably wouldn’t need to be available
to any employees in a Milwaukee, Wisconsin location.
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Screen Description

GENERAL TAB

On this tab, you should enter, at a minimum, the name, state/province, postal code,
and country for the banking institution. Keep in mind that the more specific you
are, the more organized and concise your records will be.

(ChnnseAcﬂnn | @ Save @ Cancel OHEIp)

MName: National Bank of Bank

Payroll Bank

( General \]( Assign to Locations ‘]

MNarne: Matianal Bank of Bank

Address Line 1: suite 200

Address Line 2: Curtis Bay Business Plaza

City Baltimaore

County: Baltimaore

Country: United States L

State / Province: Maryland ~

Pastal Code: S55099-35359

Building Society Roll Murnber:

Alpha Mumeric field: alphal
Field Description
Name Enter the name of the banking institution
Address Line 1-2 Enter the address for the bank in these fields
City Enter the city for the bank in this field
County Enter the county for this bank in this field
State/Province Use the drop-down list to specify the state or

province for this bank

Postal Code Enter the postal code for the bank in this field
Country Enter the country for this bank in the field

Building Society
Roll Number

banking institution in this field.

its members, that offers banking and financial
services. This field is generally reserved for

to a bank routing number in the United States

Enter the Building Society Roll Number for this

A building society is afinancial institution, owned by

individuals in the United Kingdom. It acts similarly

Alpha-Numeric
Field

Use this field for any additional alpha/numeric
information that might be relevant
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ASSIGN TO LOCATIONS TAB

The Assign to Locations tab acts the same as all other Assign to Locations tabs, in
that you will select the location(s) that the banking institution will be linked to and
click Save:

( Chooze Action | @ Save @ Cancel @ Help ) Payroll Bank

Marme: Mational Bank of Bank

General j f Assign to Locations j
Assign Location « State « g:sri';:lt“em " -
@ Mt -
O —Mext—-
F —-next2--
O 001-Mewherry Park
[Pl 002-Westend&lake -
O 003-Simi Valley Califarnia
Fl 004-Woaodland Hills California
[} 00&-Beverly Hills California
F 006-Camarillo California
L} 007-Cxnard California
i 008-Irvine California
O 021-Sahara
[F] 023-Hendersan
O 026-Ventura California
Fl 028-Gilhert California
i N7 Aras malifarnia b7

Enabling CREATE PAYROLL BANKS

1. Navigate to myLabor | Human Resources | Admin | Payroll Banks
2. Click Add from the top menu bar

3. (Mandatory) Enter the Name of the banking institution

4

(Optional) Enter Address 1, Address 2, City, County, State/Province, Postal
Code, Country, Building Society Roll Number, and/or Alpha Numeric field

5. Save
ASSIGN A PAYROLL BANK TO LOCATION

1. Navigate to myLabor | Human Resources | Admin | Payroll Banks
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Job Category
Master

Select a Banking Institution and click Edit

Payroll Bank
(croose Action | @Al @Edl @ Dblete @ Cancel @Hep ) ay! *

Search by Mame
Mational Bank of ks

Payroll Bal% City = State / Province = Country «

On the Assign Locations Tab, select the checkboxes next to the locations where
these payroll banks will be in effect

Save

Note This step may only occur after locations and payroll banks
have been configured.

This step can be completed in conjunction with creating
payroll banks.

LINK AN EMPLOYEE TO A PAYROLL BANK

The following procedure is used when configuring employees from within the
Human Resources Employee Configuration screen. Further information on this step
may be found in the myLabor User Manual.

AR

Navigate to myLabor | Human Resources | Employee
Search for and select the appropriate employee
Navigate to the Payroll Information Tab

Select the Banking Institution from the drop-down list

Enter any additional information necessary (account number, routing number,
etc.)

Save

Job categories are any user-defined grouping, such as service, operational, or
management. When job categories are selected in the Scheduling application, the
manager has the option to select a job within the category to schedule employees.
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Job categories are established and linked to jobs. They are used to categorize the
different jobs in the restaurant. Job categories let managers create schedules and
report on certain areas of the restaurant. For example, servers, bartenders, and hosts
might fall in the Front of House job category. A manager can then schedule the
Front of House separate from the Kitchen.

[ choose Action | @ Add @ Edt @ Delstz @ cancel @ Help |

Search by Narme

Job Category Master

Name « POS Reference Report Active Enterprise Managed
BOH Category 16 v v
BOH Salary B v 's s
Dining Room 1 I's I's s
General Back office 123 -
Kitchen 3 ( chomse Action | @ Save @ Cancel @ Hep ) Joh Category Master
Lounge 2
MANAGEMENT 4

Name Kitchen

Report:
Active:

Enterprize Managed:

By selecting a job category in the Scheduling application, only the jobs that fallinto
the selected category display in the job field. Managers can then schedule all
employees in the selected job category or they can narrow the selection by selecting
a job and schedule employees within the job.

Screen Description  One tab exists in Job Master Categories for establishing a Job Master Category.

(ChooseAdion | @ Save @ Cancel OHeIp)

Job Category Master

Marme: |Kitchen
Report:
Active:
Enterprise Managed:
Field Description
Name Enter the name of the job category master
Report Enable this option if the job category is to be used
to reporting purposes
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Field Description

Active Enable this option if the job category is to be
considered active (as opposed to inactive)

Enterprise Enable this option if the job category is subject to

Managed Enterprise Management

POS REFERENCE NUMBERS

On the Job Category overview page, you will see a field labeled POS Reference.

(_Chonse Action | @ o @Edt @Deiste @ Cancel @ Help ) Job Category Master

Search by Name

Name = f POS Reference\ Report Active Enterprise Managed

BOH Category 16
BOH Salary
Dining Room
FOH Salary
Kitchen

Lounge
MANAGEMENT
Maintenance

EENLn e
AR R Y
R Y
AR NN

This field is not modifiable. In the past, POS Reference numbers were generated
from the POS Level and added to these categories. When Categories are created
using the myLabor Application, the POS Reference number is automatically
assigned.

Enabling CREATE JOB CATEGORY

1. Login as Sys Admin

2. Navigate to myLabor | Employees | Admin | Job Category Master
3. Click Add from the top menu bar

4. Enter the name of the Category and enable the options as needed

LINK A JOB CATEGORY TO A JOB DEFINITION
1. Login as Sys Admin

2. Navigate to myLabor | Employees | Admin | Job Definition

3. Search for and select the appropriate employee and click Edit from the top
menu bar
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4. On the General Tab, use the Job Category drop-down list to specify the
appropriate values

Cchnnsaommn | @ Save @ Cancel @ Help ) Job Definitions

Job Mame ;. Cashier

General W( Tvpe w

Job Mame Cashier @b Category Back office ather V)

Labor Category Kitchen A Overriding Please Select A
Employee Class

Revenue Center Please Select A Clock In Privilege 0~
Declare direct

Minimum ége tips on clock out O

Declare indirect Allow early or

tips on clock out O late clock out O

Print tips

declared on O Tipped O

clock out

Note Job Categories are often assigned at the same time as Labor

Categories. You may use the Labor Category drop-down list
at this time. For more information on Labor Categories,
please see the Labor Category Master section (below).

5. Make any other necessary modifications
6. Save

Labor Category Labor Categories are used for reporting the number of hours worked and the

Master associated labor costs. For example, separate categories can be established for
tipped and non-tipped employees to track and analyze the impact of tip credit upon
labor costs. Within the “Tipped” Labor Category, Job Definitions like server,
bartender, food runner, and bus boy mightbe included. Job Definitions like hostess,
line cook, dishwasher, and food prep might be included in the “Non-Tipped” Labor
Category. Note how for both Tipped and Non-Tipped, the category included
employees from both front of house and back of house.
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Labor Category Masters usually tend to be more “generic” than Job Category
Masters in order to encompassas many differ Job Definitions as possible. However,
it is up to the enterprise to determine how Labor Categories should collect

employees.
Labor Category Master
( choose Action | @ Add @Edt @Delele @ Cancel @ Help )
Search by Mame
Name = POS Reference Report Active Enterprise Managed

Bar 2 v I's I's
Kitchen 4 v 'e 'e
Management 7 v v v
OTHER 5]
Other 1 ( Choose Action | @Sawe @ Cancel @ Help ) Labor Category Master
FTI- BOH 6
Restaurant 3
Utility 3

Marme: Restaurant

Report

Agctive:

=

Enterprize Managed

g

Screen Description  One tab exists in Labor Master Categories for establishing a Labor Master
Category.

(Choose.ﬂ.mion | @ Save @ Cancel @ Help )

Labor Category Master

Marne: Restaurant
Report:
Active
Enterprise Managed
Field Description
Name Enter the name of the labor category master
Report Enable this option if the labor category is to be
used to reporting purposes
Active Enable this option if the labor category is to be
considered active (as opposed to inactive)
Enterprise Enable this option if the labor category is subject
Managed to Enterprise Management
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POS REFERENCE NUMBERS

On the Labor Category overview page, you will see a field labeled POS Reference.

{ ChosseAction | @Add @Edt @Delete @ Cancel @Help ) Labor Category Master

Search by Name

Name « f POS Reference '| Report Active Enterprise Managed
Bar 2 v v '
Kitchen 4 v v I's
Management 7 ' ' s
OTHER 5 v s
Other 1 v v '
FTI- BOH 6 v v

Restaurant 3 v v 's
Utility 3 v v v

This field is not modifiable. In the past, POS Reference numbers were generated
from the POS Level and added to these categories. When Categories are created
using the myLabor Application, the POS Reference number is automatically
assigned.

Enabling CREATE A LABOR CATEGORY

1. Login as Sys Admin

2. Navigate to myLabor | Employees | Admin | Labor Category Master
3. Click Add from the top menu bar
4

Enter the name of the Category and enable the options as needed
LINK A LABOR CATEGORY
1. Login as Sys Admin

2. Navigate to myLabor | Employees | Admin | Job Definition

3. Search for and select the appropriate employee and click Edit from the top
menu bar
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4. On the General Tab, use the Labor Category drop-down list to specify the
appropriate values

[Chooseomion | @ Save @ Cancel @ Help ) Job Definitions

Job Mame : Cashier

General W ( Type ]

Job Marne Cashier Job Category Back office other v

Labor Category Kitchen o Dwarriding Flease Select M
Erployee Class

Revenue Center Please Select hd Clock In Privilege 0w
Declare direct

Minimum Age tips on clock out O

Declare indirect Allow early or

tips on clock out O late clock out O

Print tips

declared on O Tipped O

clock out

Note Labor Categories are often assigned at the same time as Job

Categories. You may use the Job Category drop-down list at
this time. For more information on Job Categories, please
see the Job Category Master section (above).

5. Make any other necessary modifications
6. Save
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Human Resources Configuration

Description

Employee Configuration is one of the most powerful tools the myLabor
Application has to offer. In this area of the User Interface (UI), all human resource
information pertaining to employees can be maintained on an enterprise level.
Availability to users is determined by specifying user roles (ex. Sys Admin, Store
Manager, etc.). Human Resources maintains vital data about each employee and
defines individual tax, wage/salary, performance, related skill levels, and
scheduling availability information.

Configuring employees is a standard task performed, typically carried out
whenever a new employee is hired. It may also be used for updating existing
employees. It is important that all possible users of this user interface are properly
trained. It is generally carried out at the store level; however, higher level users
have the ability to access the employees and make modifications as necessary.
Because if its nature, store managers and other users with similar privilege levels
should be able to enter and configure employees as they are hired or terminated, as
well as if changes in any of their personal information were to take place. For
example, an employee who recently marries should not have to contact the System
Administrator fora change in their exemption status. It seems more likely that these
types of changes would be handled within the store.

Human Resource information is used by and affected by settings configured in
other sections of the myLabor application. For example, the pay rate for an
employee’s position, although assigned to the employee in these screens, is
configured elsewhere in myLabor. Likewise, banking institutions, payroll
deductions, employee privileges, etc., are all created and defined elsewhere.
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Searching for
Employees

Employee
Configuration
Overview

General Tab

Employee Records can easily be located by accessing the first employee
configuration screen. This search function offers a number of criteria by which to
search, including employee name (first or last), payroll ID number, home store, etc.
You may also determine how specific the search criteria needs to be (starts with,
equals, contains). You may search by multiple search functions by using the Add
button. The page functionality is dependent on both the Find and Cancel buttons as
well as the top menu bar:.

( chooseoption | @Add @Edt @ View @Cancel )

( Fmd ) (o Claran )

Last Mame || Starts With » AND v Add

Please Select
Fayrall ID
First Name

Home Store
Hire Status
| Minor

You will click Add from the top menu bar to enter a new employee’s HR
information, or you will search for an existing employee and click the Edit button
from the top menu bar.

Employee Configuration forms maintain critical information for each employee.
Setting up an employee is amulti-step process and a good amount of information is
gathered during the configuration. Standard information is entered and used
throughout the myLabor application. There are seven tabs on the myLabor
Employee Configuration screen.

¢ General Information ¢ Payroll Information
¢ Contact Information ¢ Status
¢ 19 Information ¢ Location Configuration

¢ Exemption

The General Tab is where typical HR information is entered. General human
resource information like name, age, social security number, etc. will be entered in
these fields.
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SCREEN DESCRIPTION

The following is the screen description of all the fields on the General Tab:

( choose Option | @Save @ Transter @FRefire @ Cancel )

Employee Robin Robinson  Payrell I Home Store Cherry Hill

Employee Administration
MICROS101

General 1( Contact Information W( 19 Infor mation 1( Exemptions 1( Payr oll Information 1( Status 1( Location Configuration W

Prefix First Name Middle Name Last Name Suffix Check Mame
Please Select 3 |Ruhim ‘ Robinson Please Select ~  |Robin
~—— Personal Info
=3 555-55-5555 gmi of 2171839 ~—— Age Certificate Information
Gendar © Male Ethnicity Please Select v
* Female _
Minor O Exclude O
from EL
Directives
‘eteran/Disabled [] ~—— Wark Permit Infarmation
Allow Sub O OT Exempt [ =
Minirnurm Wage
Payroll ID Is Salaried [

—— User Defined Fields

User Alpha 1 User Numeric 1
User Alpha 2 User Numeric 2
User Alpha 3 User Numeric 3
User Alpha 4 User Numeric 4
User Alpha & User Numeric 5
Field Description
Prefix Select an appropriate prefix (ex. Mr., Mrs., etc.) from
the drop-down list (optional)
First Name Enter the first name of the employee
Middle Name Enter the middle name of the employee
Last Name Enter the name of the employee
Check Name Enter the name of the employee that will appear on all
checks
SSN Enter the employee’s social security number
DOB Enter the employee’s date of birth
If DOB qualifies the employee for minor status, the
Work Permit and Age Certificate fields become active
Gender Specify whether the employee is male or female
Ethnicity Specify the employee’s ethnicity based on the options
provided in the drop-down list (optional)
Minor Enable this option if the employee is a minor - this
allows the employee to be searched for by that criteria
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Field

Description

Exclude from EU
Directives

Enable this option of the employee will be excluded
from European Union Directives

Veteran/Disabled

Enable this option if the employee is a veteran and/or
disabled individual

Registered
Disabled Number

Enter the Registered Disabled Number for the
employee (non-US only); this field will only become
active if you have enabled the Veteran/Disabled
option.

Allow Sub
Minimum Wage

Enable this option if the employee will be eligible for
wages less than the minimum wage standard

Payroll ID

Enter the employee’s existing payroll ID in this field.

This field will not be present for all organizations. It is
an option for organizations who already have payroll
IDs established for their employees. If you see this
field, then you must enter the enployee’s payroll ID. If
you do not see this field, then the system will auto-
generate an employee ID.

Language

Assign the language for this employee in the drop-
down list. This assignment dictates the language
format of the Time Clock Application for the
employee

By default, the language value will be set to the default
language of the organization, i.e., for the United Sates,
France, and Portugal, the default languages will be US
English, French, and Portugese, respectively.

OT Exempt

Enable this option ifthe employee will be exempt from
overtime work/pay

Is Salaried

Enable this option if the employee is salaried (not
hourly)

Age Certificate If, when the DOB is entered, it triggers the need for

Information minor employee information, enter the Age Certificate
information in the corresponding fields

Work Permit If, when the DOB is entered, it triggers the need for

Information minor employee information, enter the Age Certificate

information in the corresponding fields.
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Field

Description

User Alpha 1-5

Use these optional fields for any alpha-values for

reporting

User Numeric 1-5

Use these optional fields for any numeric values for

reporting

Contact Information Employee contact information (address, phone number, emergency contact person)
Tab will be entered on the Contact Information Tab.

SCREEN DESCRIPTION

The following is the screen description of all the fields on the Contact Information

Tab:

[ Chooseoption | @ Save @ Transter @ Rehie @ Cancel )

Employee Rea Ray

Payroll ID 500143

Home Store 036-Sandose

Portal Administration

General ‘W( Contact Information ]( 19 Information 1( Exemptions 1( Payroll Information ‘W( Status 1( Location Configuration ‘W

—— Address
Address Line 1
Address Line 2
City Country United States ~
State Pleaze Select v County
Paostal Code School District | Please Select v
Lives on
In City Limits [ Property O
Phone Mumber Extension Unlisted
Fax Murnber Other Nurnber Ernail
~—— Emergency Contact Information
Ernergency Mame
Ermergency Address
Emergency Mumber
Emergency Contact Relation
Field Description

Address Line 1 -2

address

Use these fields to specify the employee’s street

City

employee

Enter the name of the city of residence for the

Country

Enter the country of residence for the employee

State

This field is dependent on the Country field.
Depending on what country is specified with either
limit the possible options in a drop-down list or
provide an input box for entering the state/province
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Field Description

County Enter the county of residence for the employee

Postal Code Enter the postal code for the employee’s street
address

School District Specify the school district in which the employee

resides based on the options available from the
drop-down list

In City Limits Enable this option if the employee’s address falls
within the city limits

Lives on Property Enable this option if the employee’s address is
where he/she physically resides (i.e., not a post

office box)

Phone Number Enter the employee’s phone number

Extension Enter the extension at which the employee can be
reached at the specified phone number

Unlisted Enable this option if the employee’s phone number
is to be omitted from the Employee Phone List
Report

Fax Number Enter the fax number for the employee

Other Number Enter any alternate numbers where the employee

might be reached (cell, pager, etc.)

Email Enter the employee’s email address

Emergency Contact Information Fields

Emergency Name Enter the name of the employee’s emergency
contact person

Emergency Address | Enter the address form the employee’s emergency
contact person

Emergency Number | Enter the phone number for the employee’s
emergency contact person

Emergency Contact | Specify the relationship between the employee and
Relation the emergency contact person (mother, father, etc.)

19 Information Tab  This tab contains information about an employee’s citizenship or immigration
status, including details about documentation that is required to prove legal status
to work in the United States of America.

Note The contents in this tab may or may not apply to
organizations outside the United States of America.
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Acceptable document types are continually updated. MICROS has done its best to
ensure the most recent and up-to-date documentation options are available in the
provided drop-down lists. To ensure your organization is using the most current
information, please refer to the United States Citizenship and Immigration Services
list of acceptable documents which can be found by navigating to www.uscis.gov.

To configure an employee for 19 Information, you will be required to specify the
INS Status (Citizen, Alien, Permanent Resident), as well as enter the expiration
dates for any INS or Alien Admission Numbers. Then, select the document types
the employee has provided to prove work eligibility. You may select None, List A,
or List B and List C. Depending on which option is selected, the input boxes will
become active. Additionally, the options in the Document Type drop-down lists is
dependent on List A, B, C selection.

SCREEN DESCRIPTION

The following is the screen description of all the fields on the 19 Information Tab:

{ ChooseOption | @Save @ Transfer @ Fchirc @ Cancel @ Help ) Employee Administration

Employee Candy Cane  Payrell ID 2002  Home Store Site3

General | Contactinformation || 19 nformation | [ Exemptions | [ Payrellinformation ||~ Status || Lecation Configuration |

INS Status Alien b
::I)\IieExp\ration ,— ﬁgir]wé’#;dm\ssmn ’—
!Flentity Document gﬁ:?;
ype
@ List B and List C
List A/B List C
BiSt AB i Pleage Select v List C Document Flease Select el
ocument type type
List A/B List C Document
Document 1D D
E::Jii:t‘iaon Date A/2008 EI:tteC Eptien
Field Description
INS Status Specify the employee’s INS Status (Alien, Citizen,
Permanent Resident)
Expiration Date If Alien or Permanent Resident is selected as INS
Status, enter the expiration date of their document
Alien Admission If Alien or Permanent Resident is selected as INS
Number Status, enter the Alien Admission Number
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Field Description

Document Type Specify the document type. For more information on
acceptable document types, please refer to the most
recent list of acceptable employment documents.

ListA-C Enter the necessary information in the provided

fields for all document types provided.

Exemptions Tab  This tab contains information about an employee’s marital status, tax exemptions,
withholding, and other tax data. Fields are available for Federal, State, County, and
City information (if applicable).

SCREEN DESCRIPTION

The following is the screen description of all the fields on the Exemptions Tab:

(Chooseomwon ‘ @ Save @ Transfer @ Rehire OCancel)

Employee Robin Robinson

Payroll ID

Home Store Cherry Hill

Employee Administration
MICROS101

General W( Contact Information W( 12 Information W[' Exemptions ][' Payroll Information W( Status W( Location Configuration w

~—— Federal State
Marital Status Flease Select b Marital Status Flease Select v
Exemptions Exemptions
Tax Exempt O Tax Exempt ]
Additional Additional
Withholdings Withholdings
Ezg;d Incarne Please Select b
— City County
Additional Additional
Withholdings Withholdings
Tax Exempt O Tax Exempt O
Field Description
Federal Specify marital status, exemptions, whether the
employee is tax exempt, any additional
withholdings, or if employee is eligible for earned
income credit
State Specify marital status, exemptions, whether the
employee is tax exempt, or any additional
withholdings
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Field Description

City Specify any additional withholdings and whether
the employee is tax exempt (optional)

County Specify any additional withholdings and whether
the employee is tax exempt (optional)

Payroll Information  The Payroll Information Tab gives users the ability to deposit payroll funds directly
Tab to a bank account and assign one-time and recurring payroll deductions to
employee.

(Chuuseomiun ‘ @ Save @ Transfer @ Rehire OCanceI) Employee Administration

Employee Boris Baddimoy  Payroll ID 2001 Home Store Sited
General Wf Contact Information \]f’ 19 Information W( Exemptions W( Payroll nformation \H’ Status Wf Location Configuration \]

—— Bank Account 1 ~—— Bank Account 2
Bank Location Please Select v Bank Location Please Select v
Account Type Maone b Account Type Mone b
Account Mumber Account Mumber
Routing Number Routing Number
Amount Type Walue v Amount Type “alue v
Amaount Amount
Balance O Balance O

Payroll Deductions

(- ada (- edt J( - Delete )

Name Use Default One Time Type Am.oum. Effective From Effective To
Percentage
407k Fercentage 5.0 342372008

Configuring Payroll Banks and Payroll Deductions are typically considered
administrative functions, therefore only adequately privileged users will be able to
access the area required to perform these tasks. Payroll Deductions can be created
by navigating to Payroll Preprocessing | Admin | Payroll Deductions. The setup of
banks and deductions can be examined in greater detail in the Payroll Preprocessing
Administration section of this document.
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Please note, when you click on Add under Payroll Deductions, new fields will
display with default values; these fields are editable. The following is the screen
description of all the fields on the Payroll Information Tab:

Employes Administation
MICROS101

Employes Robin Robingon  Payrsll 10 Wome Store Charmy Hill

(" Genaral | [ Commact formasion | [ i1 i [ stanes | [ Location Configmatien |

o itk Arcount 2 "
: 11 |
st @i @ @ Canest )

Employes Fokin Robirson  Payroll 1D Wame Store Cherry Hil

General | [ € il I il | [ St [ Location €

Employes Adminiswation |
MERGE101

— Bank Account 1 — Bk Arcount 2

Please Select |v Bank Location Please Select
Hane - -

— Payrell Deduttions

(s ) Em ) oeme )

{ Hame : Use Default
Iy

[ Save ) carenl )

Field Description

Bank Location Specify the location of the bank.
Employees may have up to 2 banks assigned to
them.

Account Type Specify the type of account (checking, savings,
etc.)

Account Number Enter the employee’s account number

Routing Number Enter the bank’s routing number that corresponds
the employee’s account number

Amount Type Determine whether a dollar amount or percentage
amount will be directly deposited into the
employee’s account

Amount Specify what amount will be directly deposited into
the employee’s account (100% or $35.00)

Balance Specify if any balance will be leftover after the
direct deposit takes effect

Payroll Deductions Fields

Add Click this button to add a new recurring deduction
(health insurance, garnished wages, etc.)
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Field Description

Edit Select an existing payroll deduction to edit and
click this button

Delete Select an existing payroll deduction to delete and
click this button

Name Select a payroll deduction from the drop-down list

Type Depending on what type of deduction is selected in

the Name drop-down list, this field will display
either Amount or Percentage

Deduction Type Use the drop-down list to specify deduction type,
either “One Time” or “Recurring”

Amount/Percentage | This field will display the default value for the
payroll deduction selected. You may edit the field.

Effective From/To Denotes the range by which the deduction will be
effective - Effective From date is a mandatory field

Status Tab  The Status Tab contains information on the employee’s current working status, such
as hired, terminated, or leave of absence (LOA) as well as whether or not the
employee is full time or part time. This information determines which employees
appear on which reports.

Please note that if Termination or Leave of Absence is selected as a Hire Status,
then additional fields will display.
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SCREEN DESCRIPTION

The following is the screen description of all the fields on the Status Tab:

Emplayee Adminkstration

Sten 8Tl & @ cmen ) MICROSI0!
Employee Rebin Robinson  Payroll I Home Stere Charry Hill
General | |~ Comact [ 1 I || staws | [ Location © il
Hire Dale [ 12007 Retine Date
 Hirsd
Ternparary (] Hire Status = Terminated
 Leave Of Absence
Part Tima o
— Termnation
Tarmination Data EE  reminstion Hete
Termnination Reason 1 Plyase Se
Y Frployes Adminlsiatlon
Temninstion Rewsen 2 | Plusse Se | (LONOSMOMRN | @ Save @ lrauier @ e @ Camomt ) Playas Adu it aen
- 2obin Ry P 5 o n
Temnination Resscn 3 Pleate Sa Employes Fobin Robinson Payrell 1D Heme Store Chery Hil
[
Tamination Reagon 4 Ploate s | [LEmeaT) (76 AL [ AL " stats | Loclion |
Eligitla for & Mo -
Ruhirg S Hire Diste A7 [ rebre Date
Termination Stalus Plowse So _ b
Temporary m] Hire Stalus " Terminated
I Lesren Of Absence
Part Time

— Luave ol Absance
Leawe of Absence Mot
Leare Start Date |

Lo End Dt

Leare Ruason Please Select -
Field Description
Hire Date Enter the date the employee was hired or use the

calendar button provided to open an interactive
calendar from which you can select a date

Temporary Enable this option if the employee is only working on a
temporary basis (ex. seasonal work, summer vacation,
etc.)

Part Time Enable this option if the employee is part time

Rehire Date If the employee is rehired, then a rehire date will be
listed here

Hire Status Specify the employee’s status:
¢ Hired

¢ Terminated

¢ Leave of Absence

myLabor Feature Human Resources Configuration
Reference Manual Page 79



Human Resources Configuration
Employee Configuration Overview

Field

Description

Termination
Fields

If Terminated is selected as the hire status, additional
fields will be displayed; you will need to enter
Termination Date, whether the employee is Eligible for
Rehire, Termination Status (quit, fired, etc.), and a
termination note:

~—— Termination

Termination Date Termination Mote

Termination Reason 1 Flease Select
Termination Reason 2 Please Select

Termination Reason 3 Flease Select

2| 2 =) =

Termination Reason 4 Please Select

Eligible for Mo
Rehire * ves

Termination Status Please Select v

Leave of Absence
Fields

If Leave of Absence is selected as the hire status,
additional fields will be displayed; you will need to
enter Star Date, End Date, Reason (maternity, death in
the family, etc.) and a leave of absence note

Leave of Absence

Leave Start Date
Leave End Date

Leave of Absence Mote

Leave Reason Please Select v

Location This tab allows an employee to be configured on a “by location” basis. An
Configuration Tab employee could conceivably be a salaried manager at one location and an hourly
chef at another location. Depending on where the employee is clocked in will
determine what and how he will be paid. On the Location Configuration screen, the
following settings may be configured:

* the store(s)/location(s) the employee works

¢ the job(s) the employee works at those store(s)

* how much the employee is paid for the job(s)

¢ Jlocation-specific POS settings

EMPLOYEE STORES

Employees may be assigned to work at more than one location. Regardless of how
many locations the employee may be permitted to work, the employee must have
one and only one home store.
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EMPLOYEE JOBS

Employees may have more than one job assigned to them. Jobs may include hourly
or salary jobs, depending on the needs of the employee. Jobs may vary from
location to location. For instance, an employee may be a salaried employee at one
location and a bartender at another location. Employees must have one and only
one primary job per location.

EMPLOYEE PAY RATES

Although most job definitions have default pay rates, pay rates may nonetheless be
configured per employee. For example, the default hourly rate for a hostess if
$6.25. However, a hostess with multiple years of employment at the same
establishment may be making $9.25/hr. It is in these fields where an override rate
may be entered.

Rate information must be entered for both hourly and salary employees. The
information required, though is different. For hourly employees, management must
decide if the employee will receive the Default Pay Rate orif an Override Rate will
be applied. For salary employees, one of either hourly, daily, weekly, 4 weeks,
monthly, or annual rate must be entered; the blank fields will automatically update
with rates based on the value entered in any one of the fields.

POS CONFIGURATION

On the POS Configuration Tab, settings regarding the employees location-specific
POS security settings can be established. These settings include Employee Class,
cashier settings, Employee Privileges, etc. For example, an employee who is a
manager at one location and is a line cook at another location will have different
needs. As a manager, the employee may need access to cash drawers, but as a
bartender, the same employee does not need those privileges.

Typically, these settings would be performed at the POS. However, once an
organization migrates to myLabor, these options will no longer be available at the
POS.

There are two different classifications of security settings:

1. Classic
2. Enhanced

At this time, security type is determined by a RES setting. Currently, only Classic
Security is fully supported.
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SCREEN DESCRIPTION

The Location Configuration screen fields change based on the selections made

from within that screen.

The first page on the Location Configuration page looks similar to the following:

Employee Administration

( chosseOption | @ Save @ Transfer @ FRehie @ Cancel ) MICROS101
Employee Robin Robinson  Payroll ID Home Store Cherry Hill
General || comactmformation || 19 mformation || Exemptions || payrott mformation || Stats || Location Commiguration |
Filter by Location Home Store Azsign Emploves to Ancther Store
Cherry Hill ¥
Job Rates w ( POS Configuration 1
(- mdddobRate ) (- Hidemactive ) (-~ Show Al )
Allow Sub Minimum Wage: false  OT Exempt: false  Is Salaried: false
Location Name Job Code Name Pay Rate Effective From Effective To  Primary Joh Inactive
Cherry Hill Server (H) 15.00 117452007 v
Location Please Select v Job Code Please Select b Skill Level Please Select 3
Mame Mame
Effective From Effective To
Exclude Fram
Primary Job O Inactive O Staff
Reguirements

Field

Description

Assign Employee to
Another Location

Use this button to display a drop-down list of other
locations where the employee may be assigned to
work

( Aszzign Employes to Another Store j

Select Stare | Please Select -

li Azsign :l (

Hide: )

Filter by Location

Shows the location(s) where the employee works

Home Store

A check mark will be displayed next to the
employee’s home store
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The Location Configuration has two sub-tabs:

1. Jobs Rates
2. POS Configuration

JoB RATES TAB

(" JobRates || POS Configunation
( nsaxorme )(_ noensctive J(_ showm )
Allow Sub Winlmum Wage: false 0T Exempr: fale ks Salarded: false
Location Name Job Code N Pay Rate Effective From  Elfective Ta_ Primany Job Inactive
Charry Hill Sareor (H) 1500 117472007 v
(- veomevmt [ coww )
Location Job Code ; "
. Chemry Hll v Dislivary staff v| ) Sl Elaace Saloct
Mamns - Name ) * Hourly Jobs have
Effective From (12302008 Eftective To different fields than
salaried jobs.
Exclude From
Primary Job ~ [] Inaciive o Stafl
Requinemant ts
Default Pay o Owerride Pay T
Rt Applies Rite
Warimum Magimum Dataun
Regqular Rate Regqular Rate Regular Rate /
Chvartime Crartima Cwvartime Chvartimea
Lovel 1 Rato Lawel 2 Rat Liwsl 3 Rate Levol & Rate

(_ Upgmmuist )

Location
Nasng

[ cown ]

Cherry Hill  ~ Shill Lewal Please Selact -

Eftectve From  [{72302008 Eftective To m®
Exclude From
Primary Job [ Inactive o Stafl [
Requinsmants
Houtly Rate | Diaily Rale [ Weekly Rate |
4'weoks Rate | Monthly Rate | Annual Rate |
Field Description

Upper Portion of Job Rates Tab

Add Job Rates

Click this button to add a new job rate to the
employee

Hide Inactive

Click this button to not show any jobs that the
employee is not listed as “active” for

Show All

Click this button to show all jobs, both active and
inactive

Lower Portion of Job Rates Tab

Update List Click this button once all configuration on the Job
Rates tab has been completed
Cancel Click this button to quit your current action; your

updates will not be saved
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Field

Description

Location Name

Use the drop-down list to specify the location for
the job rate the employee has been assigned

Job Code Name

Use the drop-down list to specify the job code name
(server, cashier, dishwasher) for the employee at
that location

Seeing “H” after a job code denotes an hourly job.
Seeing “S” after a job code denotes a salaried job.

Skill Level

Use this drop-down list to assign the employee’s
skill level for the job code being added

Effective From/To

Displays the date range this job code is effective for
the employee at that location

Pay Rate

Shows the pay rate for the job code for that
employee at that location

Primary Job

A check mark in this column will specify if that job
code is the employee’s primary job at that location;
you may not have more than 1 primary job per
location.

Enable this option if the job rate being added is the
employee’s primary job at that location

Inactive

A check mark in this column will denote that the
job code is inactive for the employee at that location
Enable this option if the job rate being added is a
job that the employee will be considered inactive
for.

Exclude from Staff
Requirements

Enable this option if the employee will be excluded
from staff requirements per this job code

Hourly Job Rates Information

Default Pay Rate Enable this option if theemployee will be subject to
Applies the default pay rate for this hourly job.
Override Pay Rate If you do not enable Default Pay Rate Applies, you

will be required to enter the Override Pay Rate in
this field

Minimum Regular
Rate

Displays the minimum regular rate for the job code
selected

Maximum Regular
Rate

Displays the maximum regular rate for the job code
selected
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Field Description
Default Regular Displays the default regular rate for the job code
Rate selected

Overtime Level 1-4 | Displays any applicable overtime levels for the job
Rate code selected

Salary Job Rates Information

Although all fields are required, entering a value in any one of the six fields
will cause the other fields to auto-populate.

Hourly Rate Enter the employee’s hourly rate
Daily Rate Enter the employee’s daily rate
Weekly Rate Enter the employee’s weekly rate
4 Weeks Rate Enter the employee’s rate for every 4 weeks
Monthly Rate Enter the employee’s monthly rate
Annual Rate Enter the employee’s annual rate
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POS CONFIGURATION TAB

You can only set POS Configuration for an employee at a location. You must first

have specified the location(s) where the employee works.

Job Rates w ( POS Configuration

. PC Application Employee .
Location Name POS Password Employee Class Back Office Class , .". Cashier Cash Drawer
Password Privilege
Site3 1001 1001 Diriver Employee Master Mone

Location Name
Ernployee

Class Please Select

Cashier Please Select v

User ID

User Account
Disabled o

User Alpha B

User Numeric

P Application
Password

POs ,7
Passwaord

Back Office Ermployee

Flease Select + Please Select A
Class Privilege
Cash Drawer Mone it LDS ID
Confirm
Passwaord Pasaword
HTML Magnetic Card
Murnber
User Alpha 7 User Alpha 8

Uszer Mumeric User Numeric

Field

Description

Update List

When configurations are complete, click this
button to update the information

Cancel

If you decide to cancel and quit your current
action, click this button; your edits will not be
saved

Location Name

Specify the location name where the employee’s
POS configuration will be effective (Classic)

PC Application
Password

Enter the PC Application Password the employee
will use (Classic)

Employee Class

Select the employee class (Classic)

Choices for this field are uploaded from
Definitions. There is no place in the portal to
configure these. Enterprises must have installed
mymicros in order for this data to populate.
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Field Description

Back Office Class Select the back office class (Classic)

Choices for this field are uploaded from
Definitions. There is no place in the portal to
configure these. Enterprises must have installed
mymicros in order for this data to populate.

Employee Privilege Select the Employee Privilege level at the POS
(Classic)

Cashier Select whether the employee has cashier
functionality (Classic)

Cash Drawer Select the cash drawer where the employee will
have accessibility (“None” is the default, which
specified no cash drawer) (Classic)

LDS ID Enter the liquor dispensing ID number (if
applicable) (Classic)

User ID Enter the user ID (Enhanced)

Password Enter the password the employee will be using to
access the POS (Enhanced)

Confirm Password Confirm the password the employee will be using
to access the POS (Enhanced)

User Account Enable this option if the user’s account will be

Disabled disabled (Enhanced)

HTML Displays any HTML page that is associated with
the user’s login to the POS (Enhanced)

Magnetic Card Swipe the card with the magnetic number to be

Number assigned to this employee through the mag card

reader. The number encoded on the back of the
card will now be associated to the employee.

User Alpha 6-8 Use these fields to specify any additional alpha
values (Enhanced)

User Numeric 6-8 Use these fields to specify any additional numeric
values (Enhanced)

Configu ri ng The following steps are some common tasks when configuring employees. Some
Employees typical tasks include:

¢ Entering a New Employee

¢ Configuring a Transferred Employee
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¢ Updating an Employee’s Hire Status

¢ Updating an Employee’s Job Codes and Pay Rates

ENTER A NEW EMPLOYEE

This procedure will most likely be the most often performed function throughout

the myLabor Employee Configuration screens. Please note that not all steps are

required in order to successfully enter an employee into the myLabor Application.
Navigate to myLabor | Human Resources | Add
Select a Home Store from the home store drop-down list

3. On the General Tab, enter:

Employee Name (first, last, and check name)

SSN

DOB

Gender

Payroll ID (if applicable)

All other fields are optional

4. On the Contact Information Tab, all fields are options, however MICROS
recommends entering as much information as known.

5. On the 19 Information Tab:
a. Select INS Status: Alien, Citizen, or Permanent Resident

* 6 6 6 o o

b. Enter Expiration Date and Alien Admission Number (if applicable)
c. Select a Document Type
d

. Use List A or List B and List C boxes to identify the Document Types,
Document ID Numbers, and Expiration Dates.

6. On the Exemptions Tab, specify Federal, State, City, and/or County
Exemptions

7. On the Payroll Information Tab, enter banking information for the employee,
including account number, account type, amount to be deposited, etc.

8. On the Status Tab:
a. Enter the hire date
b. Specify temporary/part time
c. Ensure Hire Status is set to Hired
9. On the Location Configuration Tab:
On the Job Rates Tab, click Add Job Rate
Specify the Location Name, Job Code Name, Effectivity From date
Fill out the remaining fields based on the hourly/salary job code selection
Click Update List
Select the POS Configuration Tab

° oo o P
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f. Select the Location Name - note the Location Name field will automatically
update

g. Configure the remaining fields on the POS Configuration Tab, including the
Employe Security information fields

10. Click Save from the top menu bar
ENTER A TRANSFERRED/BORROWED EMPLOYEE
Since transferred or borrowed employees should already be in the system, you will
only need to update their store location information. If, when you search for the
employee and are unsuccessful, you will need to follow the same steps as outlined
in the Enter a New Employee step.
1. Navigate to myLabor | Human Resources | Employees

Search for the appropriate employee and select Edit from the top menu bar
3. Select the Location Configuration Tab

a. Click the Assign Employee to Another Store button - a drop-down list will
appear from which an alternate location may be selected

b. Select the new/updated store from the Select Store drop-down
3. Select the Job Rates Sub-Tab:
a. Click Add Job Rate

b. Use the drop-down list to select the new location from the Location Name
field

c. Fill out the remaining fields based on the hourly/salary job code selection
d. Click Update List
4. Select the POS Configuration Sub-Tab

a. Select the Location Name - note the Location Name field will automatically
update

b. Configure the remaining fields on the POS Configuration Tab, including the
Employe Security information fields

c. Click Update List
5. Click Save from the top menu bar
UPDATE AN EMPLOYEE’S HIRE STATUS

There are three hire status classifications that an employee may be classified as:
1. Hired

2. Terminated
3. Leave of Absence
When an employee is initially hired, the status will equal Hired. However,

throughout the course of employment, employee status may change. The following
procedures detail how to modify employee status.
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Terminated Employee

1.
2.
3.

5.

Navigate to myLabor | Human Resources | Employee
Search for the appropriate employee and select Edit from the top menu bar

On the Status Tab, set Hire Status to Terminated - the Termination box will
become active

In the Termination Box:
a. Enter the termination date
b. Select a Termination Reason (optional) from the drop-down lists provided

c. Define whether the employee is eligible for rehire - employee’s set to No
may be rehired with a system administrator override.

d. Select a termination status
e. Add a termination note (optional)

Click Save from the top menu bar

Leave of Absence (LOA) Employee

1.
2.
3.

S.

Navigate to myLabor | Human Resources | Employee
Search for the appropriate employee and select Edit from the top menu bar

On the Status Tab, set Hire Status to Leave of Absence - the Leave of Absence
box will become active

In the Leave of Absence Box:
a. Enter the LOA start/end dates

Note Leave of Absence reasons have pre-specified periods of time
allotted to them. For instance, if bereavement is 5 days, and
the start and end dates are beyond the range (6 days), the
LOA will not be accepted.

b. Select a leave reason
¢. Add a LOA note (optional)
Click Save from the top menu bar

Rehire a Terminated Employee

Only employees whose status has been set to Eligible for Rehire = Yes will be able
to be rehired, unless authorized approval is given. At this time, a System
Administrator is required to enter the application and decide to permit and
ineligible employee for reinstatement.

1.

Navigate to myLabor | Human Resources | Employee

2. Search for the appropriate employee and select Edit from the top menu bar

3.

Click Rehire from the top menu bar
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4.

S.

Update any information necessary on the various Employee Configuration
pages
Click Save from the top menu bar

UPDATE EMPLOYEE JOB CODES AND PAY RATES

Employees may have multiple jobs and job codes. The longer an employee works
for an organization, the more apt he or she is likely to need more than one job code.
The following details how a manager might perform this update:

1

2.
3.
4

Navigate to myLabor | Human Resources | Employee

Search for the appropriate employee and select Edit from the top menu bar
Select the Location Configuration Tab

Select the Job Rates Sub-Tab:

a. Click Add Job Rate

b. Use the drop-down list to select the new location from the Location Name
field

c. Fill out the remaining fields based on the hourly/salary job code selection
d. Click Update List
Select the POS Configuration Sub-Tab

a. Select the Location Name - note the Location Name field will automatically
update

b. Configure the remaining fields on the POS Configuration Tab, including the
Employe Security information fields

c¢. Click Update List
Click Save from the top menu bar
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Description

The Human Resources (HR) Interface is where employee information can be
entered in to a template an uploaded into the Data Warehouse of the myLabor
Application. The HR Import allows you to take all your employee data, enter it into
an easy-to-use Excel spreadsheet, and convert it all into the myLabor eBusiness
Product. This significantly reduces the amount of time it would take to review
multiple employee HR information and manually enter each and every employee
into the myLabor UI.

Import Enterprise Employee

Enterprise Employes

Usethis page to import Enterprise Employee information into the Data Warehouse.

This feature allows you to download an Excel Worksheet termplate, enter your Enterprise Emplayee
information into it, upload and impoart it inta the Data YWarehouse. Specific cell content instructions can he
found at the tap ofthe Warksheet.

Step 1. To download the Excel Worksheet template, right-click on the link below and choose 'Save Target
As'on the context menu. When prompted far a filename, set the extension to "XLS"

Enterprise Employvee Worksheet

Step 2. When you are ready to upload and impoart your completed YWarksheet, click the 'Browse' huttan

to select the Warksheet file to upload. Then click the Tmport’ button. You will be directed to a
canfirmation page.

Typically, this is a one-time only procedure; however, it can be repeated if need be.
MICROS suggests uploading all employee data in one action, but, if an
organization decides to enter employee data one location at a time, the import
process would remain the same.

Note Depending on User Rights and Privileges the topics in this
section may be unavailable to you. If you have questions,
please see your System Administrator for more information
on these topics.
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The HR Import process gives you the opportunity to download a simple
spreadsheet, enter the data at your leisure, and upload it when you are ready. You
can easily store a “work-in-progress” spreadsheet on your own PC and, when
complete, transfer all the data into myLabor.

[T Microsaft Fuced - EntHREmployeeTemplate, xis

PA) B EM yew poet Fgna ok Dol Wedmo ek Adderte Trme a question for hee [

HEW" PERE T T T - ] PEIE AR X ¥ EIERRRE ey e
ﬂlﬁlg:«vr!-E;rJ-j Y |

; FRERETE TR A T - [ 210 .| B 7 UM S % R DA
L PERIEE T kT R I |
T_EIEG‘HIDP b’ ot | wrskows l
ol A8 |5 &
| | A 1] I [ ] [F] [ E I F I [ I H 1 1=
| 8| 1 Employees
BN 3 Templata Col
I R ft Excel - EntliRImployes Templato.xks
%. ERT Ay = Microsaft Excel - EntHRImplayes Tomplate.x
Al I PA) B G gew st fgmee [osk QMs Hedse ek AdeheOF
£l S0 " - < = &4
s 5 mendar 1+ Wals |l ) 9 o 0 o 2 o) e Z o B LU EEBES % RO A
5] 7 [Date o Bk I 'rh'fal‘iy:znvldu--r R EV.NETES |
e ) Ethnicity: Humeri @ 30sgit I | wids
L] Renquined fidy .
\_g_ i T B Microsoft Excel - EnHREmployee Template. xis
1 H -
£l Js ESEE 1 Job Rates |/Z]Be G Wew [wet Fmat ok Dot Wrdow Heb AdebePoF = & it for by | B
CRNT & 3 |Template Column | Ja,;_p_a"-“- -3k [ivs RN T T IR I e e
Ready 3 Payoll 10: Emerpal s = - = =TT m
| Fu(Peepesta FAERE] VAT EacaldfdiAd al
3 5 LJob bumeric value §F G soait gyt | weson
7 & [Primary Job 1-pied a4 e =
E=l| 7 "= Required fields, §— 'y I ] T = T o T E T F T T =
3 3 Template Column Ratas:
W4 b W Optiens Payrall 10° | 3 Payvoll I0: Enterprise wide unlque payroll 1D asslqned to an smplayes which muist be listad on Emplayes shest
neady 3 "4 [Location should contain the store's location number a5 definad in Orgarézation Stnucture - Locations “Localion Refarence® fisld
10 5 |POS Password: Maximam 10 digh rumanc valua
Li! 6 |FC App Password: Maximum 10 digt rumens alu
i 7 |Employes Class: Numenc vaks dafinad in POS
i B |Employes Back Ofice Class: Numenc valis defined in P05
i "9 |Cashiar Numanc value dafined in POS
:: 10 | = Raguared fiskds, 31 othars may be 0
1
17 —
Employes Back
Payrall ID* Location® POS Passward PC Password Emy Class® Cashier
Note the 4 = - Fa e LI Oftico Class”
separate tabs Wod v ptiors B
Randy 5
16
7]
18|
]
W »G\mm,(mm,{mmen_.-:mu) | Pt
Reody o s
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Screen The HR Import screen is simple to use. Instructions pertaining to how to download
Description the template exist within the screen itself:

Import Enterprise Employee

Enterprise Emplavee

lUse this page to import Enterprise Employee information into the Data Warehouse.
Download Instructions This feature allows you to download an Excel Woarksheet template, enter your Enterprise Employee
information into it, upload and import it into the Data Warehouse. Specific cell content instructions can be
found atthe top of the Worksheet.

Step 1. To download the Excel Worksheet template, right-click on the link below and choose 'Save Target
As'on the context menu. When prompted for a filename, setthe extension to "¥LS"
Enterprise Employee Worksheet

Step 2.WWhen you are ready to upload and import your completed Worksheet, click the 'Browse' button

to selectthe Worksheet file to upload. Then click the Impart button. ¥ou will be directed to a
confirmation page.

Browse...

You will need to specify thepath to where you want the template to be downloaded.
You may use the browse button to open an Windows Explorer to locate an
appropriate folder on your hard drive.

There are multiple pages within the Excel spreadsheet that are available when you
download the template. The information found on the spreadsheet mirrors the
information you would enter in to the HR Configuration screens. After the
information is entered into the spreadsheet and uploaded in to myLabor, the data
entered will populate the HR Configuration screens on a per employee basis.

Note For more information on the definition of the fields
mentioned below, please refer to the myLabor Human
Resources Configuration section of this document.
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Screen Description OPTIONS PAGE

E3 Microsoft Excel - EntHREmployee Template.xls [ZI[EI[S_?I
@_] File Edt ‘iew Insert Format  Tools Data  Window Help  Adobe PDF Type a question forhelp |+ 2 @ X
RN FETETERS - HEL -0 - B 7 U|E =8 % o ) iE O-A- [
mErliR s pmac B EA sl A"l
i & snaglt (&' | window - !
E22 - A
A [ B | ‘w
| 1 |/mymicros.net Enterprise Employee Import Template - Options i
2 | /IDATA
| 3 |Template Mame (Exact Spelling) Master Home Store Template
| 4 |Execution Maode (1 = Insert Employee, POS Cfy and Jobs, 2 = Update Employee) 1
5
| 6 |
7|
B
9]
10
[11]
12
13
[12]
15
16 |
17 |
18
19
2N v
4 4 » WM Options / Employee £ Job Rates / POS Cfg / |< | |
Ready NUM SCRL

This page briefly describes the details of the other pages in the spreadsheet. It
specifies that currently, you will be accumulating employee data for an initial
upload. There are two Execution Modes:

1. Mode 1 - for inserting employees and configuring POS and job rates
information

2. Mode 2 - for updating employees

EMPLOYEES PAGE

I Microsoft Excel - EntHREmployeeTemplate.xls

‘2] fle Edt Wew Insert Fomet Ioos Data Window  Help Type a question For help
NEERAISIEB g e E AR E e s % 2 w5 A B
DEElw sR Fmac A BAs s Adxl

i @ Snaglt || window - l

Ald e A
A B [ c T o ] E [ F [ 5 [ H [ J =

1 |Employees |
| 2 |Template Column Notes:
| 3 |Payroll ID: Enterprise wide unique payroll ID assigned to an employee
| 4 |Home Store should contain the store's location number as defined in Organization Structure - Locations "Location Reference” field
| 5 |SSN: Social Security number (9 digit format)
| B |Gender. 1 - Male or2 - Female
| 7 |Date of Birth: In format MM/DDSY VY'Y,
| B |Hire Date: In format MWDD/Y Y'Y
| 9 |Ethnicity: Numeric value
| 10 |" = Required fields, all others may be 0.

15
| 15 PayrollID*  Home Store* SSN* Last Name* First Name* Middle Name Gender*  Date of Birth® Hire Date” Ethnicity*

17 /DATA

18 |
13 L
20
H 2
M4 » v\ Options % Employee { 1oh Rates £ POS Cig / < I sl
Feeady RUM SCRL
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On this page you will be required to enter the following information:

Payroll ID/Data
Home Store
SSN

Last Name
First Name
Gender

Date of Birth
Hire Date
Ethnicity

® 6 6 O 6 6 6 o+ o

Middle Name is an optional field.

Note This type of information may be derived from existing HR
materials.Further instructions exist within the page of the
spreadsheet.

JOB RATES PAGE

Microsoft Excel - EntHREmployee Template. xls

i Fle Edit Yiew Insert Format  Tools  Data  Window  Help  Adabe PDF Type a question for help = o & X
N= M= -0 - B 7 U|ESE=E]$ % 0 SEE- A B
i sl P BB AL
{ S snaglt [ | window . !
H27 - k3
A | B8 [ ¢ ] D | E | F | 6 [ 7

Job Rates

Template Column Notes:

Payroll ID: Enterprise wide unique payroll 1D assigned to an employee which must be listed on Employee ¢
Location should contain the store’s location number as defined in Organization Structure - Locations "Location Refere
Job: Mumeric value defined in POS

Primary Job: 1 - primary job, O - alternate job

* = Required fields, all others may be 0.

Payroll 1D* Location™ Job*  Regular Rate* i L el o UL

Date* Date Job*
//DATA
19 v
M 4 » »\ Options { Employee ), Job Rates { POS Cfg / [< 3
Ready MUM SCRL
On this page you will be required to enter the following information:
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Payroll ID/Data
Location

Job

Regular Rate
Effective From Date
Primary Job

* 6 6 o o o

Effective To Date is an optional field.

Note Some fields only require a 0 (zero) or a 1 (one) to be valid.
Further instructions exist within the page of the spreadsheet.

POS CFG PAGE

B3 Microsoft Excel - EntHREmp loyee Template.xls EI@‘El
El] File Edit View Insert Format  Tools Data  Window Help  Adobe PDF Type aquestionforhelp = - & X

AR N=A" RERETIE - SRR RN T NN » =B 7 U|E==E$ % 0 WFE|E- DA

imEmEik S F M E a0 BE AR
} & snaglt |2 | window - !
H25 hd A
A [ B [ C [ D [ E
Template Column Notes:
Payroll ID: Enterprise wide unique payroll ID assigned to an employee which must be listed on Employee sheet
Location should contain the store's location number as defined in Organization Structurs - Locations "Location Reference” field
POS Password: Maximurn 10 digit numeric value
PC App Password: Maximum 10 digit numeric value
Employee Class: Nurneric value defined in POS
Employee Back Office Class: Numetic value defined in POS
Cashier. Mumeric value defined in POS
™ = Required fields, all athers may be 0

=
(7]
==
2]

=

,‘ s Employee Back A Cash
Payroll ID Location POS Password PC App Password Employee Class* Office Class* Cashier* Drawer*

/DATA

=

m

=)

~

|('D m‘

(.
=1

El
<

4 4 v wy Options £ Emploves / Job Rates 3, POS Cfg / < >
Ready RUM SCRL

On this page, you will be required to enter the following information:

Payroll ID/Data

Location

Employee Class

Employee Back Office Class
Cashier

* & 6 6 o o

Cash Drawer
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The POS Password and PC Application Password are optional fields.

Note Much of this information may be derived from settings
defined in the POS.Further instructions exist within the page
of the spreadsheet.

—

Download/Upload the Navigate to myLabor | HR Interface

Employee Enterprise 2. Save the Excel Spread Sheet to your hard drive (be sure to change the file
Template extension to .xIs)

3. Enter all appropriate Enterprise Employee Information and save the spread
sheet

Navigate to myLabor | HR Interface (if not already there)
Click Browse

Search for the appropriate Excel spread sheet

Click Import

N w ok
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Payroll Preprocessing Administration

Descri ptiOﬂ In the Payroll Preprocessing Administration module, the rules that govern time
cards and payroll for employees are configured. From break laws, pay rules, and
payroll deductions, this module is where all the payroll configurations occur.

These settings are considered “one-time” configurations and are usuallyestablished
by the System Administrator. However, as the rules that govern payroll and time
card distribution change, the System Administrator reserves the right to modify and
tweak existing rules as needed. It is generally recommended that these
configurations be the responsibility of an experienced user(s).

Payroll Preprocessing

MName Description
P Time Cards Review and Modify Time Cards and Other Pay Records
P Time Card Summary Wiew Tirne Card Surnmary
P Close Labor Period Close Open Labor Periods
»  Reopen Closed Labor Period Reopen Previously Closed Labor Periods
T Payroll Preprocessing
Om'”_ oot o and Mo e ot Administration options are
: Lrgam;ailu};] l onfiguration Hev?ew and Mud\fy Lp;mn; l located within the same module.
. Lab” Pa" O” e: u Re"few a”d M°d‘f" Labmpay O“ e:- These settings often link to
. Pa o ayp "ER‘:”E Hes He"few a”d M°d‘f" Pa o ayp "ER':”E other options that exist outside
remlun.q ay Rules ev?ew and Modify Premiurn Pay Rules | Payroll Preprocessing.
»  Pay Period Calendars Review and Modify Pay Period Calendar:
» Break Rules Administration Wiew, Add, Modify or Delete Break Rules
» El\reak Rules Location Assign Break Rules ta Locations
ssignment
» E?ﬁ:ﬁg;ﬁ;:”ege YWiew, Add, Modify or Delete Ermployee Privileges
P Location Assignrment Create My Labor related Attributes for Locations
b Location Configuration Location Configuration for Time Sensitive Attributes
» E;ig}iiuo?:':;;gim Assign Prernium Pay Rules to a Job Code For Locations
» Work Rules Wiew, Add or Modify Waork Rules
b Reason Codes Review and Maodify Payroll Preprocessing Reasan Codes
»  Payroll Deductions “iew, Add, Modify or Delete Payroll Deduction Types
Payroll Deduction . .
» Assignment Assign Onetime Payroll Deductions to Employees
Note Depending on User Rights and Privileges, the topics in this
section may be unavailable to you. If you have questions, please
see your System Administrator for more information on these
topics.
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Features
Features Payroll Pre-processing Administration includes a number of tasks that should be
configured in order to experience the extensive reach of the myLabor Product:
¢ Organization Configuration ¢ Employee Privilege
Administration
¢ Labor Pay Rules ¢ Location Assignment
¢ Labor Pay Overtime Rules ¢ Location Configuration
¢  Premium Pay ¢ Premuim Pay Rule Location
Assignment
¢ Pay Period Calendars ¢ Work Rules
¢ Break Rule Administration ¢ Payroll Deductions
¢ Break Rule Location ¢ Payroll Deduction Assignment
Assignment
The following sections detail these features.
Organ ization In the Organization Configuration module of Payroll Administration, you can
Configu ration determine whether or not some optional fields will display on the Employee Add/
Edit Time Card screens. You can also determine what labels will be displayed on
certain reports by specifying new information in the Overtime Hour Levels 1-4 and
Overtime Pay Levels 1-4.
( Eonsskeching | @ Save @ Cancel @ Help ) Payroll Preprocessing Organization Configuration
Hide Cash Sales Prompt: Eirtoiﬁn(;:arge Sales
Hide C ion Total Hide Senvice Charge P
leinptozmmwssmn otal PLoinptE:NICE arge Fay
Hide Charge Tips Prompt Eirgﬁnlggimd Tips
Hide Cash Tips Prompt:
Overtirme 1 Pay Labeal: OTP1 Overtime 1 Hours Label:  |OTH1
Overtime 2 Pay Label: OTP2 Overtime 2 Hours Label:  |OTH2
Owertime 3 Pay Label: OTP3 Owertirne 3 Hours Label:  |OTH3
Overtime 4 Pay Label: OTP4 Overtirme 4 Hours Label:  |OTH4
Note If you have enterprise labor, then you must have something in
the Overtime Pay & Hours Labels 1-4. By default these fields
are filled. You may modify them, but you may not leave them
blank.
Payroll Preprocessing Administration myLabor Feature

Page 100 Reference Manual



Payroll Preprocessing Administration

Organization Configuration

It may be necessary to have some of these fields available for table service
restaurants, whereas some quick service restaurants. For instance, a QSR will does
not typically need tip prompts.

Screen Description

The Organization Configuration screen is composed of a number of options and

text fields for the entering Overtime Hour Labels 1-4 and Overtime Pay Labels 1-4.
The text entered into these fields will be displayed on the Employee Time Card

Add/Edit screen:
( Choose Action | @ save @ cCancel @rHep ) Payroll Prey ing Organization Configurati
MICROS101
Hide Charge Sales
Hide Cash Sales Prompt:  [] Prompt ]
Hide Commission Total o Hide Semice Charge Pay O
Prormpt: Prarnpt:
Hide Indirect Tips
Hide Charge Tips Prompt:  [] Promat: ]
Hide Cash Tips Prompt: [ The Labels entered
here appear in the
Overtirne 1 Pay Label 15 Pay Overtirne 1 Hours Label: 1.5 Hours Time Card Add/Edit
. . screen. Only OTP 1-2
Overtirne 2 Pay Label Double Pay Overtime 2 Hours Label:  |Double Hours and OTH 1-2 are
Overtirne 3 Pay Label Triple Pay Overtirme 3 Hours Label: | Triple Hours shown.
Overtirne 4 Pay Label OT 4 Pay Overtirne 4 Hours Label:  |OT 4 Hours
. Time Cards
(croose Action | @ Edt @ Add Time Card_ @ 4dd Olher Pay @ Cancel ) / MICROS101
Employes: Albertson, Michasl {10001) Total Hrs: 650 RegHrs: 650 1 5%5 0.00 Daouble Hours: 0.00
Date In Out Job Name Location Total Hrs  Reg Hrg 1.5 Hours Double Reg$ 1.5Pa DoubleRelinquent
° ‘ ° N d - Hours 4 © Pa Status
Sun 13-Jan 11:00 AWM 04:30 PM - Server Cherry Hill 5.50 5A0 T i) BEOT RS T
5.50 5.50 0.00 000  66.00 0.00 0.00
Fri 14-Dec 05:00 AWM 0G:00 AM - Server Cherry Hill 1.00 1.00 0.00 0.00 12.00 0.00 0.00
1.00 1.00 0.00 0.00 12.00 0.00 0.00
Field Description
Hide Cash Sales Disable this option if you wish to be able to specify
Prompt cash sales in the Employee Time Card Add/Edit

screens

Hide Charge Sales
Prompt

Disable this option if you wish to be able to specify
charge sales in the Employee Time Card Add/Edit

screens

Hide Commission
Total Prompt

Disable this option if you wish to be able to specify
commission totals in the Employee Time Card Add/
Edit screens

Hide Service Charge
Pay Prompt

Disable this option if you wish to be able to specify
charge tips in the Employee Time Card Add/Edit
screens
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Field Description

Hide Charge Tips Disable this option if you wish to be able to specify

Prompt service charges pay in the Employee Time Card
Add/Edit screens

Hide Indirect Tips Disable this option if you wish to be able to specify

Prompt cash tips in the Employee Time Card Add/Edit
screens

Hide Cash Tips Disable this option if you wish to be able to specify

Prompt indirect tips in the Employee Time Card Add/Edit
screens

Enabling CONFIGURE THE ORGANIZATION FOR PAYROLL

1. Navigate to myLabor | Payroll | Admin | Organization Configuration
Enable/Disable any of the fields

3. Enter appropriate information in the Overtime Hour Levels 1-4 and Overtime
Pay Levels 1-4 fields

Note If you update these fields, you must log out and log back in to
see the changes on the Time Card Add/Edit screen.

4. Save

Labor Pay Rules Labor Pay Rules define the circumstances under which an employee is paid. For
example, not all locations might be required to pay the same amount in hourly
wages. For example, California law dictates that wait staff must receive the state
minimum wage of $6.75/hour and that their wages may not be offset by any tip
credit. However, in other states, where employers are able to take a tip offset into
consideration, minimum wage can be anywhere between the $2.00 - $4.00 range.
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Weighted Average
Overtime

Because of situations like these, myLabor has provided the ability to create Labor
Pay Rules that can be assigned on a location-by-location basis. Certainly,
organizations may find that creating one labor law works for them and therefore
they can assign it to all locations.

( Choose Action | @Add @Edt @ Cancel ) Labor Pay Rules

Search by Name

Name =

Califarnia Pay Rule
MD Pay Rule

For some states, specifically California and New Jersey, overtime must be
calculated differently than the standard “after ‘x” hours per day/week/pay period,
the employee receives some amount over their standard pay rate”. Some states
require a Weighted Average Rate (WAR) calculation. Basically, overtime pay is
determined by average pay rates when employees have more than one pay rate. For
individuals with only one pay rate, the need to calculate the average is irrelevant -
the average will always be whatever the standard pay rate is designated to be.

The best way to explain this is by offering an example. Let’s say that Chris worked
10 hours as a bartender and 32 hours as a Cook for a total of 42 hours in a week.
The overtime wage multiplier is 1.5 times his pay rate. His regular rate of pay for
both positions is:

¢ Bartender = $10/hr
¢ Cook = $12/hr
At this rate, Chris will receive $100.00 for his bartending shifts ($10/hr x 10 hours
= $100) and $386.00 for his kitchen shifts ($12/hr x 32 hours = $386). Therefore,
for the entire week, Chris grossed $486.00. But since he has worked overtime by
two hours, the system will need to calculate exactly how much more to give him in
order to ensure he is fully compensated for his hard work. To calculate the WAR,
we should divide the total pay by the total number of hours worked:
Total Pay / Total Hours = WAR
$486.00 / 42 = $11.57

This give us an average hourly pay rate is $11.57. To determine the overtime
calculation, we should plug in $11.57 into our formula:

[WAR x (wage multiplier - 1)] = overtime calculation

[11.57] x (1.5 - 1)] = $5.79
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Since the employee worked 42 hours with2 hours of OT, you will then multiply the
overtime calculation by 2:

5.79hr x 2 hrs = 11.58
He should receive an additional $11.58. Therefore, the following should be true:
$486.00 Reg Pay + $11.58 OT Pay = $497.58 Total Pay.

Luckily for users of myLabor, this calculation can be configured to automatically
run so that mulling through these equations is avoided and more time can be spent
on customer service and guest satisfaction.

Weighted Average Many employees who are tipped are subject to a tip credit. Briefly, a tip credit is a
Overtime for Tipped monetary or percentage amount (established by US Federal or state government)
Employees that may be deducted from the minimum wage. This is because many tipped
employees primarily make their income on tips. However, when tipped employees
work more than one job at more than one pay rate, and the organization uses
weighted overtime averages to determine overtime rates, the organization must use
the minimum wage before any applicable tip credits.

For example, Beth works as a server and a bartender. Her server hourly wage is
$2.38 per hour and her bartender wage is $11.00 per hour. The state minimum wage
is $5.15 and at her job, anything more than 40 hours per week is considered
overtime. She works as a server during the week, and as a bartender every Sunday
afternoon (the last day of the week). If Beth works 35 hours as a server and 5 hours
as a bartender, then (1) she is not eligible for overtime and (2) her weekly pay can
be determined as follows:

(hourly rate 1 x hrs worked) + (hourly rate 2 x hrs worked) =
total pay

($2.38 x 35 hrs) + ($11.00 x 5 hrs) = (83.30) + (55) = 138.30

However, if Beth works 38 hours serving and 7 hours behind the bar, she has
accumulated 5 overtime hours. Therefore, if the organization uses weighted
average rates to determine overtime wages, Beth’s pay can be calculated as follows:

Regular Pay + Overtime Pay = Total Pay.
Regular Pay

(hourly rate 1 x hrs worked) + (hourly rate 2 x hrs worked) =
regular pay

($2.38 x 38 hrs) + ($11.00 x 7 hrs) = (90.44 + 77.00) = 167.44

Overtime Rate

[(minimum wage x hrs worked) + (hourly rate 2 x hrs worked)] / Total Hours =
Weighted Average Overtime

Since $2.38 is lower than the minimum wage, $5.15 will be substituted.
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[($5.15 x 38 hrs) + ($11.00 x 7 hrs) =

= $6.06

(195.70 + 77.00)]

/ 45

After the weighted average overtime is calculated, it is that value (in our example,
$6.06), which is applied to the overtime hours to determine a fair overtime wage.

(# of OT hrs worked) x (weighted average overtime) =

(5 hrs) x ($6.06) = 30.30

Therefore, to determine Beth’s entire weekly pay:

Regular Pay + Overtime Pay = Total Pay
167.44 + 30.30 = 197.74

OT pay

When attempting to add or editan existing Labor Pay Rule, a System Administrator
will find a screen with 2 tabs, the Main tab and the Overtime Rules tab.

MAIN TAB

( Choose Action | @ Save @ Cancel OHeIp)

( Main W( Owvertime Rules w

Labor Pay Rules

Effective Date Range: 04/27/2008 --= 01,01,2010 »
Mame: |F‘ayRuIe1
Exclude Daily From 0 Enable ¥Weighted Average O
Weekly Overtime: Overtime:
Reguire Salaried Include Sala_ried
Ermployees To Clock In: E;ns;:lsqyees in Labor o
Murber of Hours in 0
Salaried Labor Week:
Minirmurm Interal Haurs Minutes
Between Clock-Out and 0~ 15 v
Clack-In:
@&  Allocate to Clock-in Labor Date
O Allocate to Actual Labor Date
End OT Accumulated At The End
Of Labor Day
End OT Accurmulated At The End
Of Labor Week
Effective From: 4727 22008 Effective To: 14172010
Field Description
Name Enter the name of the Labor Pay Rule
Exclude Daily from Enable this option if this Labor Pay Rule will be
Weekly Overtime excluded from weekly overtime rules
Enable Weighted Enable this option if the Labor Pay Rule will be
Average omitted from weighted averages
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Field

Description

Require Salaried
Employees to Clock In

Enable this option if salaried employees will
need to clock in and their hours worked will be
tracked

Include Salaried
Employees in Labor
Costs

Enable this option if salaried employees work
hours and pay will be included when calculating
labor costs

Number of Hours is
Salaried Week

Enter the number of hours a salaried employee
will be required to work, at a minimum.

Minimum Interval
Between Clock-Out and
Clock-In

Specify the number of hours/minutes from the
drop-down list an employee must wait between
clocking out and clocking back in

Ex: If an organization has a 6 hour minimum
between shifts and an employee clocks out at
2:00AM, the employee may not clock back in for
another shift until after 8:00AM.

If an employee attempts to clock in before the
minimum number of hours has passed, manager
authorization will be required to complete the
clock in.

Allocate to Clock-in
Labor Date

Enable this option if overtime will be applied to
the date the employee clocked in.

For instance, as in our example above, an
employee works from 5:00 PM until 2:03 AM; if
this option is enabled, all labor hours will be
allocated to the Tuesday Shift.

“End OT Accumulated At The End Of Labor
Week” will be enabled by default. You may
disable this selection if desired
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Field Description
Allocate to Clock-in Enable this option if overtime will be calculated
Actual Date based on the actual date the employee worked.

For instance, as our example above, an employee
works from 5:00 PM until 2:03 AM; if this
option is enabled, the the 5:00 PM until 1:00 AM
shift will be allocated to Tuesday’s shift and the
1:00 AM to 2:03 AM portion of the shift will be
allocated to Wednesday’s shift.

Both the “End OT Accumulated At The End Of
Labor Day” and the “End OT Accumulated At
The End Of Labor Week” options will be
enabled by default. You will not be able to
deselect them

End OT Accumulated at | This option signifies that overtime is calculated
the End of Labor Day on a daily basis

End OT Accumulated at | This option signifies that overtime is calculated
the End of Labor Week | on a weekly basis

Effective From/To Specify the dates of effectivity of this labor pay
rule

OVERTIME RULES TAB

( Choose Action | @ Save @ Cancel @ Help j Labor Pay Rules

Main wr’ Overtime Rules 1

[ cA- Double Overtirme (4
O ca- Overtirme (3
Default (13

O Double Time (2)

[ Md state_0T (2

[ new MD state3 (2
O TEst i1y
O Testz (2

Use this screen to select which Overtime Rules will be associated and applied
toward the active Labor Pay Rules. Overtime Rules are configured at myLabor |
Payroll | Admin | Labor Pay Overtime Rules.

Enabling CREATE A LABOR PAY RULE & ASSIGN AN OVERTIME RULE

1. Navigate to myLabor | Payroll Preprocessing | Admin| Labor Pay Rules | Add
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2. On the Main Tab, enter/modify all the fields according to the information
provided in the table

3. On the Overtime Rules Tab, select the Overtime Rule(s) that will be in effect
for the Labor Pay Rule

4. Click Save
CONFIGURE AN LABOR PAY OVERTIME RULE

The following procedure discussed in greater detail in the Labor Pay Overtime
Rules section of this document.

1. Navigate to myLabor | Payroll | Admin | Labor Pay Overtime Rules | Add
2. Enter Name, Overtime Rate, and Overtime Multiplier

3. Modify any other fields as necessary

4. Click Save
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Labor Pay
Overtime Rules

Consecutive Days
Overtime

Labor Pay Overtime Rules define how an employee will be paid after they have
exceeded the number ofnormal work hours/consecutive days, etc. and have crossed
the threshold into overtime pay. Overtime pay is generally mandated by either state
or federal law and can be configured a number of different ways. It is up to the
organization to determine how they will adhere to regulations and configure the
Labor Pay Overtime Rules appropriately.

{ chonse Action | @ Add @Ecit @ Cancel ) Labor Pay Overtime Rules

Search hy Name

Name «
CA Double Time
CA Tirne and - ''-*%
Califarnia DE”‘_ ( Choose Action | @ Save @ Cancel @ Help ) Labor Pay Overtime Rules
Child Labor O
MNew CA Doub
MNew CA Time
MNew CA Triple .
Mew WD Time Effective Date Range: 01/03/2008 = v
Time and Half Narme California DBL Time
Overtime Level: 2 v Overtime Multiplier: 2.00
Murnber of Days In Week
Wyeekly Hours Before Overtime Before Overtime:
Murnber of Consecutive Days Hours in & Day before 0
Before Overtime: Consecutive Overtime
Sun Hours Before Owvertime Mon I_-qu.rs Before
Overtime:
Tue Hours Before Overtime: Wed HDL!rS Before
Overtime:
Thu Hours Before Overtime: Fri Hqurs Before
Overtime:
Sat Hours Before Cwertime:
Minar Rule B
Effective From: 01/03/2008 Effective Ta:

One Labor Pay Overtime Rules are configured, they may be assigned to specific
Child Labor Laws and in the Employee Administration module.

Enterprises may require individuals to work a certain number of hours per week
and a certain number of consecutive days within that week before being eligible for
overtime pay.

For example, an organization may state that the overtime rule requires and
individual to work 40 hours per week and 3 consecutive days. Therefore, if an
employee works 15 hours between shifts on Monday and Tuesday, skips
Wednesday, but then accumulates 30 hours amongst his Friday, Saturday, and
Sunday shifts, he qualifies for overtime because [a] he has worked over 40 hours
(15 + 30 =45) and [b] he has worked at least 3 consecutive days in a row (Friday,
Saturday, and Sunday).
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Screen Description

Another method of configuration is as follows: an enterprise specifies that
employee overtime is only eligible after 3 consecutive days per week are worked
and must work at least 20 hours per week. So, an employee works Monday,
Tuesday, and Wednesday, but only accumulates 10 hours (slow week). He has off
on Thursday, and works 12 hours on Friday. According to the setup, he is eligible
for 2 hours of overtime, starting the end of his shift on Friday, because he [a]
worked 3 consecutive days (Mon, Tues, Wed) and [b] has accumulated more than
20 hours (10 + 12 = 22). Therefore, the 2 hours he has worked above the 20-hour
threshold are his eligible overtime hours.

Note Remember! Labor Pay Overtime Rules must be linked to
Labor Pay Rules and Labor Pay Rules must be assigned to

locations

You will be able to see all existing Labor Pay Overtime Rules, as well as their
specifications on the first page.

On the Add/Edit pages, you will be able to create new Labor Pay Overtime Rules
and/or make modifications to existing Labor Pay Overtime Rules.

( Choase Action | @ Save @ Cancel @ Help ) Labor Pay Overtime Rules

Effective Date Range: 01/03/2008 --= v

Marne: California DBEL Time

Cwertime Level: 2 v Cwertime Multiplier: 2.00

Murnber of Days In Week
Befare Overtime:

Hours in & Day before 0
Consecutive Overtime:

YWeekly Hours Before Overtime:

Murnber of Consecutive Days
Before Cvertime:

Sun Hours Before Overtime: Mon Hours Befare

Owertirne:
Tue Hours Befare Overtime: Wed .HDLer Before
Owertirne:
Thu Hours Befare Overtime: Fri Hqurs. Before
Owertirne:
Sat Hours Before Owvertirme:
Minar Rule: O
Effective From: |1/03/2008 Effective To:
Field Description
Name Enter the name of the Labor Pay Overtime Rule
Overtime Rate Use this drop-down list to specify the rate by which
overtime will be calculated
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Field

Description

Overtime Multiplier

Enter the amount by which the starting hourly wage
will be multiplied by in order to calculate the
overtime wage

Number of Hours
Before Overtime

Enter the number of hours the employee must workin
order to be eligible for overtime pay

Number of Days In | Enter the number of days in one week an employee
Week Before must work in order to be eligible for overtime pay
Overtime

Number of Enter the number of consecutive days in one week an

Consecutive Days
Before Overtime

employee must work in order to be eligible for
overtime pay

Hours in a Day
before Consecutive
Overtime

Enter the number of hours and employee must work
in a day before employee is eligible for overtime pay

Sun - Sat Hours
Before Overtime

Enter the number of hours an employee must work
each day (Sun, Mon, Tues, etc.) before overtime
kicks in for that day. Ex. Monday - Thursday: after 8
hours clocked in, employee is eligible for overtime
pay; Saturday and Sunday: after 10 hours clocked in,
employee is eligible for overtime pay

Minor Rule

Displays/Specify whether or not the Labor Pay
Overtime Rule applies to minor employees

Enabling CREATE A LABOR PAY OVERTIME RULE

1
2.
3.
4

Save

Navigate to myLabor | Payroll | Admin | Labor Pay Overtime Rules
Click Add or select an existing Overtime Rule and click Edit

Modify the fields according to the information provided above

LINK A LABOR PAY OVERTIME RULE TO A LABOR PAY RULE

The following procedure is discussed in greater detail in the Labor Pay Rules
section of this document.

L.

After the Labor Pay Overtime Rule has been set up, navigate to myLabor |

Payroll | Admin | Labor Pay Rule

Create a new or select an existing Labor Pay Rule
On the Overtime Rules Tab, select the Labor Pay Overtime Rule that will apply

toward the Labor Pay Rule

Save
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Premium Pay

Premium Pay Types

Premium Pay is additional pay that is administered at a higher rate. Premium Pay
can be considered many things, from overnight work to holiday pay. For example,
an employee who agrees to work Easter Sunday or Thanksgiving Day may earn pay
at a rate that is higher than his or her normal pay rate.

Premium Pay Types are used to define the format by which pay will be issued.
There are three classifications of Premium Pay:

1. Amount
2. Hourly

3. Split Shift
AMOUNT

An Amount is a flat hourly rate amount or percentage of minimum wage, primary
job, highest clocked in rate, or current clocked in rate may be awarded to the
employee. If you select this type, MICROS recommends entering a Start and End
Time. Also, you will need to specify the method by which hourly rates are
increased. You may select a flat amount or a percentage increase.

For example, an employee who is working on December 25 may receive an extra
$50 in compensation for Holiday Work. This would be a Flat Amount.

If you select Flat Amount, you will need to enter the amount by which to pay the
employee. If you select Percentage, you will first need to identify the percentage of
increase/decrease and then specify the basis of the increase/decrease, i.e., what
existing rate is being increased/decreased by the percentage.

HOURS

Selecting the Hours type denotes that employees will be paid for the hours they
worked and at a flat hourly rate amount or percentage of an existing wage. If you
select this option, you will be required to specify how many additional hours will
be paid at a premium rate. Additionally, you will be required to define how the
premium pay will be administered - a flat amount or a percentage of an existing pay
rate.

SPLIT SHIFT

State law may require that an employee be paid for an extra hour of work if the
employee is scheduled to work two shifts in a day that are more than 1 hour apart.
This extra hour is paid to the employee, but may not be included in overtime hours.

If you select Split Shift, MICROS recommends entering the minimum and
maximum number of hours between shifts that must pass before premium pay is
eligible. For example, some states may have laws that dictate that if an employee is
schedule to work a split shift, and the shifts are more than one hour apart, the
employee must be compensated for that hour.
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Screen Description

In the same fashion as both the Amount and Hourly Premium Pay Types, you will
be asked to specify how the premium pay will be administered - flat amount or

percentage of existing pay rate.

The Premium Pay configuration screens are made up of two separate tabs:

¢ General Tab
¢ TypeTab

GENERAL TAB

Configure the parameters by which the Premium Pay will be administered:

( Choose Action | @ Save @ Cancel @ Help )

Premium Pay Rules

General Type
Mame: |
Description:
Include in Labar Cost: O Include Minor: O
Effective Days: ® Day of Week: O O Tuesday [ Friday
O Sunday Owednesday [ Saturday
O Monday O Thursday
O Calendar Day:
(O Calendar Day Range:
From Tirme -
Tao Time -
Effective From: Effective To:
Field Description
Name Enter the name for the Premium Pay (ex.
Holiday, Overnight, etc.)
Description Enter a brief description for the Premium Pay
Include in Labor Costs Enable this option if Premium Pay will be
included when calculating labor costs
Include Minor Select this option for the premium pay to be
available for minors
Effective Days

myLabor Feature
Reference Manual

Payroll Preprocessing Administration

Page 113



Payroll Preprocessing Administration
Premium Pay

Field Description

Days of Week Select this option if Premium Pay is only
available on certain days.

Enable the eligible days of the week (All,
Sunday, Monday, etc.)

Calendar Day Select this option if Premium Pay if only
available on a certain day of the year (ex. July 4,
December 25, etc.)

You will be required so specify both the month
and day.

Calendar Day Range Select this option if Premium Pay is only

available for a certain calendar range. (ex.

Thanksgiving Weekend)

¢  From Time - Select the start “time” for
Calendar Day Range by specifying month
and day.

¢ To Time - Select the end “time” for Calendar
Day Range by specifying month and day.

Effective From/To Enter any effectivity dates which would affect
these Premium Pay dates and/or ranges.

Effective From is required.
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TYPE TAB

Define the Premium Pay Type:

( Choose Action | @ Save @ Cancel @ Help ) Premium Pay Rules
General Type
Prermium Pay Type: O Amount
O Hours
O Split Shift
Start Time: - M- v - v End Time: - M- M- ™
Field Description

Premium Pay Type | Select the Premium Pay Type.

Options include Amount, Hours, or Split
Shift. Type selected determines hidden fields
on screen.

Start/End Time Specify the start and end times for the
Premium Pay Types.

Depending on what Premium Pay Type is selected, additional fields will appear
below the Start/End Times.
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If Amount is selected, then the following will display below Start/End Times:
( Choose Action | @ Save @ Cancel @ Help ) Premium Pay Rules
General Type
Premium Pay Type: @ Amount
OHours
O Split Shift
Start Time: - % ¥ »|EndTime: - - M- ™
Increase
Hourly Rate (O Flat Amount
By:
® Percentage Of Select a Rate v

Field Description

Increase by Hourly | Specify how the hourly rate will be increased.

Rate + Flat Rate - enter the hourly rate of the premium
pay. For example, if default wage is $8/hr, then
the premium pay would be something like $10/
hr; 10 would be entered in this field

* Percentage of Rate - enter a percentage of an
existing wage. For example, premium pay rate is
based on the default wage, then the premium pay
rate would be something like
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If Hours is selected, then the following will display below Start/End Times:

( Choose Action | @ Save @ Cancel @ Help j Premium Pay Rules
General Type
Premium Pay Type: O Amount
® Hours
O Split Shift
Start Time: - % ¥||--  »|EndTime: - - - v
Additional Hours | [Oinclude additional hours in

overtime calculations
Pay Rate for Additional
Hours

O Flat Amaunt

O Minimurm Wage Rate
O Primary Job Rate

O Highest Clockin Rate

O Current Clockedin
Rate

Field Description

Additional Hours Enter the number of additional hours that will
be paid to an employee if the premium pay
conditions are met

Include additional hours | Enable this option to include any additional
in overtime calculations | premium pay hours in the overtime
calculations

Pay Rate for Additional | Specify the amount for an employee’s hourly
Hours rate to be increased for the premium pay.
Options Include: Flat Amount (required
additional configuration), Minimum Wage
Rate, Primary Job Rate, Highest Clocked In
Rate, and Current Clocked In Rate
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If Split Shift is selected, then hidden fields will appear both above and below Start/
End Times. The fields that appear below the Start/End Times area are the same
fields that appear when Hours is selected as the Premium Pay Type.

( Choose Action | @ Save @ Cancel OHeIp)

Premium Pay Rules

General Tupe
Premium Pay Type: O Amount
O Hours
@ Split Shift
Wlinimum Hours hlaximum Hours
Between Shifts Between Shifts
Start Time: - ¥||- ¥||-  #EndTime: R SRS A
Additional Hours | include additional hours in
overtime calculations
Pay Rate for Additional
Hours
O Flat Amount
O Minimum YWage Rate
O Primary Joh Rate
O Highest Clockin Rate
O Current Clockedin
Rate
Field Description

Minimum Hours

Enter the minimum number of hours between

Between Shifts each shift
Maximum Hours Enter the maximum number of hours between
Between Shifts each shift

Additional Hours

Enter the number of additional hours that will
be paid to an employee if the premium pay
conditions are met
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Field

Description

Include additional
hours in overtime

Enable this option to include any additional
premium pay hours in the overtime

calculations calculations
Pay Rate for Additional | Specify the amount for an employee’s hourly
Hours rate to be increased for the premium pay.

Options Include: Flat Amount (required
additional configuration), Minimum Wage
Rate, Primary Job Rate, Highest Clocked In
Rate, and Current Clocked In Rate

Enabling DEFINE PREMIUM PAY

1.

6.

Effective Days

Select Add from the top menu bar

Type selecting in Step 4.

Save

ASSIGN TO LOCATIONS

Navigate to myLabor | Payroll Preprocessing | Premium Pay Rule

On the General Tab, provide a name for the Premium Pay Rule and define

On the Type Tab, select a Premium Pay Type (Amount, Hourly, or Split Shift)
Enter the Start/End Times and the fields required based on the Premium Pay

For more information on assigning Premium Pay Rules to locations, please refer to
“Premium Pay Rule Location Assignment” on page 135.

L.

IR

Assignment

Save

Navigate to Payroll Preprocessing | Admin | Premium Pay Rule Location

Select the location(s) to have the Premium Pay Rule assigned
Select the Job Code Name from the drop-down list

Select a Premium Pay Rule from the drop-down list

Enter any effectivity dates (Effective From is required)
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Pay Period
Calendars

Pay Period Calendars allow the user to specify the pay period cycles, or when pay
periods begin and end. Pay Periods may vary, depending on organization, from
weekly, bi-weekly, monthly, etc., and can be configured to operate on a weekly (bi-
weekly, monthly, etc.) format for a determined period of time. Pay Periods may also
be assigned to an enterprise as a whole, or on a location-by-location basis. Some
locations of an organization may fall under different regulations, and therefore may
be required to offer pay periods that differ from the enterprise standard.

{ chooss Action | @ Add @Edt @ Delele @ Cancel ) Pay Period Calendars

Search by Name

Name «

Default Pay Period calendar

myCalendar

( Choose Action | @ Save @ Cancel @ Help ) Pay Period Calendars

MName: Default Pay Period calend
Start Date
= Hoveraby
End Date: 11272012 |G Nowsmizer] | 20131
Sun Mon TueWed Thu Fri Sat
25 |29 [0 [91 1 | [3
Frequency:

4 |5 [ |7 [ @ [0

11 12 (13 |14 (15 |16 {7

18 19 [20 21 [22 [23 |24

25 [26 (27 28 |28 (30 |1

2 3 4 5 [ [ [B

0K Cancel

Screen Description  Configuring a Pay Period Calendar is rather simple. All fields are easy to
understand and provide a simple approach to establishing a pay period.

Field Description

Name Enter/Displays the name of the Pay Period Calendar

Start Date Enter/Displays the start date of the pay period cycle

End date Enter/Specify the end date of the pay period cycle

Frequency Use the drop-down list to specify the frequency at
which payroll periods will execute (weekly, bi-weekly,
etc.)

Enabling CREATE A PAY PERIOD CALENDAR
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Break Rules
Administration

Navigate to myLabor | Payroll | Admin | Pay Period Calendars
Click Add
Enter a Name, Start and End Dates, and Frequency

el

Save

Managers can schedule break categories, like lunch or a coffee break. Breaks are
defined and configured within the Payroll Administration module and can be any
duration of time (ex. 15 minutes, 30 minutes, etc.) and can be paid or unpaid,
depending on what suits your organization’s.

Breaks Rules can be assigned to any location. For example, if a coffee bar location
is only open from 5:30 AM until 11:00 AM, then creating a lunch break would be
pointless. However, if that same organization also has a location that opens at 5:30
AM and doesn’t close until 6:00 PM, then a lunch break might be necessary for
their employees.

{ ChooseAction | @ Add @ Edt @ Cancel @ Help ) Break Rule
Search by Name
Name =
ExpitingBrez ( Choose Action @ Save @ Cancel @ Help ) Break Rule
Fifteen
LongLunch
Meal Marme: Longlunch Break Duration: B0
MinorBreak
Paid Break O Minor; O
Grace In: Grace Out:
Auto Schedule Awailable For Manual
Breaks o Schedule o
inimurm Duration Maximum Duration
before Break: befare Break
Duration befare Break 0
Repeatable Pattern
Effective ’7 T Effective vy
From: 3/16/2008 ™ B152008

Break Rules may also be automatically or manually entered into the Scheduling
Application. Users may assign a Break Rule to be available for Manual Scheduling,
so that when the scheduling manager sits down to create the following week’s
schedule, this Break Rule is available to him to enter into employee’s shifts as
necessary. If the Break Rule is to be assigned automatically, then when the
scheduling manager generates the automatic schedule, the Break Rules will be
applied accordingly.

By law, employers are required to ensure that employees are given breaks at
specified times during their shift. If these breaks are not taken, or are taken but not
within the time that hasbeen defined by law, a serious fine can be levied against the
employer. Use of this function can help control this situation.
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Screen Description  You will be able to see all existing Break Rues as well as their specifications on the
first page of the Break Rule Administration page. you will be able to create new
Break Rules and/or make modifications to existing Break Rules on the Add/Edit

pages.
( Choose Action | @ Save @ Cancel @ Help :] Break Rule

Mame: |L0ngLunch Break Duration: 50
Paid Break: O Minor: O
Grace In: Grace Out:
Auto Schedule Ayailable For Manual
Breaks: o Schedule: O
Minirmum Duration Maximum Duration
befare Break: before Break:
Dwration before Break 0
Repeatable Pattern:
Effactive Ve Effective e
From: 3/15/2008 T B/15/2005

Field Description

Name The name of the Break Rule

Break Duration

Enter the amount of time in minutes for the break

Paid Break Enable this option if the break will be paid; kaving it
unchecked denotes unpaid break

Minor Enable this option if the break rule applies to minor
employees

Grace In Enter/Displays the number of minutes before and
after the break start the employee may clock in for
the break

Grace Out Enter/Displays the number of minutes before and

after the break end time the employee may clock out
of the break

Auto-Schedule

Enable this option if the break rule will be eligible

Manual Schedule

Breaks for auto-scheduling within the Scheduling
Application
Available for Enable this option if the break rule will be eligible

for manual scheduling in the Scheduling Application
MICROS recommends always enabling this option.

Minimum Duration
before Break

This is the minimum amount of time in minutes the
employee must work before eligible for a break
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Field Description

This is the maximum amount of time in minutes the
employee can work before a break is needed

Maximum Duration
before Break

Duration before
Repeatable Pattern

For breaks that are repeated throughout the day, you
may set a period of time that must be fulfilled before
the repeated break will/can be scheduled again.

Enabling CREATE A BREAK RULE

Break Rules
Location
Assignment

1. Navigate to myLabor | Payroll | Admin | Break Rule Administration
2. Click Add or select an existing Break Rule and click Edit

3. Modify the fields according to the information provided above

4. Save

Break Rules must be associated to a location. When an employee clocks out, the
Rule can be configured to prompt the employee for a reason for the clock out.
These prompts can be applies toward both paid and unpaid breaks - it all depends
on how the organization wishes to configure the Break Rule by location.

Break Rule

Chocse Option | @ Save @ Cancel @i |

'S

Paid Bresk

Authorization Required for Early from

[1  Authorization Reguired for Late from O

Locason Salaction cisar | | Pk ([ Coua
[ 1SR Conporate ~ . . .
[ wocssng ([ AddBresk e )J(_  AddMior BreskRde ) Carcel )
O siex
O smecar Ereak Rule Effoctive From Effective To
((Scmopton | 8Swe 8 Cael SHep ) Break Hule
— Y
L'nc:bm'selncuon Cliegr Rl | Config
L] TSR Conpen ate
O Locain
O stes Enfarce Schidulid Brivaks
[ saezcar =
- saens Prampt for Break ] Prompt for Break Name: ]
Authorization Required for Early from [ Authosization Reguired for Late from O

Paid Break

LUinpaid Break: Unpaid Break

Authanzation Requieed for Early 10 Paid  [7]  Authonization Required for Late ta Paid ]
Break Break

Authonzation Required for Early 1o O Authonzaton Reguined for Late lo (]
Ungaid Break: Unpaid Break

By law, employers are required to ensure that employees are given breaks at
specified times during their shift. If these breaks are not taken, or are taken but not
within the time that hasbeen defined by law, a serious fine can be levied against the
employer. Use of this function can help control this situation.
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Screen Description  There are two panes on the Break Rules Location Assignment page. On the left, a
location selection box exists from which all or some locations may be selected at
where the Break Rule will be applicable. In the right pane, there are two tabs:

1. Rules
2. Config

On the Rules tab, you will specify the rule you are assigning to the location. On the
Config tab, you will determine the settings that will be in effect at the location(s)

selected.
RULES TAB
Rules w f Config w
(- mddBreskRule ) (- Add Minor Bresk Rule ) (- Cancel )
Break Rule Effective From Effective To
Please Select v
Minor Break Rule Effective From Effective To
Field Description
Add Break Rule Click this button to display a new row for
break rule specification
Add Minor Break Rule | Click this button to display a new row for
minor break rule specification
Cancel Click this button to cancel any discard any
updates without saving
Break Rule Use the drop-down list to specify the needed
break rule
Minor Break Rule Use the drop-down list to specify the needed
minor break rule (if applicable)
Effective From/To Enter the effectivity dates for this Break Rule
(required for Effective From)
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CONFIG TAB
Rules w f Config
Enforce Scheduled Breaks: O
Prompt for Break: O Prompt for Break Mame: O
Authorization Reguired for Early from O Authorization Required for Late fram O
Paid Break: Paid Break:
Autharization Required for Early from O Autharization Reguired for Late from O
Unpaid Break: Unpaid Break:
Authorization Required for Early to Paid O Authorization Required for Late to Paid O
Break: Break:
Authorization Required for Early to O Authorization Required for Late to O
Unpaid Break: Unpaid Break:

Field Description

Enforce Schedule
Break

Enabling this will ensure the employee is required
to take his/her break when it is scheduled

Prompt for Break Enabling this option will make the employee
answer the “are you taking a break” message at the
POS

Prompt for Break Enabling this option will make the employee

Name specify what type of break he/she is taking (if more
than one exists)

Authorization If enabled, employees need management

Required for Early authorization for early clock in from a paid break.

from Paid Break Only available of the option Prompt for Break is
enabled

Authorization If enabled, employees need management

Required for Late authorization for Late clock in from a paid break.

from Paid Break Only available of the option Prompt for Break is
enabled

Authorization If enabled, employees need management

Required for Early authorization for early clock in from an unpaid

from Unpaid Break break. Only available of the option Prompt for

Break is enabled
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Field

Description

Authorization
Required for Late
from Unpaid Break

If enabled, employees need management
authorization for Late clock in from an unpaid
break. Only available of the option Prompt for
Break is enabled

Authorization
Required for Early to
Paid Break

If enabled, employees need management
authorization for early clock out to an paid break.
Only available of the option Prompt for Break is
enabled

Authorization
Required for Late to
Paid Break

If enabled, employees need management
authorization for late clock out to an paid break.
Only available of the option Prompt for Break is
enabled

Authorization
Required for Early to
Unpaid Break

If enabled, employees need management
authorization for early clock out to an unpaid
break. Only available of the option Prompt for
Break is enabled

Authorization
Required for Late to
Unpaid Break

If enabled, employees need management
authorization for late clock out to an unpaid break.
Only available of the option Prompt for Break is
enabled

Enabling AssIGN A BREAK RULE TO A LOCATION

Navigate to myLabor | Payroll | Admin | Break Rule Location Assignment

In the left pane, select the organization level(s) or location(s) to configure

3. On the Rules Tab of the right pane, select the Add Break Rule button; a group
of drop-down lists will appea

4. Use the drop-down lists to select the Break Rule and establish an Effective

From date

5. Select the Config Tab and specify the options for Break Rules at the location

Note The settings on the Config Tab are for the selected
organization level/location. They do not need to be
configured every time a new break rule is assigned.

6. Save
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Employee Within myLabor, the ability to configure time clock privileges to employees based
Privi |ege on employee privilege levels exist. This eliminates the need to assign a time clock

. . privilege to each employee, and, rather, it allows employees to be grouped in
Administration privilege levels that control when an employee can and cannot clock in. Privilege
groups can be set up as collectives within which employees fall, like Front of the
House or Back of the House. Therefore, the Privilege Group is assigned to the
employees.

(Choose Action | @ Add @Edit @ Delete @ Cancel @ Help ) Employee Privilege
MICROS101

Search by Name

Clock In/Out Outside  Override Clock In/Out Override Scheduled

Name « Authorize Clock Ins Perform Clock In
Schedule Grace Jobs
BOH Employes n n
FOH Employee Employee Privilege
Chi Ach L @ C | @ Hel
Supemsm v ( o0se 1on Ve Ancel Bl ) MICROS101
Clock InfOut Qutside
Mame: Supenisar Sehedule.
Override Clock In/Out Owerride Scheduled
Grace Jobs:
Authorize Clock Ins: 0« Perfarm Clock In: ER
Authorize D O Clock Out With Cpen 0o
Assignment: Checks:
%‘”USCI‘ Out With Open O Reprint Timecard ]
Autharize Clock Out O Autharize Clock Out 0
with Open Checks: with Open Tills:
Authorize Clock In Out O
Outside Schedule:

Screen Description  The following fields are available to be configured via the Employee Privilege
Administration screen:

Field Description

Name Enter the name of the Employee Role to whom the
Employee Privileges will apply

Clock In/Out Enable this option to allow employees in this class to

Outside Schedule clock in or out outside the times set in the time clock
schedule.

Employee Groups with this privilege will be able to
clock in/out users outside of their schedule who
cannot clock in/out outside of their schedule for
themselves.
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Field Description

Override Clock In/ | Enable this option to allow employees in this class to

Out Grace override the established grace period for clocking in
or out and authorize non-privileged employees to do
the same.
Employee Groups with this privilege will be able to
override clock in/out grace periods for users who
cannot override clock in/out grace periods for
themselves

Override Scheduled | Enable this option to allow employees in the selected

Jobs class to clock into a job which they were not

scheduled to perform. If this option is not selected,
when an employee attempts to clock in to a job they
were not scheduled to perform, a authorization is
required.

Employee Groups with this privilege will be able to
override scheduled jobs for users who cannot
override scheduled jobs for themselves.

Authorize Clock Ins

Select a privilege level for employees in this class for
authorizing clock in. This checks against the Clock in
Privilege level assigned to the job the employee is
clocking in for. Valid options are 0-3, with 0 being
the lowest.

Perform Clock In Select a privilege level for employees in this class for
clocking in to the system. This checks against the
Clock in Privilege level assigned to the job the
employee is clocking in for. Valid options are 0-3,
with 0 being the lowest.

Authorize ID Enable this option to allow this employee group the

Assignment ability to assign an magnetic card (magCard) to an
employee

Clock Out with Enable this option if the employee will be permitted

Open Checks to clock out while having open checks without

authorization.

Employee Groups with this privilege will be able to
clock out users who cannot clock out with open
checks for themselves.
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Field Description

Clock Out with Enable this option if the employee will be permitted

Open Tills to clock out while having open tills without
authorization.

Employee Groups with this privilege will be able to
clock out users who cannot clock out with open tills
for themselves.

Reprint Time Card | Enable this option if the employee will be able to
reprint his/her time card.

Employee Groups with this privilege will be able to
reprint time cards for users who cannot reprint time
cards for themselves.

Authorize Clock Enable this option if the employee will be able to
Out with Open clock out while having open checks with proper
Checks authorization/permission.

Authorize Clock Enable this option if the employee will be able to

Out with Open Tills | clock out while having open tills with proper
authorization/permission.

Authorize Clock In | Enable this option if the employee will be able to
Out Outside clock in/out outside of his/her scheduled shift with
Schedule proper authorization/permission.

Enabling CREATE EMPLOYEE PRIVILEGES

1. Navigate to myLabor | Payroll | Admin | Employee Privilege Administration
2. Select Add

3. Enter an employee role/position in the Name field

4. Select the appropriate privileges for that name

5. Save

ASSIGN EMPLOYEE PRIVILEGE GROUP TO AN EMPLOYEE

The following procedure is used when configuring employees from within the
Human Resources Employee Configuration screen. Further information on this step
may be found in the myLabor User Manual.

1. Navigate to myLabor | Human Resources | Employees

2. Create a new employee or search for and select an existing employee

3. Navigate to the Location Configuration Tab

4. Select the POS Configuration Sub-Tab
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L ocation
Assignment

5. Use the Employee Privilege drop-down list to select the Employee Privilege
Group to which this employee will belong

Click Update List from within the POS Configuration Sub-Tab
7. Click Save from the top menu bar

Restrictions and rules that govern specific locations may be configured within the
Location Assignment module. From here, you can assgn regulations that will apply
toward all or some of an organization’s location. Within this module, you can
assign the following parameters:

Work Rules

Labor Week Start Day

Forecast Week Start Day

Store Work Hours

Labor Share Level

Schedule Week Start Day

Start Business Day Fixed Period

Start Labor Hour

e A A o e

- Location Assignment
( choose Gption | @ Save @ Cancel @ Help ) MICROS101

Location Selection Clear
v
[Ccorp

A [] stores

Wark Rules: Please Select v Labor Share Level: Flease Select 3

[ Rockville Labor Week Start Day. Please Select Schedule Week Start Day, Please Select v
[ Tysons Corner

O Patornac wils Forecast Week Stat Day: | Please Select v Start Business Day Fixed Period: | Please Select v
[ springfield
[ crarendon Stare Work Hours: Please Select Start Labor Hour. 0 v
[ Lake Forest
[ Fair 0aks
[ merrifield
[ Laurel

[ Reston

[ Greenbeit

Note: Labor Week Stant Day can only be updated If Pay Period Calender is Monthly or Serni Monthily, otherwise it is set to first day of Pay Period,

Some of the options in the drop-down lists are established in other areas of the
myLabor Application. Work Rules may be configured via myLabor | Payroll
Preprocessing | Admin | Work Rules. Store Work Hours may be configured via
myLabor | Human Resources | Admin | Store Work Hours.
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Screen Description  The screen shown above allows the user to select the locations from the left pane
and use the various drop-down lists to determine which rules, levels, etc. will be
applicable at those selected locations.

Field Description

Work Rules Specify the work rules that apply at this location.
Work Rules are the number of hours an employee
can work per day/week.

Labor Week Start Day | Use this drop-down to specify the start days for
labor week for the selected location(s)

This field is required.
Forecast Start Week Use this drop-down to specify the start days for
Day forecast week for the selected location(s)
Store Work Hours Specify the work hours (the established “open”

hours for the business) from this drop down.

Labor Share Levels Use this drop-down to specify the Labor Share
Levels that will take affect at the selected

location(s)
Schedule Start Week | Use this drop-down to specify the start days for
Day schedule week for the selected location(s)
Start Business Day Use this drop-down to specify the start time for the
Fixed Period business fixed period for the selected location(s)
This field is required.
Start Labor Hour Specify the time the daily labor cycle will begin.

For example, if the start labor hour =4:00AM, then
if someone clocks in at 1:00AM Tuesday morning,
that labor (from 1AM - 4AM) will be associated
with Monday’s pay. Anyone clocking in then
anyone clocking in at4:30 Tuesday morning will be
associated with Tuesday’s labor. This field is
required.

Enabling ASSIGN LOCATIONS USING LOCATION ASSIGNMENT

Navigate to myLabor | Payroll | Admin | Location Assignment
Select the location(s) that will be configured

3. Use the various drop-down lists to select the appropriate information that will
be applied toward the selected location(s)

4. Save
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Location
Configuration

Within the Location Configuration module, you are modifying and assigning the
various “time sensitive attributes” that will be enforced at specified locations.
These laws and rules are essentially only in effect for a certain time period. This
feature allows you to only assign that which is necessary to the appropriate
locations. This helps clearly organize which locations are governed by local, state,
and federal laws and regulations.

For example a Pay Period Calendar may be configured for the year 2008 and
established on a bi-weekly cycle. However, days “bleed” over from 2007 and into
20009; the last few days of 2007 may show up on the first pay cycle of 2008 and the
last few days of 2008 might overlap into 2009. Therefore, when the Par Period
Calendar expires, another one will need to be established.

A Child Labor Law is another example of a time sensitive attribute in that, if an
employee is bound by a child labor law, eventually he or she will reach an age
where the law is no longer applicable. If a child labor law only affects individuals
aged 15-17, then, when the employee turns 18, the law no longer applies. Within
this module, you have the ability to determine which locations will be affected by
which laws.

Other time sensitive attributes include Labor Pay Rules and Wage and Tip Laws.
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Screen Description

Enabling

The Location Configuration screen is relatively straightforward and works
similarly to a typical Assign to Locations page. You will select the locations on the
left side of the page and then select the various laws and regulations that will be
effect at those locations from the drop-down lists provided and specify applicable
effectivity dates. As you enable the check boxes next to the law name, the
corresponding fields become required.

( Choose Cption | @Save @ Cancel @ Help ) Location Configuration
WICRCS101
Location Selection Clear
v [ corp Labor Pay Rule: Please Select v
- ) =
[ stores Effective From: |
[ Rockville
] Tysons Comer Pay Period Calendar. | Please Select v
[ Potamac Mills Effective Frorm: |
[ Springfielg [ Wvage and Tip Law: Please Select e
[ crarendon _ i
[ Lake Forest Effective From:
[ Fair 0aks ChildLaborLaw1 ~
[ merrifield . . ChildLahorlaw?
[ ehild Labor La: MD Child Labor Law
O Laurel PA Child Labor Law %
[ restan =
Effective From:
[ oreenbatt =
Effective To:

All of the time sensitive attributes on this page are configured elsewhere in the
myLabor Application. Labor Pay Rules can be configured at myLabor | Payroll
Preprocessing | Admin | Labor Pay Rules. Pay Period Calendars may be configured
at myLabor | Payroll Preprocessing | Admin | Pay Period Calendars. Wage and Tip
Laws can be configured at myLabor | Human Resources | Admin | Wage and Tip
Laws. Child Labor Laws may be configured at myLabor | Human Resources |
Admin | Child Labor Laws.

You may only have one Labor Pay Rules, Pay Period Calendars, and Wage and Tip
Laws per location. You may have more than one Child Labor Law per location.

ASSIGN A TIME SENSITIVE ATTRIBUTE TO A LOCATION

Navigate to myLabor | Payroll Preprocessing | Admin | Location Configuration
Select a location(s) from the left side of the page

3. Enable the checkboxes next to the laws/rules to be assigned to the selected
location(s)

Use the drop-down lists to specify the necessary laws/rules
5. Enter any appropriate effectivity dates
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6. Save

Work Rules General Work Rules, which determine default availability and work hours, can be
configured in the system. This is to help limit the number of hours employees can
work, for whatever reason. An organization may decide that an employee should
not work more than 6 hours a day and nomore than 40 hours a week. These settings
will then carry over into the Employee Availability screens as a scheduling
guideline, as well as into the Scheduling Application to help limit the number of
hours employees are scheduled.

Work Rules
(_Choose Action | @ 4dd @ Edl @ Delete @ Cancel @ Help ) MICROS101
Search by Marme
Name » W
Work Rules
Work Rules 2 Work Rules
Summer Work Rules ( Choose Action | @ Save @ Cancel @Help ) MICROS101
Holiday Waork Rules
Name Wyork Rules 2
Min Hours Per Week: 4 Mayx Hours Per Week: 40
Min Hours Per Day: 2 Max Hours Per Day: 12

Screen Description  On the Work Rules screen, you will be expected to configure the following:

Field Description

Name Enter the name of the Work Rules

Min Hours Per Week | Specify the minimum number of hours per week an
employee may work (0-168)

Max Hours Per Specify the maximum number of hours per week an
Week employee may work (0-168)

Min Hours Per Day Specify the minimum number of hours per day the
employee may work (0-24)

Max Hours Per Day | Specify the minimum number of hours per day the
employee may work (0-24)

Enabling AssIGN WORK RULES TO A LOCATION

1. Navigate to myLabor | Payroll Preprocessing | Admin | Work Rules | Add
2. Enter the name of the Work Rules
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3. Enter values in the Min Hours Per Week, Max Hours Per Week, Min Hours Per
Day, and Max Hours Per Day

4. Click Save

Premium Pay Premium Pay Rules are to be assigned to locations. This screen behaves similarly to
Rule Location other “Assign to Locations” pages. You will be required to specify the location(s) in

. the left pane and then select and apply the Premium Pay Rules on the pane to the
Assignment right

Premium Pay Rules are configured via Payroll Preprocessing | Admin | Premium
Pay. For more information on configuring Premium Pay Rules, please refer to
“Premium Pay” on page 112.

Screen Description  The following screen shot displays how a typical Premium Pay Rule Location
Assignment screen looks:

( Giease Gl ‘ @Save @ Cancel @ Help ) Premium Pay Rule Location Assignment
Lacation Selection Clear
[ TSR Corporate Job Code Name - v Premium Pay Rule - 3
[ Locas1s
[ site3 Effective From: Effective To:
[ site3csT
Location Job Name :::;T{::Ilz Eﬁchr‘:ﬁ Eﬂecli;z
Field Description
Job Code Name Select the Job Code name that will be governed by
the Premium Pay
Premium Pay Rule Select the Premium Pay Rule to be applied to the
Job Code at this location.
Effective From/To Enter effectivity dates
Effective From is required.

Enabling AssIGN A PREMIUM PAY RULE TO A LOCATION

1. Navigate to Payroll Preprocessing | Admin | Premium Pay Rule Location
Assignment

2. Select the location(s) to have the Premium Pay Rule assigned
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Payroll
Deductions

Select the Job Code Name from the drop-down list
Select a Premium Pay Rule from the drop-down list

Enter any effectivity dates (Effective From is required)

AN

Save

Deductions allow you to specify what is being deducted from an employee’s
payroll and why it is being deducted. Deductions can be anything, like employee
meals, health benefits, or 401ks. This feature allows organizations to accurately
account for what employees are to be receiving, as well as what is to be allocated
elsewhere.

{ ChosseAction | @add @Edt @Dekte @cCancel @Hep ) Payroll Deductions

Search by Name

Name « Type « Default

Union Dues Amaount 2.098
Mot a valid entry Amount

Health Insurance Percentage 287
Dental Percentage 5.0
Wision
Chrigtms| (_ Choose Adion | @ save @ Cancel @Help )
401K

Investe | [ General ]

United ¥4

Payroll Deductions

Marne: |Uni0n Dues

Type: Amount v
Default amount: 298

Deductions can be based on two separate calculations:

1. Percentage or

2. Amount

If using percentage, you will enter a percentage that will be deducted from the
salary/hourly pay. As pay is increased or decreased, the percentage amount will
adjust accordingly. For example, an employee has 3% of his weekly paycheck
deducted toward his 401k. His current weekly paycheck is $1250.00, before taxes.
Therefore, every week, $37.50 is removed from his paycheck and applied directly
toward his 401k. The employee has recently received a pay increase and now
makes $1375.00 weekly, before taxes. When the percentage recalculates, the
employee has $41.25 deducted from his weekly paycheck and applies toward his
401k.
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If using the amount method, you will specify a certain monetary amount that will
be deducted from salary/hourly with every pay cycle. As pay is increased or
decreased, the deduction amount will always stay the same. For example, the same
employee from above also has health benefits through the organization. Every
week, the employee has $52.93 deducted from his paycheck, which goes toward his
health benefits. When the employee’s salary is increased from $1250.00 weekly to
$1375.00 weekly, the same amount, $52.93, is deducted.

Or, perhaps an enterprise requires new hires to purchase their uniform. The uniform
price can be configured as a one-time deduction from the new hire’s first pay check.

These scenarios described can be configured as either of the two available
deduction types:

1. One Time
2. Recurring

Although configuring these deductions, whether one-time or recurring, can be
created using the Payroll Deduction module, recurring deductions may only be
assigned to employees in the Human Resources Employee Configuration page.
This can be accomplished by navigating to Human Resources | Employee |
Employee Configuration and selecting the Payroll Information Tab. One time
configurations are set up in the Payroll Preprocessing Payroll Deduction
Assignment page.

Screen Description  Recurring Payroll Deductions are simple to create. The user interface is straight
forward.

( Choose Action | @ Save @ Cancel @ Help ) P"wro" Deductions

[ General |
Name: |Uni0n Dues
Type: Arnount hd
Default armourt: 2.9

There is one tab on the Recurring Payroll Deductions configuration screen.

Field Description
Name Enter/Displays the name of the recurring payroll
deduction (ex. vision insurance, employee meal
program)
myLabor Feature Payroll Preprocessing Administration

Reference Manual Page 137



Payroll Preprocessing Administration
Payroll Deduction Assignment

Field Description

Type Specifies the type of deduction:
¢ Percentage

¢ Amount

Default Amount/ Enter the default amount or percentage to be
Percentage deducted from the paycheck; depending on which
type is selected from the Type drop-down will
determine whether this field displays Default
Amount or Default Percentage

Enabling CREATE A PAYROLL DEDUCTION

Navigate to myLabor | Payroll | Admin | Payroll Deductions | Add

Enter the name of the deduction

1
2
3. Use the drop-down list to specify Percentage or Amount
4

Enter an appropriate numeric value in the Default Percentage/Default Amount

field
5. Save

Payroll Deduction Now that you have set up payroll deductions, you may assign one-time deductions

Assignment to employees using the Payroll Deduction Assignment feature. You will be able to
search for and select employees individually and assign these one-time deductions
on an as needed basis. The steps required to assign a one-time deduction are very
similar to those required for assigning recurring deductions.

Recurring payroll deductions are still assigned in the Human Resources

Administration area.

Screen Description  The following is an example of what the Payroll Deduction Assignment overview

page might look like:

( Choose Option | @ Save @ Cancel @ Help )

~—— One time Payroll Deductions

One time Payroll Deductions

(- moa ) Eam ) Deete )

401K percentage 5.0

Amount / .

Name Type ) Effective Date
Percentage

Recurring

Name Type Amount / Percentage Effective From

32302005
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The overview page displays a list of deductions that have already been assigned to
the employee. In the example above, the employee already has a recurring
deduction associated to him. The recurring deduction data is only displayed for
information purposes; you may not edit recurring deductions in this module. You
can use the Add/Edit/Delete buttons to initiate tasks for new or existing one-time
payroll deductions.

Below is a sample of what the add/edit page for a one-time deduction will look like:

( Chonze Option | @ Save @Cancel @ Help :l One time Payroll Deductions

~—— DOne time Payroll Deductions

l: Save )( Cancel )
Marne Unifarrn b
Type Amaunt Amount f Percentage  [24.0
Effective Date FPay Period 34972008 - 32272008
Field Description
Save Select this button after you have specified the one-
time deduction
Cancel Select this button to cancel and discard changes to
this form
Name Use the drop-down list to select from pre-
configured payroll deductions
Type This field displays the “type” of deduction - amount
or percentage
Amount/Percentage Enter the value in the appropriate format to be
deducted from the employee’s pay
Effective Date Specify an effectivity date for this one-time
deduction
Pay Period Displays the pay period from which the one-time

deduction will be withdrawn.

Enabling AssIGN A ONE-TIME PAYROLL DEDUCTION

1. Login as Sys Admin
2. Navigate to Payroll Preprocessing | Admin | Payroll Deduction Assignment
3. Search for the employee who will be assigned the deduction and click Edit
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4. Click the Add button

( Choose Option | @ Save @ Cancel @ Help ) One time Payroll Deductions

~—— One time Payroll Deductions

( (- mon ) Yeam 3 - Deete )
N—— ;
Name Type ﬁg:zg:;:-‘;ge Effective Date
Recurring
Hame  Type Amount / Percentage Effective From
401K percentae 5.0 342302008
Note Recurring Deductions are displayed at the bottom of the page

for information purposes only. You may not edit these.

5. Select the payroll deduction to be assigned, update the value in the Amount/
Percentage field (if necessary), and enter an effectivity date

One time Payroll Deductions

(ChooseOpﬁon | @ Save @ Cancel OHeIp)

Ore time Payroll Deductions

Save Cancel

Marre Unifarm hd
Type Arnount Armount / Percentage 24
Effective Date 3/25/2008 Pay Period 372372008 - 47552008

6. Click the Save button - not the Save button in the top menu bar

One time Payroll Deductions

(ChUUSEOpﬁUI‘\ | @ Save @ Cancel OHeIp)

One time Payroll Deductions

save J() - Cancel

Mame Unifarm

Amount / Percentage 24
342372008 - 4/5/2008

Type Amount
372572008 Pay Period

Effective Date

7. When you have finished all assignments, then select Save from the top menu

bar
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Payroll Preprocessing

Description

Time Cards

Payroll Preprocessing allows managers to view, modify, and create detailed payroll
information. It is composed of two general categories:

1. Employee Time Cards - this includes reviewing and modifying existing time
cards and viewing time card summary information
2. Labor Pay Periods - this includes opening and closing pay periods as required

Payroll Preprocessing

Mame Diescription

Tirme Cards Review and Modify Time Cards and Other Pay Records \
Time Card Summary “iew Time Card Summary

Close Labar Period Close Open Labor Periods

Reopen Closed Labor Period  Reopen Previously Closed Labaor Periods _/
Admin

Payroll Preprocessing is a simple-to-use tool. It gives users the ability to make
corrections to existing time cards as well as monitor for any time card abuse. With
easy, one-click actions, Payroll Pre-processing quickly and efficiently minimizes
the amount of man-hours lost calculating the payroll information that inevitably
needs to be transferred to the payroll department.

Employee Time Cards allows the user to create new time cards and to modify
existing POS time card “punches”. Employee Time Cards also displays an
employee’s hours, pay sales, and tips.

Note Time clock records cannot be added to a closed pay period,
nor can adjustments be made. However, pay periods can be
reopened if necessary.
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Screen Description

For example, use the Time Cards module to make an adjustment if an employee

forgot to clock in/out or clocked in late from a break.

Time Cards
( Choose Action | @Edt @ Acd Time Card @ Add Other Pay @ Cancel ) Heathers Org
Employee: Bartender 6, Ted (206) Total Hrs: 13022  Reg Hrs: 53.14 ;'7”098& ahalfhour b ie Time hour 0.00
Time g a Double Time & a  Double Delinquent
Date In Qut Job Name Location Total Hrs  Reg Hris ‘ Time Reg % - _I
half hour hour half pay Time pay  Status
Tue 26-Feb 0225 PM 0233 PM *Bartender  Restaurant 024 0.24 0.00 0.00 059 0.00 0.00
0.24 0.24 0.00 0.00 0.59 0.00 0.00
Fri 22-Feb + 1031 A 0336 PM *Bartende ( o I ) Time Cards
Thu 21-Feb 0548 AM 0953 AM  “Bartende i
Thu 21-Feb 05:43 AM 0548 AM  *Bartende
W 947 - OISR §iDey A iy Employee Bartender B, Ted (206) Location Restaurant hd
Tue 18-Feb 11:02AM  01:06 PM *Bartende
Revenue Center: Select Value | Job MName “Bartender b
Other Pay | ck In Date;
(Choose Action | @ Save @ Cancel @ Hel )
ck In Time v v v ock In Status arly from Brea v
klnTi Clock In & Early from Break
Employee Bartender 6, Ted (206) ck Out Tirme: v v v Clock Out Status: On Break hd
Location Select Value v Break Rule b b
Job Marme: Select Valus E act Tips: 0.00 Gross Sales: 0.0
Description: ,7 rect Tips 0.00 Charged Sales: 0.00
Date ,7 arged Tips 0.00 Service Charges 0.00
Pay Hours T al Tips o] Commission Pay 000
Pay Amount ,7 sh Sales: 0.00
Pay Rate:

After searching for an employee whose time card must be adjusted, the Time Card
Detail page for that employee appears. On this screen, an overview of all the
employee’s time card information for the current pay period can be seen. From
there, three functions that can be performed on these screens:

Edit Existing Time Card Entry
Add Time Card

3. Add Other Pay - adding other pay allows a user to enable a different job code
for the employee that is governed by a different set of pay rules

The Time Card Detail page for the employee has a number of fields on it. Similar
fields are found on both the Edit Time Card screen as well as the Add Time Card
screen. The Add Other Pay screen has different fields.

Time Cards
MICROS101

(choose Action | @ Edt @ Adl Time Card @ Add Other Fay @ Gancel )

Employee: Robinson, Robin (10014) Total Hrs: 800 Reg Hrs: 800 1.5 Hours: 0.00 Double Hours: 0.00

Double

Hours
Cherry Hill B.00 .00 0.00 0.0o
6.00 6.00 0.00 0.00

Double Delinquent
Reg$ 1.5 Pay Pay  Status

90.00 0.00 0.00
90.00 0.00 0.00

Date In Out Job Name Location

04:00 PM - 10:00 PM

Total Hrs  Reg Hrs 1.5 Howrs

Sun 20-Jan Server
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TIME CARD DETAIL PAGE

There are a few different types of hours listed in the hours section of this detail
page:

¢ Total Hours - Displays all total hours worked (regular + overtime)

¢ Regular Hours - Displays all regular hours worked

¢ OTHI - Displays all hours worked at the first level of overtime hours; this label
is configurable and can be modified via Payroll Preprocessing | Admin |
Organization Configuration.

¢ OTH?2 - Displays all hours worked at the second level of overtime hours; this
label is configurable and can be modified via Payroll Preprocessing | Admin |
Organization Configuration.

There are a few different types of pay listed in the pay section of this detail page:

¢ Regular $- Displays all regular pay earned

¢ OTPI - Displays all pay earned at the first level of overtime hours; this label is
configurable and can be modified via Payroll Preprocessing | Admin |
Organization Configuration.

¢ OTP2 - Displays all pay earned at the second level of overtime hours; this label
is configurable and can be modified via Payroll Preprocessing | Admin |
Organization Configuration.

¢ Delinquent Status - If the employee has a time card record that could be
considered delinquent, then a red check mark will appear in this column.

ADD/EDIT TIME CARD

( Chooze Action | @ Save @ Cancel @ Help ) Time Cards
Employee: Bartender &, Ted (206) Location: Restaurant v
Revenue Center: Select Walue A Job Marme: *Bartender b
Clock In Date:

Clack In Time: SR B (B Clock In Status: Early from Break v

Clack Qut Time: R D I . Clock Out Status: On Break v
Break Rule v

Direct Tips: |D.DD Gross Sales: |D.D

Indirect Tips: [o.0o Charged Sales: [o.0o

Charged Tips: |D.DD Senice Charges: |D.DD

Total Tips: |D.DD Cormission Pay: | 0.00

Cash Sales: | 000
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Field

Description

Employee Name

Displays the employee name for whom the time card
record is being added/edited

Location

Select the location where the employee worked that
time card record from the drop-down list

Revenue Center

Select the revenue center for where the employee
worked from the drop-down list

Job Name Select the job name worked for that time card record
for that employee from the drop-down list

Clock In Date Specify the date of activity

Clock In Time Specify the clock-in time for this time card entry
from the drop-down list

Clock Out Time Specify the clock-out time for this time card entry

from the drop-down list

Clock In Status

Specify the clock in status (late, early, etc.) for this
time card entry

Clock Out Status

Specify the clock out status (late, early, etc.) for this
time card entry

Reason

This field is only available if you are editing an
existing time card. You are required to enter a reason
for the revisions, such as late from break, forgot to
clock out, etc.

When time cards are edited, a record is made on the
time card itself that specifies the date the time card
was modified, who modified it, the reason given,
clock in/out date and time, the job name, and the
revenue center affected. This is to ensure proper time
keeping is kept and that those capable of changing
time cards are kept accountable.

Reason Codes are created in the Payroll
Administration | Reason Codes module.
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If the employee is a tipped employee, you may find additional fields on the Add/
Edit Time Card screen:

( Choose Action | @ Save @ Cancel @ Help ) Time Cards
Ermployes: Bartender B, Ted (208) Location: Restaurant hd
Revenue Center: Select Yalue v Job Marne: *Bartender v
Clock In Date: |
Clock In Tirme: o I Clock In Status: Early frorm Break hd
Clock Out Tirme: - M- |- Clock Out Status: On Break v

Break Rule v
/EJirect Tips: |D.DD Gross Sales: |D.D \
Indirect Tips: ID.00 Charged Sales: Io.0o
Charged Tips: |D.DD Service Charges: |D.DD
Total Tips: |D.DD Commission Pay: | 0.00
kCash Sales: | 0.00 _/

Field Description

Direct Tips Enter all direct tips for the employee in this field.
This field is mandatory; no entry will result in a
zero (0) value.

Indirect Tips Enter all indirect tips for the employee in this field.
This field is mandatory; no entry will result in a
zero (0) value.

Charged Tips Enter all charge tips for the employee in this field.
This field is mandatory; no entry will result in a
zero (0) value.

Total Tips Displays all total tips for the employee; this field
will calculate based on the values entered in the
direct, indirect, and charge tips fields

Cash Sales Enter all cash sales for the employee in this field.
This field is mandatory; no entry will result in a
zero (0) value.

Gross Sales Enter all gross sales for the employee in this field.
This field is mandatory; no entry will result in a
zero (0) value.
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Field Description

Charged Sales Enter all charge sales for the employee in this field.
This field is mandatory; no entry will result in a
zero (0) value.

Service Charges Enter all service charges for the employee in this
field. This field is mandatory; no entry will result
in a zero (0) value.

Commission Pay Enter all commission pay for the employee in this
field. This field is mandatory; no entry will result
in a zero (0) value.

ADD OTHER PAY

Use this option to enter information about other pay, such as salary or non-clock
pay for meetings, vacation, sick pay, etc.

In order to add another pay to the employee, you will need to specify the location
where the other pay will be effective (only locations available to the employee will
be visible in the drop-down list), the job name (only jobs available to the employee
will be visible in the drop-down list), a brief description, the date of effectivity, as
well as pay hours, pay amount, pay rate.

( Choose Action | @Save @ Cancel @Help ) M?(;ggsﬁg:{
Ermployee: Robinson, Robin (10014)
Other Pay Type: v
Lacation: Select Value hd
Jab Marne: Select Value hd
Description: |
Date: |
Pay Hours: |
Pay Amount: |
Pay Rate: |
Field Description
Employee Displays the name of the employee who is having

other pay added to him/her

Location Select the location where the other pay will apply
from the drop-down list provided
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Field Description

Job Name Select the job name the other pay will apply
towards from the drop-down list provided

Description Provide a brief description of why the employee is
receiving other pay

Date Specify the date of the activity which requires the
other pay

Pay Hours Enter the number of hours by which the employee
should be paid at the other pay

Pay Amount Enter the amount by the employee should receive
based on the hours worked at the other pay

Pay Rate Enter the pay rate the employee is receiving for all
hours worked at other pay

This can be useful if an employee stops by the location to pick up their pay check,
but when he gets there, he is asked to go to another location to acquire a product
that their home store has run out of. The payroll manager can enter a miscellaneous
job code for the employee so that he gets paid for his time.

Enabling EDIT AN EXISTING TIME CARD
1. Navigate to myLabor | Payroll Preprocessing | Time Cards
2. Search for and select the appropriate employee
3. Select a time card record and click Edit
4

Make all the necessary modifications (revenue center, job name, clock-out
time, etc.)

5. Enter a Reason

6. Save

ADD A NEW TIME CARD

1. Navigate to myLabor | Payroll Preprocessing | Time Cards
2. Search for and select the appropriate employee

3. Click Add Time Card from the top menu bar
4

Make all the necessary modifications (revenue center, job name, clock-out
time, etc.)

5. Save
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Time Card
Summary

ADD OTHER PAY

1. Navigate to myLabor | Payroll Preprocessing | Time Cards
Search for and select the appropriate employee

Click Add Other Pay from the top menu bar

2
3.
4. Make all the necessary modifications (location, description, pay rate, etc.)
5. Save

Time Card Summary allows a user to view worked hours by employees sorted by
date and location. This is different from the Employee Time Card in that you are
looking at the location and/or organization as a whole. From the first page of the
Time Card Summary you are able to drill-down in one of two directions. You may
either drill-down on the date, which would show you any and all employees who
worked on that date at that location, or you may drill-down on the location itself
and view every single employee who has a valid, open time card at that location.

Time Card Summary consolidates and summarizes payroll information for a single
pay period by employee and by job (ex. hourly, salary, and non-clock jobs). It
displays the employee’s total and overtime hours and pay.,

Time Card Summany

S

Cluck In Date Tulal Hrs LT OTH1 OTHZ _ Tulal §
Locaton 036-Sandyse

This QU8 bt RS R R a0 [ ] 0.00

W O, 2250 2290 o0 0OU ERRO0 229,00 LX) 0.0

Tue DU,

Man U - Time Card Summary
Sun DI, ((Eroose acton | @ retun )

Tue DU,

T DU 1 )
Tu QFAELAZO0E Latatsan N36-Sanlose

Cheeh In Dats [
Liaker, Ay pos CALMILRS N EODAM 02 EM T [T o000 .00 65,40 o0 ooa o

Time Card Summary

Chonse Artkn | @ Frtum |
Location U3b-Santose
™ 1n Uut  Tatal Hes  tag dis [T [T g §
fidams, Brvan COOK SI00AM  EORO0AM 0.00 0.00 0.00 0.00 0.00 0.00 000 0
Eabar, Allugen CASHIERS 8:00 AM 32 PM &4 654 000 0.00 £3.40 000 0o o
saber, Allysan cammIres 4104 M 10000 =50 a0 .00 ss.00  1vzan ooa o
Baker Allvzen CASHIERS 238 PR X H 642 0.00 (34 E4.20 0.00 o o
Eabar, Alluien CASHIERS 3:40 PM 513 .43 000 0.00 51.30 000 0o o
panss, Julis cammIres 100 am - .00 L .00 .00 a0 g o
Banag, Julls CASHIERS 10300 AM w00 8.00 Lo0 0.00 0,00 15.00 000 0
Shan Tahy LINE MANAGER: 314 BN 513 313 000 0.00 £1.80 000 0o o
Carson, Cathy LINE MANAGETR =08 AM s8 s won .00 R won g o
CABHIERS L1102 PM 2204 22,04 0.00 0.00 0.00 0.00 000 0
Elisbai, Ali caok 10:14 AM 411 431 000 0.00 33.68 000 0o o
HOUZT, DANT caaK 10:24 o1 .40 0,40 won oo psaan won g o
T 7! COoK L0124 PM 2010 2040 0.00 000 158,00 0.00 000 0
Fos Rishind Hoat 10:30 PM &30 6.30 000 0.00 0.00 000 oo 1
tay, Bickard Hat 10: 30 P [ 6as oo .00 a.00 oo oo 1
fanches, Marhy LINE MANAGER HOOPM 1200 AM w00 8.00 Lo0 0.00 86,00 10,75 000 0
Faran beiwn Tesgerary 200 1L/ZTIO0E T:11 AM 33T PM 0.00 0.00 000 0.00 0.00 000 0o o

Drilling-down on any of the employee’s names will allow you to edit their time
card. This same task is accomplished through the Employee Time Card module.

Screen Description  Screen Elements on these pages are relatively straight forward:

¢ Location - displays the location where time cards exist
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Enabling

Close Labor
Period

Screen Description

Enabling

¢ Total Hours - displays total hours of all employees at that location

¢ Regular Hours - displays all regular hours worked by all employees at that
location

¢ OTHI1/OTH2 - displays all overtime hours worked by all employees at
overtime hours level 1 and 2 at that location

¢ Total $- displays all salaries earned to all employees at that location
¢ Reg§$ - displays all regular salaries earned to employees at that location

¢ OTPI1/OTP2 - displays all overtime salaries earned by employees at overtime
pay levels 1 and 2 at that location

The drill-down reports will display the same information, but include extra
information, like the employee’s job name and clock in/out times.

There are no configurations that take place in this module. This module is meant to
view current, existing time card summaries across locations and organizations.
However, if you drill-down into an employee’s name, you will be taken to the Add/
Edit Employee Time Card page. For information on how to add or edit an existing
time card, please refer to the Employee Time Card portion of this Feature
Reference Manual.

The Close Labor Period feature allows a userthe ability to close an open or existing
labor period. Depending on how many locations need the labor period closed, you
may have to specify the locations.

The Close Labor Period screen displays any and all open labor periods. You may
select a location and then close it out.

- - Close Open Lahor Periods
( Choose Action | @ Cloze Period(s) @ Cancel @ Help ) MICROS101

Pay Period / Location Pay Period Calendar
W 0152008 - 153172008 Default Manthly

[J 4856101

[J chemyHil

The screen shows Pay Periods and Pay Period Calendars.

CLOSE A LABOR PERIOD

1. Navigate to myLabor | Payroll Preprocessing | Close Labor Period
2. Select a labor period to reveal the locations

3. Select the location(s) for which this labor period will be closed

4. Click Close Period(s)
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Reopen Closed Reopen Labor Period allows a user to reopen a previously closed labor period. This

Labor Period is useful for when updates or changes need to be madeto a closed labor periods. No
modifications may be performed on a closed labor period - you will first need to
reopen it. Time Cards may only be updated for open and existing pay periods. You
may only reopen and update the latest pay period.

Screen Description  The Reopen Closed Labor Period screen displays any and all closed labor periods.
You may select a labor period and reopen it.

Reopen Closed Labor Period

( Choose Action | @ Reopen Period(s) @ Cancel @ Help ) MICROS101
Pay Period Pay Period Calendar
W 101/2008 - 1/31/2008 Default Monthly
1 cherry Hil

The screen shows Pay Periods and Pay Period Calendars.

Enabling REOPEN A CLOSE LABOR PERIOD
1. Navigate to myLabor | Payroll | Reopen Closed Labor Period
2. Select the Labor Period to reveal the locations
3. Specify which locations will have this labor period reopened for them
4. Click Reopen Period(s)
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Enterprise Time Clock Application

Description

The Enterprise Time Clock Application (TCA) is one of the most revolutionary
items in the myLabor Product. The Enterprise Time Clock communicates directly
to the online myLabor Application. When the employee clocks-in at the POS, the
information is immediately uploaded to the web services application. Payroll and
Time Keeping is quickly and efficiently handled with data transfers.

An organization also has the option of using an in-store cache. This will allow
clock-in/out information be stored, and inevitably upload it to the myLabor
application. The diagram below shows how the Enterprise Time Clock will use the
cache in order to transfer the information to the web services:

Employee Names, Job Codes, Schedules

-
<
Time Clock Punches
»
» - I

.‘-; Data
—p | In Store Cache | e -.-‘jl |_’ Warehouse

myLabor
Web Services
If there is no in store cache option or if ISC cannot be
reached, TCA uses myLabor Web Services

Internet

In the event of clock-in/out information not reaching the cache, the system will
open an Internet connection and transfer the information directly. The information
stored in the cache consists of typical time clock transactional data like employee
name/number, job codes, schedules, day punches, clock in/out times, tips, sales,
etc. This data will be uploaded to the web services when the Internet connection is
restored.

Note Depending on User Rights and Privileges, the topics in this
section may be unavailable to you. If you have questions, please
see your System Administrator for more information on these
topics.
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Download the TCA

The Employee Clock will retain the similar

look and feel that current POS users are ”
already familiar with; it is its behind the scenes o oran LD
functionality that has been altered. r=

7 8 9

4 5 6

1 2 3

Clear 0 Cancel
0K
04:22:18

Download the
TCA

The Enterprise Time Clock Application must be downloaded to the site.This
enables the TCA to be accessed at the POS. Until this step is performed, your
organization will be unable to use any of the TCA functions.

In order to perform this task, you will need your Restaurant ID and Restaurnat
Password. The ID and Password are the same ID and Password that was sent during
the initial download and installation of the RTA and provided via the Installation
Email from the mymicros.net Implementation Group. If you have lost or forgotten
your Restaurant ID and/or Password, you may refer to the Download Report. The
Download Report may be accessed via Reports | More Reports... | Admin Reports |
Download Report.

1. Login to the portal as Sys Admin
2. Navigate to myLabor | TCA Download
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3. Enter the Restaurant ID and Restaurant Password in the fields provided and
click Next

Welcome to the software download area !
These pages will lead you through downloading the timeclock application.

First, please enter your restaurant's |D.
This ID was sent to you when you signed up for the mymicros. net service,
If you cannat find it, please call 1-800-937-2211 so0 we can help you.

Wour restaurant 1D |

Mowe, please enter your restaurant's password.
Again, the password was sent to you when you signed up.

Your restaurant password

If you have entered both your restaurant 1D and password, you are ready to move to
the next step. Please selact Mext.

( Dovwniload Soﬂware| @ Cancel @ Next j

4. Verify the correct site name is displayed on the following page

Timeclock Download

Are you in this restaurant now ?

Site3 111...

IF YOl ARE MOT, PLEASE GO NO FURTHER, you have entered the wrong
restaurant information. You should select Cancel and start again.
To run timeclock, the application rust be installed on your computer.
Please click on the following link to begin installation.

Download MICEOS Timeclock

When prompted to run or save the file, select the "Run” option.

( Dowvnload Software @ Cancel )
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5. If the site information is correctly, click the Download MICROS Timeclock
link to begin the download process

Timeclock Download
Are you in this restaurant now ?
Site3 111...
IF ¥ QU ARE NOT, PLEASE GO NO FURTHER, you have entered the wrong
restaurant information. You should select Cancel and start again.
To run timeclock, the application rmust be installed on your computer,
Please click on the following link to begin installation.

C Daownload MICROS Timeclock )

When prompted to run or save the file, select the "Run” option.

( Download Software @ Cancel )
TCA Portal Setup
& Configuration
TCA POS The POS must be configured in order to support and launch the Time Clock
Configu ration Application. Depending on whether or not a location is using Enterprise

Maintenance (EM), procedures will vary.

POS Configuration The following configuration steps outline the process for supporting the TCA for
for Non-EM  Non-EM Locations.

Locations - serring Up THE POS KEYS

Note Although these steps are similar to the steps for EM
locations, there are some distinct differences. Please pay
close attention to the steps listed here.

1. In POS Configurator, navigate to Systems | External Programs
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2. Insert a new External Program named myLabor Time Clock

& External Programs

External Programs
[_9 myLabor Time Clock Soit By m

Record View | Table View|

_' Mumber | Mame o myLabor Time Clock
= 119 Emp Request Time Off
199 Autosequences |wa Intesface l
| 900 ™ Standard Ext, Programs " L &
] 801 File Maintenance Run Style
| 902 System Tape Backup 3 |Nm - |
| 903 Settle All Credit Cards W
l 904 Rotate Logs [ Show Alest Status
— 505 |Set Demo Dals [ Run in separate virtual machine
;: SD? myLabor Time Clock ) |Dm Range Type
L 3
‘Working Directory
|$MICROS_DIR_RODT gL abar\TCA (o]
${(MICROS_DIR_ROOT Nyl abor\TCANTimeClock.exe =

Administrator, The 2/13/2008 8:11:47 AM

3. Set the Working Directory to the directory where the TimeClock.exe is located

& External Programs

External Programs

Record View | T able View|
_' Mumber | Mame o myLabor Time Clock
= 119 Emp Request Time Off
199 Autosequences |wa Intesface l
| 900 ™ Standard Ext, Programs " L &
] 801 File Maintenance Run Style
| 902 System Tape Backup 3 |Nm - |
| 903 Settle All Credit Cards 3
l 904 Rotate Logs [ Show Alest Status
— 805)Set Demo Dats [ Run in separate virtual machine
] 906 DSM Start i Flt
» EIRTA iyl abor Time Clock biect Range Type
= ]
‘Working Directory
|$MICROS_DIR_RODT gL abar\TCA (o]
${(MICROS_DIR_ROOT Nyl abor\TCANTimeClock.exe =
Administrator, The 2/13/2008 8:11:47 AM
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TCA POS Configuration
4. Set the Command Line to the executable file TimeClock.exe
& External Programs g@@
File Edt Record Help
ams TREFIRDE S i SR2
|t v M4 b MY S =] 18
" Record View | Table View| .
Nurnber Mame A myLabor Time Clock
119 Emp Request Time OFf
199 Autosequences -Us? Irugrizcs !
300 ** Standard Ext, Programs " [Windows |
9071 | File Maintenance Run Style
902 System Tape Backup [Momal =
903 Settle All Credit Cards
904 | Rotate Logs [] Show Alert Status
305 Set Demo Date [ Run in separate virtual machine
906 DSM Start :
[SOCGE . abor Tirne Clock fhvect Hange Tvpe =
‘Working Directory
HMICROS. DIR-AOOTAmLAbORTEA |
Command Line
|${MICROS_DIR_ROOT \myLabor\T CAATimeClock exe =)
. Administrator, The: 2/13/2008 8:11:47 AM
Note + The Working Directory should be set as the directory
where the time clock executable file is located.
¢ The Command line should be set to the time clock
executable
+ No User Interface or Run Style are required.
5. Click the green check to save your configuration
Note MICROS recommends using MICROS Macros to set your
directory; this ensures that, if you have Windows CE clients,
all directory paths will be the same.
Neither User Interface nor Run Style are required.
6. In POS Configurator, navigate to Devices | Touchscreen Designer | Sign In
Touchscreen
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7. For the clock in/out button, update the Category to External Program and

Program to the myLabor Time Clock

E Toue hecrean Dasigmr
fie [t Record el

il B8 ) £2
HArrvog= . O

>

£

Sign In

-

o
| rl FILHIS /00

N
S|lw|®|w@

Exit Hema Ulogk = |

hegerd | Clock T O Fort s Lorge v Category | Extesnal Progren v
[=] Steeteh o Fi Hest | v Pigsn | 307 awlabo Tme Clock v
Cokor | Wiie cnFied v

e S g Me:da Fie i)

[CIFull Sescen

8. Repeat Step 6 for all other screens with clock in/out functionality
ADD AN EXIT TIME CLOCK BUTTON

You can add the additional button for Exit Time Clock to allow you to close the
Timeclock.exe if a problem arises.

1. Repeat steps 1 -2 above and set the Working Directory as the directory where
the time clock executable file is located

2. Inthe Command line, add a /e to the end of the time clock executable file
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Example: TimeClock.exe /e
Ei External Programs ;|g|5|
File Edit Record Help
External Programs B @ 2By ° i & N2
|5l]4 mylabor Time Clock Exit Sort By INumber j M4 )r MY Sd= @
Fecord Yiew | Table Viewl
Humber | Mame I;I |mylahol Time Clock Exit
|| 208 EM Deployment
|| 209 Default Breakfast Screens Usn?rlnterface
|| 210 Default Main Screens IWlndows j
|| 211 |KDS Contraller to Server Fiur Style
212 kDS Controller to 2010 = -
|| 500 /-cusTom 1 [Noma =l
| | B0 LS5/ Kicthen Minder Exports [~ Show Alert Status
- 502 LS5 /Kicthen Minder GUI [~ Run in separate virtual machine
|| B03 myLabor Time Clock X
m mylabor Time Clock Exit ID et IFEER TEE j
‘working Directory
ﬂlI$[MIEHDS_DIH_HDDT]\m}ILabor\TEA _I
l Dir iI$[MIEIF!DS_DIF|_F|DDT]\myLabor\TEA\TimeEIoc:k.exe e _I)
[ [ DD, P.E. | 5/15/2008 2.09.04 PM 4
3. Create a new button on the Touchscreen to correspond with this new function
4. Click the green check to save updatesRepeat for all additional screens with
clock in/out functionality.
REMOVING ACCESS TO AREAS MANAGED BY MYLABOR
The functionality of myLabor requires some areas in the POS to be turned over for
myLabor access.
1. In the POS Configurator, navigate to Employees | Employee Access
2. For every employee class, configure No Privileges for the following forms:
a. Employees
b. Jobs
¢. Time and Attendance
d. Time Clock Schedule
Enterprise Time Clock Application myLabor Feature
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e. Overtime Levels

& Configurator Access

| Configurator Access

I 103 Manager

Record View |_Tabﬁe View|

| Employee Class
| 103 Manager
I | 4 103 Manager
| | 103 Manager
| 1103 Manager
| 103 Manager
! | 103 Manager

POSctg Foim |~
Employees | Time and Attendance
Employees | Employees
Employees | Overtime Levels
Employees | Jobs
All Farms
Emplopees | Time Clock Schedue

v

Access Privileges
] Allow read

DD, PE.

5/5/2008 9:18;35 AM

3. In POS Configurator | Employees | Back Office Classes

4. Set the following options to None for all employee classes:

a. Employee Maintenance

Scheduling
Forecasting

@t a0 o

Payroll Processing

System Configuration | Labor

System Configuration | Forecasting

System Configuration | LM Security & Privileges
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h. System Configuration | Restaurant & Regional Settings | School Districts

Desklop ltems System Level
Desktop Item
Reporting
Employes Mamienance
Payoll Processing
Scheduling
Forecasting
Iroventory Control
Utilties
System Configuration
Labor
LM Secunty & Privileges
Pt Secunty & Privilsges
Irvrentony
Forecasting
Financial Related Information
Repoiting & Aubosequencer
Restawant & Regional Sedtings
Restaurant Information
Regiaral Settings
Coountry Descrplor
School Disticts

g
")"ﬂ?f
ANDIIIIA T

T

Gl e T T e e e T e e T 0 T T T 0 T T I e

5. Inthe POS Configurator, navigate to System | Restaurant | Options and enable
the Suppress changes in RVC Clk Out/In option

Drste / Tene
[ Ewopesn date format
[(] Ewropesn trme foemat

[] Woesght m kbograms

[C] Prrit 18-choit A boe LS Reponts
[#] Show cursad in OPS on ths device
[ Retad dems configured

] UK. cashback enabled

(7] Supgress changs in AVE Clk OutAn )

5. When all updates have been made, click the green check mark at the top of the
page to save your changes
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POS Configuration
for EM Locations

The following configuration steps outline the process for supporting the TCA for
EM Locations.

UNSUBSCRIBE FROM MICROS ENTERPRISE CONFIGURATION UTILITY
(MECU)

1. Navigate to Start | Programs | MICROS Applications | EM | Enterprise
Management and login

Windows Catalog

% Windows Update

ﬁ Programs » |7 symantec Client Security

|_.::‘) Documents L4 @ Microsoft Internet Explorer WebControls  # Entetprise OFfice:
@? Settings 3 @ POS
- Reports
% Search 3 @ Setup
Ukilties
Help and Support ¥

Run...

Shut Down. ..

g

|y Enterprise
Corporate Store
Stores

Store Groups

Subscription
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3. Select the Product Item Labor Management Subscription

T /#Micros Enterprise Configuration Utility

| File Edit view Help

=10l

| Goneers @ (B | & X

Maintenance

Subscription

Labor

tanagement

I

—Ad
OD. PE

Product ltem

|& 2 35 W
Subscription - Labor Management

Store

=l

= ]

Ayvailable

oup by that colurmn

Subscribed

Spply | Lange] |

4. Use the drop-down list to select a store

Subscription - Labor Management

PBroduct [tem

Store

I Labor Management

=

Avallable

Mame

Forecasting

Security

States and Countries
Uzer Defined Domains

C'rag a column header here to group by that colurmn

Bl Stores

Test

Aol Lance|

Enterprise Time Clock Application
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Under Labor Management, be sure Forecasting, States and Countries, and User

Defined Domains are unsubscribed; click Apply to save changes
Subscription - Labor Management

PBroduct Item Stare

ILabor M anagement j ITESt j ﬁl

Awailable Subszcribed

[irag a column header here to group by that column

[irag a column header here to group by that column

Mame Subscription Type

Farecasting ( - Faorecasting El
i Security El

i Statez and Countries El
Bl =

( Apply h Lancel |
7

Under Employee, be sure Labor Change Tracking and Employee are
unsubscribed; click Apply to save changes

Subscription - Labor Management

PBroduct Item

Stare

I Employee

j ITest j ﬁl

Awailable

[iraa a column header here to group by that column

Labor Change Tracking
Employees

Subszcribed

[irag a column header here to group by that column

Mame Subscription Type

(' Apply i‘ Lancel |
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7. Under Labor Settings, be sure School Districts and Work Rules are
unsubscribed; click Apply to save changes

Subscription - Labor Management

PBroduct Item Stare
I Labor Settings j I Test j .47|
Awailable Subszcribed

[irag a column header here to group by that column

[irag a column header here to group by that

( Apply D Lancel |

jpa—

8. Under Payroll, be sure Payroll Banks and Deductions are unsubscribed; click
Apply to save changes

Subscription - Labor Management

PBroduct Item Stare
I Pagrall j I Test j gl
Awailable Subszcribed

[irag a column header here to group by that column

[Mame ________|Subsoiiplion Type

[irag a column header here to group by that column

( Apply m Lancel

S ——
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9. Under Scheduling, be sure Breaks are unsubscribed; click Apply to save

changes
Subscription - Labor Management
PBroduct Item Stare
IScheduIing j ITESt j ﬁl
Awailable Subszcribed

[irag a column header here to group by that column

[irag a column header here to group by that column

( Apply D Lancel |

—

10. When you have completed all the steps, exit MECU

SETTING UP THE POS KEYS

Note Although these steps are similar to the steps for non-EM
locations, there are some distinct differences. Please pay
close attention to the steps listed here.

1. In POS Configurator for Enterprise Maintenance, navigate to Systems |
External Programs
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2. Insert a new External Program named myLabor Time Clock
& External Programs
External Programs
Record View | T able View|
| Mumber | Name | myLabor Time Clock
= 119 Emp Request Time Off
| 199 Autosequences U*?"“‘“'“’
| 300 ** Standard Ext Programs Windows ]
] 801 File Maintenance Run Style
| 902 System Tape Backup = |Nm o |
| 903 Settle All Credit Cards W
l 904 Rotate Logs [ Show Alest Status
— 305 Set Demo Date [ Run in separate virtual machine
;: 907 mylLabor Time Clock ) Otsect Rarige Type
‘Working Directory
|$MICROS_DIR_RODT gL abar\TCA {m]
$MICROS_DIR_ROOT \nyLabor\TCANTimeClack.exe (]
Adrinistrator, The 2/13/2008 8:11:47 AM
3. Set the Working Directory to the directory where the TimeClock.exe is located
& External Programs
External Programs
Record View | T able View|
| Mumber | Name | myLabor Time Clock
= 119 Emp Request Time Off
199 Autosequences U*?"“‘“'“’
| 300 ** Standard Ext Programs Windows ]
] 801 File Maintenance Run Style
| 902 System Tape Backup = |Nm o |
| 903 Settle All Credit Cards W
l 904 Rotate Logs [ Show Alest Status
— 305 Set Demo Date [ Run in separate virtual machine
| 905 DSM Stat 4
H =Pl myLabor Time Clock Otsect Rarige Type 5
‘Working Directory
|$MICROS_DIR_RODT gL abar\TCA |3
${MICROS_DIR_ROOT gL abor\TCANTimeClock.exe )
Adrinistrator, The 2/13/2008 8:11:47 AM
Enterprise Time Clock Application myLabor Feature
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4. Set the Command Line to the executable file TimeClock.exe

& External Programs g@@

File Edt Record Help
-' CRBEBT S #ON
(307 myLabor Time Clock ] 'SouBy [ 1| o ol
" Record View | Table View|
Nurnber Mame A myLabor Time Clock
119 Emp Request Time Off
User Interface
199 Autosequences — !
300 ** Standard Ext, Programs " | Windows |
9071 | File Maintenance Run Style
902 System Tape Backup [Momal =
903 Settle All Credit Cards
904 Rotate Logs [ Show Alert Status
905 Set Demo Date [[] Run in separate vitual machine
906 DSM Start Obiect R T
[SOCGE . abor Tirne Clock e B ope ]
e '
‘warking Directory
${MICROS_DIR_RODT f\mpLaborkTCA .|
Command Line
|$IMICROS_DIR_ROOT myLabor\T CANTimeClock,exe =)
. Administrator, The: 2/13/2008 8:11:47 AM
Note + The Working Directory should be set as the directory

where the time clock executable file is located.

¢ The Command line should be set to the time clock
executable

¢ No User Interface or Run Style are required.

5. Click the green check to save

Note MICROS recommends using MICROS Macros to set your
directory; this ensures that, if you have Windows CE clients,
all directory paths will be the same.

Neither User Interface nor Run Style are required.

6. From the EM POS Configurator, navigate to Devices | Touchscreen Designer |
Sign In Touchscreens
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7. Click the Version folder icon and create a new version of that screen for
myLabor
BIRR@ -5 0 @R
0
j “Wersion ISign In 'l
& K2
—Wersion
M 4 > v T e
Mame I;I
|| Sign In
»
[
=
o 0K
8. For the clock in/out button, update the Category to External Program and
Program to the myLabor Time Clock
_—) e
+ >
4 K .
= = . Sign In
4 5 6
1 2 3 B
e
Legord | Clock InDu Fort | sl Lasge ¥ Catogory | Extemnal Progian ¥
[Z] Stetch o Fi Nead | v Pogsn | 307 wylabo Tane Olod: v
Wl\lﬂlnm“d L
IS oo Por Bt v Mea Fie i)
g [CIfull Sacen
9. Repeat Step 7 for all other screens with clock in/out functionality
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ADD AN EXIT TIME CLOCK BUTTON

You can add the additional button for Exit Time Clock to allow you to close the
Timeclock.exe if a problem arises.

L.

2.

3.

Example: TimeClock.exe /e

& External Programs
File Edit Record Help

External Programs

| 504 mylabor Time Clock Exit

BB 2B 0
SatBy [Mumber 7| 0 4 b M ¥ D=

Repeat steps 1 -2 above and set the Working Directory as the directory where
the time clock executable file is located

In the Command line, add a /e to the end of the time clock executable file

=10l x|

#h SN?
2%

Record Wiew | Table View I

Humber | Mame

|;| |mylahol Time Clock Exit

208 EM Deployment

209 Default Breakfast Screens User lsikes

210 Default Main Screens IW’indows j
211 |KDS Contraller to Server Run Style
212 kDS Controller to 2010 _I INDrma| j

500 “CUSTOM

B0 LS5/ Kicthen Minder Exports
502 | L55 Kicthen Minder GUI
B03 myLabor Time Clock

[~ Show Alert Status

[~ Run in separate virtual machine

m mylabor Time Clock Exit ID et IFEER TEE J

‘working Directory

Dir | |$[MIEF!DS_DIF!_F!DDT]\myLabor\TEA

—

i Lire
l Dir iI$[MIEIF!DS_DIF|_F|DDT]\myLabor\TEA\TimeEIoc:k.exe e

)

[ DD, P.E. [

5/15/2008 2:03:04 Pt v

Create a new button on the Touchscreen to correspond with this new function

4. Click the green check to save updatesRepeat for all additional screens with

REMOVING ACCESS TO AREAS MANAGED BY MYLABOR

clock in/out functionality. Repeat for all additional screens with clock in/out
functionality.

The functionality of myLabor requires some areas in the POS to be turned over for
myLabor access.

1.

a. Employees
b. Jobs
¢. Time and Attendance

In the POS Configurator for Enterprise Maintenance, navigate to Employees |
Employee Access

For every employee class, configure No Privileges for the following forms:
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d. Time Clock Schedule
e. Overtime Levels
E Configurator Access
Fée Edit Record Help
Configurator Access. RIBEFLAATRS  #HON
(103Menager ) HA» M e ojg
Record View | Table View
Employee Class POSclg Form o Arcess Privieges
103 Manager Employees | Time and Attendance
4 Employees | Employees [ Allow re
103 Manage: Employees | Overtime Levels F
103 Manager Employees | Jobs
103 Manager All Forms
103 Manager Emplopees | Time Clock Schedue
DD, PE. 5/5/2008 9:18:35 AM
Note To prevent these changes from affecting non-myLabor sites,
some additional configuration is required. Please refer to
“Preventing Updates to Non-myLabor Sites™ on page 172.
3. In POS Configurator for Enterprise Maintenance, navigate to Employees | Back
Office Classes
4. Set the following options to None for all employee classes:
a. Employee Maintenance
b. Payroll Processing
c. Scheduling
d. Forecasting
e. System Configuration | Labor
f. System Configuration | LM Security & Privileges
g. System Configuration | Forecasting
Enterprise Time Clock Application myLabor Feature
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h. System Configuration | Restaurant & Regional Settings | School Districts

Deskiop [tems System Level
Deskiop Item Mone View  Ful
Reporling o e =
Employee Matenance CHE S
Paywoll Processing = r r
Scheduling = r
Forecasting « { C
Irverbony Contriol o - s
Utities ' ' =
System Configuration ol N
Labar =
LM Security & Privieges =
P Secunty & Privileges r
Irveentony .
Forecasting I r
Financial Felated Information C
Flepaiting & Autosequencer r
Restawant & Regional Seltings .
Restaurant Irfomation l"
Riegional Setiings C
Langusage Administabion r
Country Descriptor C
School Disticts >
Note To prevent these changes from affecting non-myLabor sites,

some additional configuration is required. Please refer to
“Preventing Updates to Non-myLabor Sites™ on page 172.

5. Inthe POS Configurator for Enterprise Maintenance, navigate to System |
Restaurant | Options and enable the Suppress changes in RVC Clk Out/In
option

Drate F Tere
] Ewopesn date format
[(] Ewropesn trme foemat

[] Woesght m kbograms

[C] Prrit 18-choit A boe LS Reponts
[+] Show curser in OPS on ths device
[ Retad dems corfigured

I UK cashback enabled

Il
( [#] Suppeess change in AVC Clk OutAn )
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5. When all updates have been made, click the green check mark at the top of the
page to save your changes

Note To prevent these changes from affecting non-myLabor sites,
some additional configuration is required. Please refer to
“Preventing Updates to Non-myLabor Sites™ on page 172.

Preventing Updates To prevent Non-myLabor sites from receiving changes that are specific to
to Non-myLabor myLabor, the UCTConf.exe can be configured to prevent these updates from being
Sites received at the Non-myLabor sites. For the areas dropped, no future updates will be
receive from the specified tables.

PREVENT UPDATES TO NON-MYLABOR SITES

1. Navigate to the UTCConf.exe file on the EM Server. This file is located in the
\micros\RES\EM\BIN directory

2. Select the Create New Configuration option or, if you have an existing
configuration in use at both myLabor and non-myLabor sites, Copy
Configuration

ii Column Local Control - Master Db =10ix]
Eie Help

Select Configuration

Create New Configuration

Edit Configuration

Delete Configuration

Copy Configuration

3. For the following areas, perform the functions on the tables as listed below:
a. Back Office Classes: drop the table EMP_ BO CLASS DEF

b. Configurator Access: drop the table EMP_CLASSS CONFIG ACCESS in
Labor Management

c. External Programs: leave as is

d. Suppress changes in RVC Clk Out/In: drop by selected drop column for
ob_supress_rvc clk out from Core Technologies | REST DEF

Note If you intend to use this feature at all sites, then there is no
need to drop this column
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Program the TCA  POS Printers must be configured to support the myLabor Enterprise Time Clock
Printer for RES  Application (TCA).

3700 The following instructions detail the steps required to create a printer for the TCA
for RES 3700. Follow the steps below to configure the RES 3700 Printer to use
myLabor.

Enabling CONFIGURE THE PRINTER

Access POS Configurator and navigate to Devices | Devices
2. On the General Tab, select the blue plus sign to add a device for the myLabor
Printer with the following specifications:
¢ Name: myLabor Printer
¢ Device Type: PosAPI Web Service
* Network Node: 99 Server (set to network node of the server)
¢ Leave all other Tabs/Fields blank

K Devices BEE

File Edit Record Help

BERXTHRE > fh & AP
R LAY TE=F-:

Record Wiew | Tahle View

i

General | Printer Defirition | Printer Interface | Kitchen Display | ILDS

Murnber Name L
4 Couriker
5 Drive Thiu Device Type
B Retai [PostPl web Service |
7 HandHeld
o HamdHeld? Metwork Node
33 Server

101 Epzon Thermal 1

102 Epzon Thermal 2 B
103 Espon Thermal 3

104 Epzon Thermal 4

105 Epzon Thermal 5

106 Epzon Thermal B

107 | HHT Frirter

* myLabar Printer

The Manager, Bruno 2242008 11:58:03 A

3. Click the green check mark to save the Printer
ASSIGN THE MYLABOR PRINTER

1. In POS Configurator, navigate to Devices | User Workstations | General Tab
2. Select the blue plus symbol to add a new device
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3. Select the recently created myLabor Printer from the drop-down list

| Usen Workstations
File Edit Record Help

User Workstations

Fiecord Yiew | Table View|

9 myLabor Printer

| Mumber | Device Mame

|

1 PowsOl
2 Pows02
3| Deliveny
4 Counter
5 Drive Thiu
& Retall

7 HandHeld

o]

TR =) Y Y

9 myLabar Printeq

yLabar Printer

b’

General | Options || Cashier || Order Devices || Printers || Peripheralz || Internation. ¢ *

Revenue Canter

Default Information Scresn

S| | o
Default Tranzaction Screen Default Order Type
v | |

Ovweride Check Start # l:l

Overide Check End# | |
License Code ljl Auto Sign-Out Delay l:l

Lahguage | English U5 v

The Manager. Bruna 242/2008 1:22:07 PM

4. Leave all other fields blank

Note No License Code is needed to use the myLabor Printer.

5. Click the green check mark to save the changes
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UPDATE THE TIME CHITS

By default, time chits will print to the device selected for the Time Chit Printer.
Therefore, if someone clocks in or out on PCWSO01, the time chit will print on
Epson Thermal 1.

il User Workstations
File Edit Record Help

User Workstations

Record View | Table View |
J Mumber Device Name | & | Order Devices | Frinters | Peripherals || International Tax || Kiazk Support| b
4 1|P
J-2 Pl Cuztomner Receipt Printer Tirne Card Printer
= 5 | 101 Epzon Thermal 1 b | | w |
3| Delivery
: 4| Counter Gest Check Printer rrirne Chit Pririter ]
N =D T 151 Epeon Theima | [101 Epson Themal 1w
] 5 Retail tema Check Printer Y alidation Printer
N 7 |HandHeld ] | ]
2 HandHeld? = CA Youcher Printer Check Endorzement Printer
B 9 myLabor Printer b | 2 | | >
10 Server Local Order Printer Local Backup Printer
v | v
Local Order Configuration Fieport Prirter
o |
Journal Printer B ackup Journal Printer
v| | v
s
The Manager, Bruna 2/12/2008 1:53:47 PM

However, if you need the chit to print on a different printer, change the Time Chit

Printer to the desired device.

1. Navigate to Devices | User Workstations | Printer Tab

2. Select an alternate printer from the Time Chit Printer drop-down list (shown
above)

3. Click the green check mark to save your updates.

SPECIFY THE TRANSACTION CODE

For organizations running RES 3.2, a Transaction Services code is required for
printing purpose. Conversely, RES 4.0 and later users will not need this code.

L.

In License Manager, navigate to POS 3700 Tab | Product / Features Tab
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2. Enter the Transaction Services code in the Transaction Services field:

£ MICROS License Manager,

File  Products Help

MICROS License Manager

vewoora® D hod «

[ Dema
Installed Products [ 5] Activation Codel(s) = = ¢ 9
| RES Platform | Kitchen Display System | [ Product / Festurss | Clients | Transaction Services Clients |
POS 3700 | Guest Services Solution || Enterprize Office | =
= ﬁ FES Time and Aftendance .
=¥ POS 3700
v 3700 Version 4.0 |:|
v Foundation : Unlimited FRS/SIM Interace
¥ Time and Attendance
v PMS/SIM I:I
v Transaction Analyzer Transaction Analyzer
v CA/EDC : Split Dial Auth/Settle
2 SWC Gift Cards I:I
Lowf Tranzaction Services CAEDC
SWC Gift Cards =
Transaction Services
v
SERVER 2112/2008 1:50:20 PM
Ente rprise TCA The following functions can be performed at the TCA:
Functions ¢ Clock In/Out (for shifts and breaks)
*  Assign Mag Card
¢ Declaring Tips
Enterprise Time Clock Application myLabor Feature
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Forecasting

Descri ptiOﬂ Forecasting is a “forecast generation” application that will create and produce
accurate forecasts based on historical data, such as Gross and Net Sales, Discounts,
Sales Quantities, etc., from a location and will apply defined algorithms to arrive at
the values of that Forecast. Forecasts can be especially helpful when dealing with
inventory and labor management.

For example, a typical weekend dinner shift at a busy restaurant may require the
need for 8 servers, 2 bartenders, and 2 hostesses for the front of the house.
However, the restaurant is facing a holiday weekend. Based on previous years’ net
sales for that same holiday weekend, Forecasting can generate a helpful suggestion
that the restaurant will need 10 servers, 3 bartenders, and 3 hostesses in order to
survive the projected busy weekend. Forecasting then takes this information and
applies it toward the generation of staff requirements as well as toward the
administration of the Scheduling Application.

With respect to inventory, suppose our same restaurant sells an average of 25
hamburgers, 14 salmon dinners, and 22 grilled chicken entrees on a typical
weekend dinner shift. But, when historical sales are reviewed, they show an
increase of 25% for all of those menu items. Forecasting can generate a report to
tell the kitchen staff to prep 32 hamburgers, 18 salmon filets, and 28 chicken
breasts to compensate for the increased sale of those menu items. If calibrated
correctly, inventory projections can be made for every area of the enterprise, from
bar sales to the amount of paper towels will need to be ordered to stock the rest
rooms.

Note Itis critical that Day Parts be set up to cover all hours of every
day for the Forecasting Module to accurately generate
Forecasts.

To configure Day Parts, please navigate to Admin | Warehouse
| Miscellaneous | Day Parts.

There are three areas in the Forecasting module:

1. Forecast Administration
2. Forecast Functionality
3. Events
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Forecast Administer Forecasting specifications using this module. You will be able to set up

Administration and configure Forecast Profiles which can be used as the basis for generating
accurate and correct forecasts for locations and revenue centers. You will be able to
establish variance margins for forecasts, as well as for users, in this area.

Note Depending on User Rights and Privileges, the features and
functionality of Forecasting may be unavailable to you. If you
have guestions, please see your System Administrator for
more information on these topics.

Features The Forecasting Administration module is divided into three sections:

1. Forecast Configuration - develop complex algorithms upon which
comprehensive and complete forecasts may be generated; choose for what type
of information will be more heavily weighted toward generating forecasts

2. Performance Configuration - specify the amount of variance and ratings that
will be permitted forecasts before requiring an explanation; this module can be
considered “checks and balances”

3. Forecast Edit Restrictions

Admin
Mame Description
P Forecast Configuration
b Forecast Profiles Forecast Profiles Description
Assignment to . o -
> Organization Level Assignment to Organization Lewel Description
Ferformance Configuration
b Forecast Pedformance Faorecast Performance Description
P Forecast Edit Restricitons Forecast Edit Restrictions Description
Forecasting myLabor Feature
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Forecast In Forecast Configuration, users have the ability to create forecast profiles which
Configuration can then be assigned to locations and revenue centers. This is useful since not all
locations are subject to the same rules and operating procedures.

From a revenue center point of view, often times there are organizations with many
locations who do not share the same types of revenue centers. Therefore, it would
be unnecessary to have all locations possessing all locations, and generating
forecasts for those non-existent revenue centers. For instance, perhaps some
locations have full-service bars, other locations have retail shops, and even some
others offer “curb-side carry-out”. All three of these revenue centers could have its
own Forecast Profile created to define it and assigned only to those locations who
needed it.

Each location and revenue center may have up to four profiles assigned to them.
For more on this, refer to “Assignment to Organization Level” on page 187.

Forecast Configuration is divided into two sections:

Admin

Mame Description

Forecast Configuration
Forecast Profiles Forecast Profiles Description

Assignment to

Organization Level Asgsignment to Organization Level Description

P Performance Configuration

P Forecast Edit Restricitons Forecast Edit Restrictions Description

1. Forecast Profiles
2. Assignment to Organization Level

Create Forecast Profiles and then assign the profile to the levels across the
organization.

Forecast Profiles A Forecast Profile is a collection of definitions which can be applied to one or
many locations/revenue centers. It can, from one perspective, be compared to a
template. All locations/revenue centers with this template assigned to it will
generate forecasts with the same weights and percentages applied to its various
components. Typically, Forecast Profiles are created and developed for
organizational levels that behave in a similar fashion.
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When you select the Forecast Profiles module, the first page you will see is the
Forecast Profiles List. This is a list of any existing forecast profiles:

( chooss Option | @Add @ Edi @Dclic @ Copy @ Cancel @ Help )

Search by Name

Forecast Profile List

All

Profile Name ~

Airport Locations

Central Division
Chicago East
Delivery Locations

Profile Description =

Airport Locations
All Drivers

Central Division
Chicago East
Delivery Locations

Detrot D

South Central USA South Central USA
Southern Stores Southern Stores
W.Coast Patio Used Wilocations

Default «

false
false
false
true

false
false
false
false
false

SCREEN DESCRIPTION

There are three sections to the Add/Edit Forecast Profile page:

1. Workflow Behavior
2. Forecast Algorithm

3. Forecast Components

[ choose Option_ | @ Save @ Cancel @ Help )

Edit Forecast Profile

Airport Locations

Mumber of Weeks to

Frofile Mame Airport Locations Profile Description
B WaorkFlow Behavior
[J Enable Auto Submit
[ Enable Auto Approval
Enable Manual Forecast to Overarite Auto-Generated Forecast
Enahble Partial Foracast Generation
- Maving
B Forecast Algorithim History Moving Percentage Weight E——
20.0 2
B Forecast Components
Enable ltem Level Forecast [
Allow Aulo
Wiew D_efault Manual Frecision Adjustrment Gross MetSales  Discount Checks
View Sales
Adjustment Linking
Gross
3 Sales 0.0 0o 0.0
3 Met Sales 0.0 0.0 0.0
2 Discount 0.0 0.0 0.0
2 Checks (0.0 0.0 0.0
Table
2 Turns 0.0 0.0 0o 0.0
Average
2 Check 0.0 0.0 0o 0.0
Open
Check
il O 0 Guest 0.0 0.0 0o 0.0
Count
Closed
Check
[} O 0 Guest 0.0 0.0 0o 0.0
Count
Guests
o 0O 0 Procent 00 0.0 0o 0.0

Table Turns

0.0
0.0
0.0
0.0

0.0

0.0

0.0

0.0

Default O
Mumber of PastWeeks lgnore lgnare
1o Average Lowest Highest
4 4
Average Open Check Closed Guests
Check Guest Count < Prasent
Guest Count
0.0 0.0 0.0 0.0
0.0 0.0 0.0 0.0
0.0 0.0 0.0 0.0
0.0 0.0 0.0 0.0
0.0 0.0 0.0 0.0
0.0 0.0 0.0
0.0 0.0 0.0
0.0 0.0 0.0
0.0 0.0 0.0
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You may enter the Profile Name, a brief Profile Description, and specify whether
the profile will be the default profile for the entire enterprise in the top banner of
the page. Although you may only have one default profile per location, you may

update or change the default profile at any time.

Profile Mame |Airp0rt Locations Profile Description |Airport Locations Crefault F

Since this page contains a great deal of information, we will examine the page
section-by-section

WORKFLOW BEHAVIOR

A Workflow is a set of forecast related rules. Essentially, the rules listed within the
workflow govern how forecasts will be generated. Depending on the needs of the
organization, it may be necessary to select one, none, or any ofthe options. Options

include:

¢ Enable Auto Submit

¢ Enable Auto Approval

¢ Enable Manual Forecast to Overwrite Auto-Generated Forecast

¢ Enable Partial Forecast Generation If Enable Partial Forecast Generation, then

the system will calculate the forecast based on whatever past data is available.
If the system identifies complete data, it will still generate a complete forecast.
However, incomplete data will not stop the forecast from generating, based on
the available information. For example, if Number of Past Weeks Average =
10, but only 6 weeks of actual data exists, the forecast to be generated based on
that 6 weeks, or “partial” information.

The following specifications may be established in workflow:
B WorkFlow Behavior

[ Enable Auta Submit

[] Enable Auto Approval

Enable Manual Forecastto Owerwrite Auto-Generated Forecast
Enable Patial Forecast Generation

If you do not select any options, you will need to manually submit and approve
forecasts for every period.
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Field Description
Enable Auto Automatically submit generated forecasts without
Submit authorization

Ex: the manager is out, and a forecast needs to be
generated; the system will automatically generate a
forecast.

If this option is enabled, you will be required to
specify the number of hours before the start of the
next business week to auto-submit the forecast.

Enable Auto Automatically approve submitted forecasts without
Approval authorization

Ex: the approving manager is out, and the forecast
needs to be approved; the system will automatically
approve the forecast.

If this option is enabled, you will be required to
specify the number of hours before the start of the
next business week to auto-approve the forecast.

Enable Manual Enable this option toallow an individual to overwrite
Forecast to an auto-generated forecast manually.

Overwrite Auto-
Generated Forecast

Enable Partial Enable this option to generate partial forecasts. If not
Forecast enough weeks of past week's average exist (see
Generation Number of Past Weeks to Average field below), then

the forecast will be generated based on the amount of
available data.
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FORECAST ALGORITHM

Forecast Algorithms are mathematical formulas that are used to generate forecasts.
These forecasts are based on both historical data, as well as information input
directly into the system. Users may decide the value, or “weight” of historical data
versus input data when generating a forecast.

Moving history allows you to take the “same day last year” data and apply it toward
generating new forecasts. If you decide to enable a moving history, then you will be
required to specify the Moving Percentage Weight. Moving Average is the
percentage of significance of moving history data. For example, if you want 25% of
your data to be determined by last year’s data, then you would enter 25 in the
Moving Percentage Weight field. The remaining 75% of the forecast will be
generated based on the data from the number of weeks specified.

Moving Murmber ofWeeks to Mumber of PastWeeks lgnore lgnore

B Forecast Algorithm Moving Percentage YWeight

Histary Forecast o Average Lowest Highest
20.0 2 v 4 hd
Field Description
Moving History Enable this option to apply “last year's” historical
data toward generating forecasts
Enabling this option will cause the Moving
Percentage Weight field to display
Moving Percentage Define the percentage weight of the moving history.
Weight
Number of Weeks to | Enter the number of weeks to generate a forecast
Forecast for. You may forecast for 1-8 weeks in the future.
Number of Past Enter the number of past weeks to use towards
Weeks to Average generating forecasts. You may select 1-14 weeks.
Ignore Lowest Enable this option to drop the lowest weekly data
from the generated forecast
Ignore Highest Enable this option to drop the highest weekly data
from the generated forecast
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FORECAST COMPONENTS

Forecast Components are the building blocks of the Forecast Profile. Based on the
values generated/entered for the components determines the projected values for
the generated forecasts. In its simplest form, this section of the page works like a
simple matrix. The data entered in one cell directly corresponds to a value in
another cell.

At Open Clozed
B Gross : Tahle Average  Check Check Guests Sales

i!jjulstment Sales MNetSales Discount Checks Turmns Check Guest Guest Present  Quantity

inking

Count Count

Gross
Sales na na oo 0.a 0.0 0.0 oo na na
MetSales (0.0 0o 0o 0.0 0.0 0.0 0.0 0.0 0o
Discount (0.0 0.0 0o 0.0 0.0 0.0 0.0 0.0 0o
Checks 0.0 0.0 0o 0.0 0.0 0.0 0.0 0.0 0o
Table
TS 0.0 0.0 0o 0.09 0.0 0.0 0.0 0.0 0o
Awerage o oo oo
Chack : : o= 0.0 0.0 0.0 0.0 0o
Qpen
Check
Guast 0.0 0.0 0o 0o 0.0 0.0 0.0 0.0 0o
Caunt
Closed
creck oo 00 00 00 0.0 0.0 0.0 00 00

uest \ 2
Count
Guests __ [ e o e o o P
ousts oo | es el s Ga o> 00
Sales
Quantity 0.0 0.0 0o 0.0 0.0 0.0 0.0 0.0 0.0

**Note: the image above has been cropped to show greater detail**

There are quite a few Forecast Components that may be updated or modified in
order to create the most accurate forecast possible. Forecast Components include,
but are not limited to, Net Sales, Discounts, Checks, Guest Counts, etc. You may
enter different values in the fields if need be.
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For Forecast Components, there are no mandatory fields. Please note that the
Default View option and the View option are linked. Default View causes the
Forecast Components to automatically be displayed on the View or Adjust Forecast
page. Forecast Components with View status will be accessible on the View or
Adjust Forecast page, however will only be displayed if the Forecast Component
area is expanded. Therefore, if Default View is selected, then the Forecast
Component must also have the View option enabled (this happens automatically).
But, having the status of View does not cause Default View to automatically enable
itself.

B Forecast Components
Enable ltem Level Farecast [
Allowy Auto Cloged

View Sefa”“ Manual  Precision Adjustment SrTSS MetSales Discount  Checks  Table Tums g"hera‘fe 8pe”t%he°“t Check S”E’S‘St
1B adjustment Linking ales &e UESLLOUNT 5 est count | TESEN
3 S;?:; oo 0o il oo 0o oo il 0o
3 MetSales 0.0 00 0.0 00 00 00 0.0 00
2 Discount |00 oo o0 oo 00 0o 0.0 0.0
2 checks 0.0 00 00 00 00 00 0.0 00
Tahl
2 g 0o 0o 00 0o 00 0o 0o 00
2 g‘ﬁ;?fe oo oo oo 0o oo oo 0o oo
Open
O o 0 oheck oo 0o 00 00 0o 00 00 00
Count
Clased
O O 0 check oo oo 0o 0o oo 0o oo 0o
Count
3 it
O O 0 Py 00 oo 0o il oo 0o oo il
Field Description
Enable Item Level Enable this option to use Sales Quantity of menu
Forecast items for generating forecasts
Enabling this will display the Sales Quantity
field.
View Enable this option to view these fields in

expanded view of forecast.

Default View Enable this option to see these fields on a
generated forecast. These fields are displayed
regardless of your “view status”. Any component
enabled with default view will automatically
posses “view” status.

Allow Manual Enable this option to allow manual adjustments
Adjustment for this component after it has been generated
Precision Enter the number ofdecimal points to display (ex.

2=5.99.3=5.999, etc.)
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Field

Description

Auto Adjustment
Linking

If this option is enabled, then, if one component is
modified, any other components will update
accordingly

Forecast Components

Establish relationships amongst forecast components. When adjustments are
made to one component, any “linked” components will also be modified,
depending on the percentage of association. For example, if Net Sales and
Discounts have a 1-to-1 relationship, then if Net Sales are adjusted by 25%,
Discounts will also be adjusted 25%.

Gross Establish relationships with/for Gross Sales

Net Sales Establish relationships with/for net sales
Discounts Establish relationships with/for discounts
Checks Establish relationships with/for checks

Table Turns Establish relationships with/for table turns
Average Check Establish relationships with/for average check
Open Check Guest Establish relationships with/for open check guest
Count count

Closed Check Guest Establish relationships with/for closed check
Count guest count

Guest Present

Establish relationships with/for guests present

Sales Quantity

Establish relationships with/for sales quantity

Only available if Enable Item Level Forecast is
selected

Enabling CREATE A FORECAST PROFILE

Navigate to Forecasting | Admin | Forecast Configuration | Forecast Profiles

Click Add

Enter a Name, Description, Number of Weeks to Forecast, and Number of Past

Weeks to Average (required)

Modify/Enable all other option as needed

Save
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Assignment to  After Forecast Profiles have been created, they may be assigned to Organization

Organization
Level

Levels. Levels may be assigned based on location or on revenue center. This means
that an organization could have levels at the location level that are not the same as
the levels assigned to the revenue centers existing within that location. You may
assign up to four levels per location/revenue center. This means that each location
may have at least four Forecast Profiles, and any revenue centers may have up to
four Forecast Profiles each.

For example, enterprise has an organization in Boston. This Boston location has a
Primary Profile of Massachusetts Locations assigned to it. However, it also has the
profile Northeast Division assigned to it. It could also, it need be, have two more
profiles assigned, like US locations or another descriptive profile:

In addition to the Forecast Profiles assigned to the location, any and all revenue
centers may have up to four profiles. Therefore, the bar at this restaurant has both
chairs at the bar and table service; therefore, it could be assuaged a Primary Profile
called “Full Service Bar”. If need be, up to three more profiles could be assigned to
that revenue center.

Note You must assign a profile to a location/revenue center. If no
profile is assigned, then no forecast will be generated.
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HISTORICAL SEED DATA

New locations will not have the ability to forecast data based on their data since no
data exists for them. To resolve this issue, Forecasting allows users to assign data
from other stores to be used toward generating accurate forecasts. For example, a
chain of restaurants have free-standing locations and locations within shopping
malls. If they decide to open a new location inside a shopping mall, they can assign
the type of sales and revenue generated from a similar location, i.e., another mall
location, to the new location. The organization will be able to assign as many weeks
necessary until the new location generates enough data to create location-specific
forecasts.

I:Chooseomic-n | @ Lpply @ Save @ Cancel OHeIp)

Primary Profile Profile 2
w = Area-BH

w b Chicago East + Select w
B = 061-Akron + Select - \
P & 074-Olentangy + Salact w \
b © 087-Rolling Meadows + Select “
P = 196-Dublin OH + Select w
P = 243-Niles + Select w
B = 284-Deerfield + Select -

To assign historical seed data, you will be required to specify store providing the

data (Referring Location), number of weeks to apply, and any possible effectivity
dates.

( Chaooze Optian | @ Save @ Cancel @ Help j Add Historical Seed

Histarical Seed

New Location Revenue Center Effective From
054-Camelback Al [ E~
Referring Location Revenue Center

Select Location w Al A

Mumber of Historical Weeks To Use
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LINKING

As a profiles is updated, organizations have the ability to update profiles across a
location/revenue center. By selecting the Link icon, when one profile is revised or
updated, all other profiles associated with that location/RVC will be also be
updated. For example, a location has the primary profile of Airport Locations
assigned to it, with a profile 2 as Domestic Locations and has the Linked status
associated to it. Both the Airport Locations profile and the Domestic Locations
profile have been configured to generate forecasts for three weeks. The
organization decides to update the Airport Locations profile to generate forecasts
for only two weeks. When the Airport Locations number of weeks to forecast is
updated, the Domestic Locations profile will also be updated to only generate
forecasts for two weeks.

(Chooseomion | @ Apply @ Save @ Cancel OHeIp)

Seed Link Primary Profile Profile 2 Profile 3
w = Area- B Navarro

w [k A7 Marth + Firport Locations || Domestic Locations "
b = 054-Camelback + Chicago East || select v
P = 081-Tempe University + Chicago East w || salect v
B = 100-Scottsdale Prom 4 icaaa Fac v
b = 140-Seottsdale Old Microsoft Internet Explorer =
P = 171-Glendale AZ v
P = 180-Scottsdale NE -
P = 210-Phoenix Tth Bell v
@ = 400-Mew One + Chicago East || Select w

- L A7 Qanth - Salant i
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SCREEN DESCRIPTION

The following describes the fields and features you will find on the Assignment to
Organization Level screen:

( Choose Option | @ fooly @ Seve @ Cancel @ Help ) Assignment to Organization Level

Seed Link Primary Profile Prafile 2 Prafile 3 Profile 4

W = Area- B Mavarro
w I Chicago East Select

b = 061-Akran

B = 074-Olentangy

B 087-Rolling Meadows

b = 196-Dublin OH

P = 243-Niles

b = 284-Deerfield

B 287-Upper Atlington

Select
Select
Select
Select
Select
Select
Select
A ChicagoMashville Select
B = 136-La Grange

b = 138-Wheaton

b - 13%-WestEnd

P = 168-Cool Springs
B 264-Green Hills TN
b = 300-Lombard

Select

Select

Select

Select

Select

CRR R R R R R R R R R R R
RE R == =R R

Select

Field Description

Location Name Select the location to begin assigning profiles.
Selecting the little red triangle next to the location
name will reveal a drop-down list of any available
revenue centers.

Seed Click this icon if you would like to assign the data
from another RVC/Location. This data will provide
information for that location to base its forecasts.
This option will typically apply to a new location
that has no existing data.

Link Enable this option to update all profiles when an
adjustment is made to one profile. For example, if
discounts is updated for Profile 3, all other existing
profiles with discounts will updated respectively.

Primary Profile Assign a Primary Profile to the RVC/Location
Profile 2-4 Assign a profile to the RVC/Location (optional)

ASSIGN FORECAST PROFILE

1. Navigate to Forecasting | Admin | Forecast Configuration | Assignment to
Organization Level

2. Select the location/revenue center
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Performance
Configuration

3. Use the drop-down lists to specify a Primary Profile

Note You must assign at least one profile in order for forecasts to
be generated.

4. Assign any other additional profiles (optional)
5. Enable the Link button to link additional profiles (optional)
6. Save

ASSIGN HISTORICAL SEED DATA

1. Navigate to Forecasting | Admin | Forecasting Configuration | Assignment to
Organization Level

Click the Seed icon next to the location to receive historical data
3. Click Add from the top menu bar

The New Location and Revenue Center will already be listed on the page.
Specify the Referring Location, the Revenue Center (optional), an Effective
From date, and the Number of Historical Weeks To Use

5. Click Save from the top menu bar

Forecast Performance allows users to assign a rating based on the amount of
forecast variance with respect to actual amounts. Users can then determine that if a
rating below a pre-defined integer exists, an explanation or reason must be
provided.

Depending on what types of issues are most critical to you and your organization,
variances may have any number of possible percentage combinations.

SCREEN DESCRIPTION

The Performance Configuration page is laid out with an area that can be modified
and some instructional text to the right of that input box. There are three columns
and then a “Reason Required” check box which corresponds to every row. This
check box should be enabled if users will be required to provide an explanation as
to why the variance between forecasted totals vs. actuals are outside the range.

( ChooseGption | @ Add @Seve @Dekle @ Cancel @ Help ) Forecast Performance

Minimum Percentage and Maximum
Minimum Percentage  Maximum Percentage Rating Reason Reguired Percentage - This is the range Dfac_tual
value ws the forecasted value. A rating can
he assigned for every range
=
Rating — Ifthe ratio of actual value ws
1 forecasted value falls within a range, the
corresponding rating is assigned to that
¥ forecast component far that day part or day
31 40 4.0
- - - Reason Reguired — Ifthis is checked, the
41 =0 50 v user needs to provide a reason in the
a ] B Eo | Vo Feraatt
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Enabling

Forecast Edit
Restriction

Enabling

CONFIGURE FORECAST PERFORMANCE

Navigate to Forecasting | Admin | Forecast Performance

2. Enter values in the Minimum Percentage, Maximum Percentage and Rating
fields

3. Enable Reason Required (optional)
4. Click Add to create a new entry row

5. After entering all data, click Save

Since many users might have the ability to edit a generated forecasts, organizations
can restrict the degrees to which forecasts may be edited. For example, enterprises
may want their store managers to have limited editing power, whereas a regional or
district manager might need greater editing capabilities.

{ Choose option | @Save @ Camcel @Help ) Forecast Edit Restricitons
Fole Restrict To Percentage
Sys Admin 10.0 %, Alloweed Limit for this User Roles is - 10.0%t0 +10.0%
Operations - Admin 10.0 % Allowed Limit for this User Roles is - 10.0%to +10.0%
Store Download 0o %, Allowed Limit for this User Roles is -0% to +0%
Operations - ALL a0 %, Allowed Limit for this User Roles is - 5.0%to +5.0%
Franchise - Operator 1.0 %, Allowed Limit for this User Roles is - 1.0%to +1.0%
Operations - East a0 ™ Alloweed Limit for this User Roles is - 5.0%to +56.0%
Operations - West 40 %, Allovweed Limit for this User Roles is- 4.0%t0 +4.0%
Employee 0.0 % Alloweed Limit for this User Roles is -0% to +0%

In Edit Forecast Description, percentages of variance may be established for all
users and user roles. For instance, you may want to assign users who should not
have the ability to edit a forecast the percentage of zero (0), meaning that they will
not be able to edit the forecast atall. However, a percentage of 5% would allow the
user the ability to edit the forecast above and below the generated value by 5%.
Leaving the field blank allows the user role the ability to edit a generated forecast
between -100% to +1000%. Exercise discretion when assigning this privilege.

EDIT FORECAST DESCRIPTIONS

1. Navigate to Forecasting | Admin | Edit Forecast Descriptions
2. Enter the appropriate percentage to the corresponding user/user role
3. Save
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Forecasting

Features

View or Adjust
Forecast

Now that Forecast Profiles have been set up, generated forecasts based on those
Forecast Profiles will need to be submitted and approved. These tasks can be
accomplished through the Forecasting module.

Note Depending on User Rights and Privileges, this section may
be unavailable to you. If you have questions, please see your

System Administrator for more information on these topics.

Standard functionality module is divided into three sections:

1. View or Adjust Forecast
2. Other Forecast Functions
3. Forecast Approval/Rejection

Forecast

Mame Description

“iew or Adjust Forecast
[ 2 Current WWeek Forecast
P Mext Week Forecast

Current WWeek Forecast Description
Mext WWeek Forecast Description

Other Forecast Functions

P Generate Manual Forecast Generate Manual Forecast Description

P Forecast Approval/Rejection Farecast Appraval Description

You may view or adjust forecast for the current week or for the upcoming week in
the View or Adjust Forecast section. The screen layout for the current week and the
upcoming week are the essentially the same, save for differentiating between
“current” vs. “upcoming” week. Forecasts can be displayed in either Basic View or
Advanced View.
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BAsIC VIEW

The basic view allows the most minimal amount of information to be displayed for

a store.

[ Choose Opfion | @ Submit @ Forecast Informetion @ Set Defaull View @ Sove @ Carcel @ Help )

Basic View - Current Week Forecast

160-Tempe South N
B View All Component

Select Lacation/Revenue Centretiiesk Combination

Week

31772008

N e

Status : Manual Generated | Generated

8/16/2008 || 8/17/2008 || 3/18/2008 | 3/19/2008 || 372072008 || 3/21/2008 || 3/22/2008 || weekly |

Lunch H Dinner H Closed

Cumulative Cumulative

Forecast Component Forecast LU Adjustment Adjustment Actual Rating Reason
Forecast - 0
Percent +- Amount +/-
Gross Sales 3408.90 3408.90 0.000 0.000
Discount -75.68 - 0.000 0.00o
Checks 288.97 0.00o0 0.000

B Add Adjustments
Reason Category Reason

Adjustment % Adjustment Comment
--Select Reason-- ~

--Select Reason Category-- %
B General nformation

A~
221 PM datamatics Save Manual Generated Met Salesi-14)
03-17-2008
10:13 AM dhullock Save Manual Generated Met Sales(219)
03-07-2008
10ra3am  dbullock e enerated Manual Generated
v
B Events Log
A~
03-22-2008
All Day Event Open Pizza RESTAURANT Al 0.0)%
03-22-2008
All Day Event Open Pizza RESTAURANT Allf+10.00%
03-22-2008
All Day Event Copy Open Piza RESTAURANT a
Note If more than one profile is assigned to location/revenue

center, then the Advanced View must be used.

SCREEN DESCRIPTION - BASIC VIEW

You may use the top menu bar to carry out the following functions (some of the
functions are identical to those in the Advanced View):

*

*

Submit - select this button to submit the forecast for approval

Forecast Information - select this button to view the data used to generate the
forecast

Set Default View - select this button to set the current view as the default view;
this view will be displayed to you every time you access this area

Save - select this button to save the current configuration
Cancel - select this button to cancel/quit your tasks without saving
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*

Help - select this button to launch the help file

The Basic View page is organization in five areas:

1
2.
3.
4
5

Select Parameters
View All Component
Add Adjustments
General Information

Events Log

Due to the amount of information on this page, the Basic View will be examined
based on the sections listed above.

SELECT PARAMETERS

Specify the parameters for the generated forecasts:

Select LocationfRevenue Centreieek Combination

160-Tempe South v Week |3/14/2008 =

Field Description

Location Specify the location for the forecast you would like
to view/adjust

Revenue Center Specify the revenue center for the forecast you
would like to view/adjust

Week Specify the week for the forecast you would like to
view/adjust

Display After all configurations have been made, click this

button to see the generated forecast
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VIEW ALL COMPONENTS

You may use this area to view information for days of the week or day parts:

B View All Component Status : Manual Generated | Submitted

3/9/2008 || 371072008 || 371172008 || 371272008 || 371372008 || 371442008 || 3/15/2008 || weekly |
Lunch H Dinner H Closed
Forecast Component Forecast For;ecasl .:djuslm;am ;dillslll‘l:!lﬂ Actual Rating Reason
Percent +- Amount +/-
Field Description
Days Tabs Select the day tabs to see/adjust day-specific
forecast information
Day Part Tabs Select the day part tabs to see/adjust day part-

specific forecast information

Lists the Forecast Component (ex. Net Sales,
Discounts, etc.)

Forecast Component

Forecast Displays the forecasted values for the forecast
component

Adjusted Forecast Displays the adjusted forecast (if any)

Cumulative Shows the percentage of adjustment. Increases are

Adjustment Percent
+/-

shown with a plus (+) symbol; decreases are shown
with a minus (-) symbol.

Cumulative
Adjustment Amount
+/-

Shows the monetary amount of adjustment.
Increases are shown with a plus (+) symbol;
decreases are shown with a minus (-) symbol.

Actual

Displays the actual amount of the forecast
component. (ex. if Net Sales was forecasted as
$5750 and Net Sales was $7,000. $7000 is the
“Actual”)

Rating

Displays the rating, based on the configuration of
percentages in the Forecast Performance section of
Forecasting Admin

Reason

Displays a reason if the rating displayed requires a
reason.
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ADD ADJUSTMENTS

Add adjustments to the generated forecast.

B Add Adjustments
Reason Category

--Select Reason Category-- v

Component

MetSales 3222008

Reason Adlj ki) Adj Comment

—Select Reason- v S Save

Reason Category R Adj 5 Adj .
WWeather Show -15.000 305,678

Field

Description

Reason Category

Select a reason category for the adjustment. Reason
categories are configured via Human Resource |
Admin | Forecasting.

The reason category selected will be shown in the
display area.

Reason

Select a reason for the adjustment. Reasons are
configured via Human Resource | Admin |
Forecasting

The reason selected will be shown in the display
area.

Adjustment %
Adjustment

Enter a percentage amount or a monetary amount by
which to adjust the component. Enter a minus sign
before Adjustment %/Adjustment to produce a
decreased forecast

These fields are connected; if you enter a value in
the Adjustment % field, the Adjustment Amount
will update, and vice versa.

Any adjustments will be shown in the display area.

NOTE: If you adjust one component, any components with a linked
relationship will also update; for example, if Net Sales and Discounts have a
1-to-1 relationship, meaning that whatever amount/percentage Net Sales is
adjusted, Discounts will be adjusted by the same, then, when you enter a
15% adjustment for Net Sales, Discounts will also be adjusted by 15%. This
relationship is established in Forecast Profiles. If there is no relationship(s),
then only the one forecast component will update.

Comment

Enter a comment to explain the adjustment if
necessary.

Any entered comments will be shown in the display
area.

Save

Select this button to save an adjustment to aforecast
component

Component

Displays any forecasting component that has been
updated/adjusted.
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Field Description

Scope Displays the date a forecasting component was
updated

Delete Select this button to delete an adjustment to a
forecast component.

GENERAL INFORMATION

Any information pertaining to forecast generation will appear in this area:

B General Information

03-07-2008
2:20FPM gSystern Subrmnit Manual Generated
03-07-2008
10:38AM  dbullock Forecast CreatediGenarated Manual Generated
EVENTS LOG
Events information will appear in this area:
B Events Log
Ll
03-15-2008
Al Day Event Open Pizza RESTAURANT Alli+10.00%
03-15-2008
Al Day Event Open Pizza RESTAURANT Alli+10.00%
03-15-2008
Al Day Event Copy Open Pizza RESTAURANT =

Enabling VIEW/ADJUST A FORECAST (BASIC VIEW)

1. Navigate to Forecasting | Forecast | View or Adjust Forecast
2. Select Current Week Forecast or Next Week Forecast

Note Adjusting a forecast has the same steps for current week and
next week.

3. Use the filters to locate the day/week that needs to have the forecast adjusted

Select the forecast component to be adjusted from the View All Components
are

5. Select a Reason Category, Reason, enter Adjustment %/Adjustment and click
Save

6. Select Submit from the top menu bar to wait for Approval
VIEW FORECAST INFORMATION (BASIC VIEW)

1. Navigate to Forecasting | Forecast | View or Adjust Forecast
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Select Current or Next Week

Modify all the parameters and filters as needed

Select Forecast Information from the top menu bar; a page similar to the

following will appear:

( Choose Option ‘ @ Cancel @ Help )

Forecast Information

Forecast profile Inven Test

Forecast algorithm details

Moving Percentage
Weight

Number of Weeks to
Forecast
0. 3

Moving history

Forecast Components
Gross Sales

Net Sales

Discount

Checks

Table Turns

Average Check

Open Check Guest Count
Closed Check Guest Count
Guests Present

Sales Quantity

Number of Past Weeks
to Average
[}

Ignore Lowest

lgnore Highest

Additional Infarmation

Events were applied
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You may select the forecast components to see the data used to generate the
forecast.

Forecast Components

Gross Sales
(ﬁet Sales \

03/16/2008 03172008 03/118:2008 031192008

03/11/2z007 1501.96 03/1z/z007 1855.92 03/13/2007 2130.14 03/07/2z007 3Z08.37

03/18/z007 1328.92 03/19/2007 Z2123.46 03/20/2007 2245.63 03/14/2007 1944.73

03/2Z5/2007 1616.3 03/Z6/2007 1821.01 03/27/2007 2535.89 03/21/2007 2491.71

04/01/2007 1447.44 04/0z/2007 1771.61 04/03/2007 2267.52 03/28/2007 23064.73

04/08/2007 1124.67 04/03/2007 1798.92 04/10/2007 2530.66 04/04/2007 3094.46

04/15/2007 1391.57 04/16/2007 1811.3 04/11/2007 2125.78
03/20/2008 03212008 03/22/2008

03/08/2007 242Z9.56 03/08/2007 2574.26 03/10/2007 2058.61

03/15/2007 2358.39 03/16/2007 2026.59 03/17/2007 1474.13

03/zz/2007 3817.4 03/23/z007 2771.73 03/24/2007 1775.44

03/29/2007 2484.31 03/30/2007 2878.23 03/31/2007 2034.99

04/05/2007 Z565.77 04/06/2007 Z637.48 04/07/2007 1904.15

04/12/2007 2279.97 04/13/2007 2Z614.84 04/14/2007 2058.42

Discount

Checks

Table Turns

Average Check

Open Check Guest Count
Closed Check Guest Count
Guests Present

Sales Quantity
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The Advanced view shows more information than the Basic View. On the
Advanced page, you will see

Advanced View - Current Week Forecast

—

Chioose Option ‘ @ Submit @ Forecast Information @ Set Default Yiew @ Save @ Revert @ View Evert @ Aucit Log @ Cancel @ Help )

Select Location f Revenue Center i Forecast Profile fWeek Combination CurrentWieek Forecast
Week |03/16/2008 = Location | 160-Tempe South W Faorecast Profile Inven Test A
B Select Filter Status |Manual Generated | Generated
Farecast Companent| Net Sales - { Order Type ) [~ Maior Group | Family Group / Menu ftem | {visplay ]

B Show All View Components

@Adiust Absalute Value OAdJust Fercentage Value

Forecast Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total Week to
Components/Days 03/16/2008 03/17/2008 03/18/2008 03/19/2008 03/20/2008 0372172008 03222008 Day

Gross Sales [ | | | | | | | |

Met Sales [ s47a] [ tozso] [ r1eza] [ t1asos] [ 14637] [ 14188 [ 11317] [ e46sq)
Discount [ 2] [ qte7] [ 134 [ -tae] [ -1eq] [ 253 [ -209 -1291]
Checks 170] 249] 284] 299 298] 316 204 1821
Table Turns 0] 0] 0] 0] 0] ] 0] ]

Average Check

Guests On Open Checks D‘ D‘ D|

Guests On Closed Checks D‘ D‘ D|

Guests Present i i i i i l i l
Sales Quantity [ ame] [ asvo] [ see6] [ eos] [ sams] [ esoa) [ amal [ 38847
Note If more than one profile is assigned to location/revenue

center, then the Advanced View must be used.

SCREEN DESCRIPTION - ADVANCED VIEW

You may use the functions on the top menu bar to carry out the following actions
(some of the functions are identical to those in the Basic View):
¢ Submit - select this button to submit the forecast for approval

* Forecast Information - select this button to view the data used to generate the
forecast

¢ Set Default View - select this button to set the current view as the default view;
this view will be displayed to you every time you access this area

* Save - select this button to save the current configuration
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* Revert - select this option to revert back to the original, unedited forecast (ex. if
you update the Discounts component, but then change your mind, you may
select this option to reset the changes back to the original)

* View Event -select this option to view any events that will affect the forecast in
a separate pop-up window

¢ Audit Log - select this option to open a log of any audits/changes that may have
been applied to the generated forecast

¢ Cancel - select this button to cancel/quit your tasks without saving

* Help - select this button to launch the help file

The Advanced View page is divided into three sections:

1. Select Parameters area
2. Select Filters
3. View All Components

Due to the amount of information on this page, the Basic View will be examined
based on the sections listed above.

SELECT PARAMETERS

Specify the search parameters to locate the desired forecast:

Gelect Location [ Revenue Genter/ Forecast Profile fWeek Combination Current Week Forecast

Week 03/16/2008 F T+ Location 160-Termpe South g Forecastpmﬂle Iwen Test N

Field Description

Week Enter/Specify the week for the forecast you want
to view/adjust

Location Select the location for the forecast you want to
view/adjust

Revenue Center Specify the Revenue Center for the generated

forecast you want to view/adjust

Forecast Profile Select the Forecast Profile for the generated
forecast you want to view/adjust

Display After all configurations have been made, click
this button to see the generated forecast
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SELECT FILTERS

Further define the generated forecast you would like to see by selecting filters:

B SelectFilter Status Manual Generated | Generated

v (- order Type ) (" Major Group | Family Group / Menu tem {Display )

Forecast Component | Net Sales

Field Description

Forecast Component | Select a forecast component from the drop-down list
(ex. Net Sales, Discounts, etc.)

Order Type Specify the order type (dine in, carry out, etc.)

Major Group/Family | Specify the Major Group/Family Group/Menu Item

Group/Menu Item for the generated forecast you would like to view/
adjust

Display After all configurations have been made, click this

button to see the generated forecast
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VIEW ALL COMPONENTS

You will be able to view/adjust the forecast based on the criteria entered in the
Parameters and Filters section. You may “drill down” on Component Types to see
day parts, hours, and fixed periods:

B Show All View Components

Forecast Sunday

(& Adjust Absolute Value O Adjust Percentage Walue

Monday Tuesday Wednesday Thursday Friday Saturday Week to

Total

CompanentsDays 03/1672008 03M72008 03MS2008 03MS2008 (03202008 03212008 03222008 Day
Met Sales [ sarzl [ tozs0] [ 11eza] [ 13ae] [ 1ae37] [ 14188 [ 11317 [ 846eg
L/ baypart
Lunch [ 1eos] [ 2e37] [ 3see] [ aeez] [ ssea] [ sass] [ 3019 [ 26459
Dinner. [ 72e8] [ 230s] [ ems] [ mes] [ 3] [ ] [ 2814 [ 19387
~ Hous
£00P-5:00P [ s8] [ 2e3) [ sss] [ sve] [ 4sg [ s07] [ zsg] [ 2817
5:00P-6:00P [ err] [ se) [ s:] [ ess] [ mea3] [ 7a7] [ em4] [ 3944
6:00P-7:00P [ e3e] [ me [ eea [ ees [ 7ee] [ em1] [ sog] [ 5399
Z:00P-8:00P [ s [ aa7) [ sea] [ 7ol [ eas] [ &s2] [ sea] [ a3
L’ Period
7:00P-7:15P [ ) ] vl [ vz [ aog [ 17a] [ zoa) [ 230] [ 114
7:A5P-T:30P [ ] ] ss) [ tes] [ zas] [ ave] [ 3] [ 1oyl [ 1oy
7:30P-T:45P [ 1ea] [ tos] [ teo] [ 28] [ 1sa] [ 1e3] [ 114 [ 1084
7:45P-8:00P [ 81 | e EEL e EET 0] | 97 [ 877
2:00P-0:00P [ 338 [ 303) [ mee] [ ave] [ 47 [ &vo] [ ze7] [ 2824
2:00P-10:00P I o [ 1z ] a0 | Bl E T e IEEE e |
10:00P-11:00P [ o | s [ 7 | o 0 o 0 [ -7
11:00P- 12:00A [ o q | o [ o q 0]
Closed 9 9 [ [ 9 9 [d [_49 [_3
Field Description
Adjust Absolute Enable this option to edit fields in the forecast
Value display grid to change/update values. The values in
the fields will be displayed as whole values. You
will be required to save updates when moving from
grid to grid.
Adjust Percentage Enable this option to edit fields in the forecast
Value display grid to change/update percentages. The

values in the fields will be displayed in their
percentage format. You will be required to save
updates when moving from grid to grid.

Forecast Component

Displays the name of the forecast component. You
may drill down on the forecast type to reveal day
part, hours, and fixed period information

Forecasting
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Enabling

Other Forecast
Functions -
Generate Manual
Forecast

Field Description

Days of the Week Forecast component information isdisplayed by day
first. You may drill-down on the forecast
components to see day part, hour, and fixed period
information.

Total Displays the total for the forecast component for the
entire week.

VIEW/ADJUST A FORECAST (ADVANCED VIEW)

1. Navigate to Forecasting | Forecast | View or Adjust Forecast

2. Select Current Week Forecast or Next Week Forecast

Note Adjusting a forecast has the same steps for current week and
next week.

Select the parameters to locate the appropriate generated forecast
Modify the filters to further locate the appropriate generated forecast
Specify Adjust Absolute Value or Adjust Percentage Value

Modify the fields of the forecast as needed

Select Submit from the top menu bar to wait for Approval

A ol

VIEW FORECAST INFORMATION

Follow the same steps for View Forecast Information for a Basic View, only select
Advanced View.

In Other Forecast Functions, you have the ability to manually generate a forecast.
Organization’s may want to enable this option so that in the event of an emergency,
a manual forecast can still be generated.

When a forecast is generated manually, it may only be generated for a 7-day period.

For example, an organization do allows for automatically submitted forecasts, but
does not allow for automatic approval. This same organization permits manual
forecast generation (all these options are configured in Forecast Profiles). The
business week for this location runs from Monday through Sunday, and typically
forecasts for the upcoming business week are generated the Thursday, before the
start of the business week. The manager in charge of generating the forecast has
been sick and the forecast never got approved. On Tuesday, when the manager
returns, he sees that the forecast is in “Generated” status. When the manager
attempts to approve the forecast, he will only be approving the forecast for the
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remaining days of the business week since the business week has already started
and he cannot go back and “un”generate past information. The forecast will only be
manually generated for the remaining days of the business week, Wednesday
through Saturday, overwriting the old auto-generate forecast; therefore, both an
automatic and manual forecast will exist for this week.

Manual forecasts can be generated for any week in the future. For example, a
forecast may be generated manually from March 1, 2012 for 8 weeks. The data
used to generate the forecast, however, will be based on the current available fixed
period data of the business week/day, be if for inventory, staffing, or scheduling
purposes.

SCREEN DESCRIPTION

The following is an overview of the features and functionality you will find on the
Generate Manual Forecast page:

( Choose Option | @ Generste @ Cancel @ Help ) Generate Manual Forecast

Location Select Location hd

Revenue Center ( Select Revenue Center )

Murnber of Weeks to
Generate the Forecast for

Forecast Start Week Elw

Please select Options +

Field Description

Location Select the location to generate a manual forecast

Revenue Center Select the revenue center to generate a manual
forecast

Number of Weeks to | Enter the number of weeks to generate this manual
Generate Forecast for | forecast

Forecast Start Week Specify the start week for this manually generated
forecast

Forecasting
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Enabling

Forecast
Approval/
Rejection

GENERATE A MANUAL FORECAST

1. Navigate to Forecasting | Forecast | Other Forecast Functions | Generate
Manual Forecast

2. Select the Location, Revenue Center, specify Weeks to Generate For, and the
Forecast Start Week

3. Generate

Forecast Approval and Rejection is critical to the Forecasting Application. From
this section, users will have the ability to review forecasts by status and determine
whether the forecast should become effective or if it needs to be reviewed and
updated.

There are four possible statuses that can be assigned to a forecast:

1. Generated - a generated forecast is one that has been generated by the system,
but has yet to have been approved/rejected

2. Pending - pending implies that part of the forecast has been approved and the
total approval/rejection is pending, or “almost completed”

3. Approved -
4. Rejected -

Whenever a forecast is approved or rejected for a location, all revenue centers
beneath that location will reflect the same status. If, within an organization,
multiple revenue centers exist and one revenue center’s forecast is approved before
another revenue center’s forecast is approved, then the yet-to-be-approved forecast
will be assigned “Pending” Status.

Users with high privilege levels may have hundreds of locations and RVCs with
forecasts which they must maintain. myLabor has made the process of locating
forecasts which have yet to be reviewed. You can quickly identify forecasts which
need to be addressed since, unless all RVCs under a location level have the same
status assigned, the location’s status will display “Pending”. If a location with
twelve RVCs has nine RVCs “approved” and three “rejected”, manager can quickly
locate these RVCs and inspect them to determine what the possible problem may
be. This means that you will not need to expand every tree level searching for
overlooked forecasts. Rather, you can display the unresolved forecasts quickly and
easily.

The approval/rejection is not available at a forecast component level, nor is it
applicable at an organizational level.

Approved forecasts will be “locked”, meaning it is only able to be edited by an
appropriately privileged user. If this forecast would need to be edited, an
appropriately would need to update the status from Approved to Rejected, and then
edit the forecast as usual through the View or Adjust Forecast option. Once all
updates have been made, the forecast can be re-submitted for approval.
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Rejected forecasts will be “kicked back” so that they may be updated and re-
submitted. Use the View or Adjust Forecast option edit the forecast.

SCREEN DESCRIPTION

When you first access the Approve/Reject a Forecast page, depending on your
privileges, you may have the ability to select the date, component, and status.

(ChooseOpﬁon | @ fpply @ Save @ Cancel OHeIp) Forecast Approval/Rejection

Select Date f Component/ Status

Date [3M7/2008 [ Component | Select v| Status [PENDING v
Select Al

PENDING

APPROVED |
REJECTED

Gross Sales
et Sales
Discount
Checks
Table Turns
Average Check

Open Check Guest Count
Closed Check Guest Count
Guests Present

Sales Quantity

In the top menu bar, you will see Apply and Save functions. When you are working
with multiple forecasts, it is a good idea to save your updates. When you are ready
to process your Approvals/Rejects, then you should click Apply.

Forecasting myLabor Feature
Page 208 Reference Manual



Forecasting
Forecasting

On the screen shown above, select the component and the status. Possible statuses
include Pending, Approved, or Rejected. Select the Display button to reveal the
following:

(ChooseOptiDn | @ Apply @ Save @ Cancel OHeIp)

Forecast Approval/Rejection

Select Date/ Compaonent ! Status
Date Carmponent | Met Saleg v Status | PENDING  +
Sund Monl Tuesday Wednesd. Thursd. Fridl Saturd At
03232008 03242008 031252008 03262008 03272008 03282008 032072008 NeeK TotalAdiust®s  status
W = Area- B Mavarro 1761.59 2814.27 3255.33 2835.74 3021.08 aT54.76 2280.34 18723.0 -1.0
b & AZNorth
b & AZ South
b & Chicago East
w & Chicago/Mashville 1761.59 2814.27 325533 283574 3021.08 375476 2280.34 197230 1.0
B - 138Wheaton  1761.59 2814.27 3295.33 2835.74 3021.08 aTa4.76 2280.34 18723.0 1.0 PENDING  +
@k Nashville 176159 281427 325633 383574 302108 375476 228034 187230
@ & Mew England 1761.599 2814.27 325533 283574 3021.08 375476 2280.34 [REIECTI
@ & Ohio 1761.59 2814.27 3255.33 2835.74 3021.08 aTa4.76 2280.34
P & Yegas East
P = vegas West
PENDING w
PENDING
APPROVED
REJECTED
Field Description
Locations/Revenue Displays the names of all locations and revenue
Centers centers; select the red triangle to the left of the
name to expand the location/RVC tree structure.
Only those locations/revenue centers for which the
user has rights will be displayed.
Days of the Week Displays each day of the week
Weekly Total Display the weekly total of that location/revenue
center for that component.
Adjust % Displays the total percentage of adjustment applied
to the weekly total.
Status Use this drop-down list to assign the appropriate
status to the forecast:
¢ Pending
¢ Approved
* Rejected
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Forecasts for locations and RVCs which have had manual adjustments applied to
them may be evaluated on this page as well, . If you ever notice any values next to
the locations/revenue centers which are displayed as links, you may click them to
display adjustments:

Forecast Approval/Rejection
[Chuuseom\un ‘ @ Lpply @ Ssve @ Cancel OHeIp)

Select Date f Component/ Status

Date [037232008 |9 Component | et Sales v Status |PENDING v

Sunday Monday  Tuesday Wednesday Thursday Friday Saturday R h
0312372008 0372472008 03/25:2008 03262008 03272008 031282008 03202008 "eory TotalAdiust® — Status

W = Area - B Mavarro 1761.59 2814.27 325533 2835.74 3021.08 3754.78 2280.34 197230 -1.0
p L A7 Morth
b = AZ South
P = Chicago East

w = ChicagoMashyilla 4 2814.27 3255.33 283574 3021.08 3754.76 2280.34 19723.0 -1.0
P = 138-Wheato % 1427 3255.33 283574 3021.08 375476 2280.34 19723.0 -1.0 PENDING  »
Mashyille dnE LS 2814.27 325533 283574 3021.08 375476 228034 197230 -0

@
@ & Mew England 1761.59 2814.27 325533 2835.74 3021.08 3754.78 2280.34 197230 -1.0
@ = Ohio 1761.59 2814.27 325533 2835.74 3021.08 3754.78 2280.34 197230 -1.0
b & vegas
b & vega,
¥
Primary R , 0 —
Date Component Scope — Secondary Reason Adjust %  Adjust § Comment Edit Adjustment

Select this link to Edit
the Adjustment

Highlighting the row will enable the Edit Adjustment link to the right and direct the
user to the basic forecast view screen where, barring appropriate privilege levels,
he/she may update the forecast.

Enabling APPROVE/REJECT A FORECAST
Navigate to Forecasting | Forecast | Forecast Approval/Rejection
Use the available filters to locate forecasts in need of approval/rejection
3. Using the drop-down listin the column closes to the right, approve or reject the
forecast:
4. Select Apply from the top menu bar
Forecasting myLabor Feature
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Features

Event Definition

Included with the module is a scalable Events tool that allows corporate operations
and marketing managers to plan promotions and events at an enterprise wide level
or for a single location with impact analysis reporting. Events are occurrences that
might affect business trends. By scheduling events, restaurant managers can plan
for and incorporate unique happenings into forecasts to calculate their impact upon
business trends.The Events feature analyzes data from years gone by or from
selected days with the intent of generating an accurate forecast for a non-standard
day.

From within Events, you have the ability to establish Event Definitions, as well as
assign those Event Definitions to an Event Calendar:

Events

Mame Description
P Events Definition Events Definition Description
P Events Calendar Events Calendar Description

In Event Definition, you are creating the types of events that may affect an
organization. In a way, they are similar to Forecast Profiles. Many times the same
events affect the sales for a location. For example, there is no need to set up a
profile to indicate that New Years Eve suffer from decreased sales every year.
Perhaps a location has decided to have a special New Years Eve celebration and
offers food and drink at a discounted price, with a champagne toast at midnight -
the Event Definition could be created and applied to all locations offering this
special. Or perhaps a national chain offers free ice cream desserts to kids under 12
for the month of May, with the caveat “at participating locations”. If all the
Pennsylvania locations decide to not offer this promotion, the Event Definition
could be configure to not apply at Pennsylvania locations.

When creating an event definition, event definitions must be classified as one of the
following:

1. Open/Close Location

2. Other

3. Promotional
OPEN/CLOSE LOCATION

Open/Close Location Events are able to identify the amount of revenue a location
may incur based on the opening or closing of another location. For instance, an
organization of quick service restaurants has three locations in a busy metropolitan
area. They decide to open another location, bringing their location to a total of four
restaurants. The Open/Close Location Event Type can be used to forecast the

myLabor Feature
Reference Manual

Forecasting
Page 211



Forecasting
Events

amount by which the three existing location’s revenue might decrease as the result
of a new location. This same Event Type can be used for closing locations as well.
For the same organization, they decide to close one of their four restaurants. The
Open/Close Location Event Type can be used to predict the amount by which the
revenue of the remaining new locations may increase.

OTHER

“Other Event Types™ has been designed for events that do not tend to be considered
Open/Close or Promotional. Sometimes they can be regular events, like sporting
events or holidays. For example, Christmas Eve, which might have a very busy
early dinner, but tend to drop off early since many families are settling in for the
evening and partaking in traditional Christmas Eve activities, like trimming a
Christmas tree or attending an evening church service. Events like these can
drastically affect what type of sales a location might incur, as well as whetheror not
too much (or not enough) labor hours have been accounted for.

Christmas Eve is a regular event and will occur every year on December 24. Of
course, Christmas Eve during the day may account for increased sales, with last
minute shoppers out-and-about, stopping in for a quick bite to eat before continuing
on to finish their shopping. Likewise, generated forecasts can take both the day as
well as the day parts into consideration when trying to create the most accurate
forecast.

PROMOTIONAL

Promotional events can be any type of event the location or the organization is
advocating to bring in business. Promotions include items like coupons, 15% senior
discounts, all you can eat specials, happy hour specials, etc. Organizations and
locations can decide for themselves what types of promotions they will be
supporting. For example, an organization may have recently opened a new location.
As a promotion, the organization has created a coupon that gives a guest 1 free cup
of coffee, regardless of which location he or she goes to for redemption.
Promotions like this can seriously affect forecasts.

CALCULATION TYPES

When creating events, users have the ability to specify how historical or actual data
will affect the outcome of the event. These options are:

¢ Use Historical Impact to determine Future Impact

* Use Historical Impact only if event is same day of week

¢ Use Estimated Impact for All Future Events
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These options are located on the Add/Edit page:

( Choose Option | @ Save @ Cancel @ Help ) Add Event Definition

Schedule Event

Event Management Configuration
Event Narne Event Descrigtion
Event Type —-Select Type- =
Hierarchy | -—-Select Hierarchy--- + Category |-—-Select Category-— ¥ Sub Cateqary | -—-Select Sub-Category-— %
@Iculation Type
(9] Use Historical Impact to determine Future Impact
[ Use Histarical Irpact only if event is on same day of week Expiration Date Elv
(O Use Estimated Impact for all Future Events
Estirnated Impact
k Percentage +-

USE HISTORICAL IMPACT TO DETERMINE FUTURE IMPACT

This option states that the actuals generated from the first or previousapplication of
this event should be used to determine the forecast for the “next time” the event is
applied.

For example, a county basketball championship is being played the first week of
March and a pizzeria is running a promotion where attendees of the event can
present their ticket and receive half off on a large pizza. On the first date, March 1,
no modifications are applied to that day’s forecast at the pizzeria. Games ended at
6:00PM; afterward, the pizzeria experienced a significant increase in sales. On
March 3, the Forecasting engine refers to the historical data, i.e., the March 1, to
identify variances between actuals and forecasted data for every forecasted
component. The Forecasting Engine identifies that the forecasted net sales was
$200, but the actual net sales ended up being $240, an impact of +20%. Therefore,
for March 3, the Forecasting Engine “predicts” that net sales will be up 20%. For
the next day, March 7, the Forecasting Engine will apply the same calculations to
generate a forecast. However, for March 3, the forecast will be generated using data
from both March 1 and March 3. If, on March 3, the net sales dropped off a bit;
rather than the forecasted $240, the actuals came in at $228, which is a decrease in
percentage sales by 5%. Therefore, when the Forecasting Engine generates the
forecast for March 3, it will take the March 1 and March 3 and create a forecast
based on both day’s date. Therefore, the forecasted net sales for March 7 would be
$230.

USE HISTORICAL IMPACT ONLY IF EVENT IS SAME DAY OF WEEK

If Use Historical Impact to Determine Future Impact is enabled, users may also
enable Use Historical Impact only if Event is Same Day of Week. This will cause
the event information affect forecasted data, so long as the event shares the same
day of the week. For example, a location may run a promotion during the
summertime offering 2 1b. steamed lobsters for 9.99 every Tuesday. Since
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Historical Impact to Determine Future Impact is enabled, the forecast will always
take the event information and buildupon itself to generate as accurate a forecast as
possible.By stipulating “Historical Impact only if Event is Same Day of Week”,
causes forecasted information to only generate increase/decrease in Forecast
Components for Tuesdays, the day the event promotion is configured to run. The
event information will only be applied to those Tuesdays.

USE ESTIMATED IMPACT FOR ALL FUTURE EVENTS

Enabling the Use Estimated Impact for All Future Events gives the user the ability
to estimate and establish the percentage by which selected Forecast Components
will be affected.

ﬂgﬂ[ﬁn.ﬁ_l ‘U_/mnm_-“"---...._,_.
" TTEe Historical Impact only if event is on Eé?ﬁe_da_\,rm

(&) Use Estimated Impact for all Future Events

add Estimated Impact
Percentage +/-

Met Sales v|l10

This option allows you to specify the percentage of increase/decrease to adjust a
selected Forecast Component. This option ignores historical data and simply
applies the amount entered into the field.

For example, a restaurant defines the net sales component to increase by 10%.
Typical net sales on a Friday night are $2500. The forecasted amount will be the
$2500 plus the 10%, ergo $2750. The restaurant’s actuals for Friday night were
$3000, higher than the forecasted amount. The following week, the restaurant
would like to apply the same 10% fixed amount to the net sales component.
However, this time, although the same 10% is being applied, it is being applied to
the $3000; thus, the projected net sales for the evening is $3300.

This event can be interpreted as a “one time only” event. Although you may
configure and re-apply the event as often as you would like, it is designed b impact
a forecast once and then become inactive. This is why there is no expiration date
associated with the option. Also, you may add/delete as many Forecast
Components as necessary to generate an accurate forecast

SCREEN DESCRIPTION

The first page of the Event Definition module is an overview page. You may use
this page to search for and filter results in order to locate and view Event
Definitions. After clicking Add from the top menu bar or selecting an Event
Definition and clicking Edit, you will be able to input/view detailed information on
the second page of the Event Definition module.
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EVENT DEFINITION OVERVIEW PAGE

(_ChooseCption | @ so_ @ Fdt @Deisi: @ Copy @ Cancel @ Help )

Event Definition

Select Filter

Search by Name

By Event Type

All Types v

By Expiration Status

All Events h

By Hierarchy
All Hierarchies

By Category
All Categaories

By Sub Categary
All Sub Category v

Schedule Event

Event Name «

Event Description

Event Type ~

Hierarchy ~

Category ~ Sub Category «

Andy's Candy Spec
Apurva

asdasd

Blueberry Buzz
BOGO - STKTACO
Build Test

COPY BYGO
Copy Open Pizza
Copy Test

Copy VIP Special
eds event

Fnnthall

Andy's Candy Spec
Apurva Test
asdasd

Too Much Fun to
Buy One Get One
Build Test

COPY BYGO
Copy Open Pizza
Copy Test

Copy VIP Special
yankee game
Frnthall

OpenfCloze
Promotional
Other

Promational
Promotional
Promotional
Promotional
Pramotional
Promational
Promotional
Promotional
Other

Pramntinnal

Local Promations
Affects From Growth
Mational Promations
Local Promotions
Steak

Carnitas

Steak

Affects From Growth
Affects From Growth
Local Promations
Carnitas

Staak

Kids Night
Cloge Location
BOGO

Kids Night
Steak - Tacos
Carnitas - Burritos
Steak - Tacos
Open Location
Open Location
WIP 100%
Carnitas - Other
Staak - Rurritns

EVENT DEFINITION ADD/EDIT PAGE

( Choose Option ‘ @ Save @ Cancel BHe\p]

Add Event Definition

Event Mame

Event Type

Caleulation Type

Event Management Configuration

——

--Select Type-- hd

Hierarchy | -—-Select Hierarchy-—-

O Use Historical Impact to determine Future Impact

[] Use Histarical Impact only if eventis on same day of week

(O Use Estimated Impact for all Future Events

Estimated Impact
Percentage ++-

Category

Event Description

--Select Category--- v

Sub Category

-—-Select Sub-Category-- ¥

Expiration Date Elv

Field Description
Event Name Enter the name of the event
Description Enter a brief description of the event

Event Type

Select one of the three event types to classify this
event

Hierarchy

Specify the hierarchy

Options are populated from mymicros.
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Field Description
Category Specify the category

Options are populated from mymicros.
Sub Category Specify the sub-category (optional)
Calculation Type Specify the calculation type

Use Historical Impact
to determine Future
Impact

Enable this option to use the actual data when this
event was initially launched to calculate the data for
the proposed event

Use Historical Impact
only if event is same
day of week

If you have selected “Use Historical Impact to
determine Future Impact”, you may select this option
to only generate event forecasts for events falling on
the same day of the week.

Expiration Date

Use the calendar icon to enter an expiration date if
“Use Historical Impact only if event is same day of
week” has been selected (optional)

Use Estimated

Enable this option to define a percentage of increase/

Impact for All Future | decrease to components to estimate outcomes

Events

Add If “Use Estimated Impact for All Future Events” has
been selected, click this button to begin adding
forecast components and their estimated impact
percentage of -100% to +1000.

Delete Delete Forecast Components assigned using “Use

Estimated Impact for All Future Events”.

This option only appears if there are Forecast
Components that have been modified.

SCHEDULE EVENTS PAGE

The Schedule Events page is used to assign Event Definitions to existing locations

and revenue centers. There are three tabs on the Schedule Events page:

1. Assign to Location

2. Select Dates and Times

3. Events Calendar

Forecasting
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Assign to Locations Tab

You may select the locations to which the Event Definition will be assigned. You
may use the Select View drop-down to view by Locations or Revenue Centers. You
may want to assign a promotion to only a revenue center (ex. Happy Hour in the
“Bar” only):

( Chonze Option | @Save @Cancel @ Help ) Schedule Event Definition

Assign To Location w f Select Dates and Times w f Events Calender w

Event Name : Hamburger Happiness Event Description : §2 Burgers

Select View : | Location v

Location

W = Area- B Mavarro "~
w b []AZ Marth
P = []054-Camelback
P = []081-Tempe University
p = []140-Scottsdale Old
w o []171-Glendale AZ
@ W [V]RESTAURANT
w b []AZ South
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Select Dates and Times Tab
After locations/revenue centers have been selected, you may set up the dates and
times for the Event Definition to take place using the Select dates and Times Tab.
[ Chaose Option ‘ @ Save @ Cancel @ Help j Schedule Event Definition
Assign To Location Wf Select Dates and Times Wf Events Calender W
Event Name : Hamhurger Happiness Event Description : $2 Burgers
Start Time 01 w00 » || P o» End Time 05 W00 v || PR
Start Date 02/12/2008 v End Date 02/25/2008 Elv  mipayevent O
Recurrence Pattern & Daily (o] Weekly O Manthly (@] early
@ Every|1 day(s) |Dai|y Recurrence Pattern |
(@] Everyweekday
Recur evary week(s) o’ |Week|y Recurrence Pattern |
[ sunday [ monday [ Tuesday [ wednesday
Othursday [l Friday [l Saturday
O Day of evary month(s) | Nlonthly Recurrence Patternl
@ The|First  v| Sunday ¥ | of every maonthis)
® Every sate of Janary Yearly Recurrence Pattern
O The af
Field Description
Start/End Time Specify the start and end times for the Event
Definition to be effective at this location/revenue
center
Start/End Date Enter a start and end dates for the Event Definition
to be effective at this location/revenue center
Start Date must be some time in the future
All Day Event Enable this option if the Event Definition will be
effective for the entire day
Recurrence Pattern Specify the recurrence pattern, or “how often”this
Event Definition will be in effect: Daily, Weekly,
Monthly, Yearly. Depending on recurrence pattern
selected, additional frequency information will
need to be entered.
Forecasting myLabor Feature
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Enabling

EVENTS CALENDAR

You may select the Events Calendar tab to see how the event will appear on a
monthly view calendar. You may save, edit, or delete entries on this calendar. You
may also access the Events Calendar by navigating directly to it using Forecasting |
Events | Event Calendar.

( s Gt | @ Sove @ Cancel @ Hep ) Schedule Event Definition
RssignToLocation |  SelectDatesandTimes  |[  EventsCalender |
Event Name : Hamburger Happiness Event Description : §2 Burgers LocationRevenue Centers View
4k March 2008 Action | Select v
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Week 9 1
Week 10 2 3 4 5 5 s 8
Week 11 9 10 a1 12 13 14 15
Week 12 16 a7 a8 19 20 21 22
[ Hambur... (1) | Hambur... (1) | Hambur.. (13 | Hambur. (1) (O Hambore, ¢ | Hambur.. (1)
Week 13 23 24 25 26 27 28 29
O Hambur... (1) | Hambur... (1)
Week 14 30 31

For more information on the Event Calendar, please refer to “Event Calendar” on
page 220.

CREATE AN EVENT DEFINITION

1. Navigate to Forecasting | Events | Event Definition | Add

2. Enter the Event Name, specify the Event Type, Hierarchy, Category, and
Calculation Type

3. Save
SCHEDULE AN EVENT DEFINITION

You may schedule an existing Event Definition or a newly created Event
Definition. For existing Event Definitions:

1. Navigate to Forecasting | Events | Event Definition
2. Search for and highlight an Event Definition
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Event Calendar

3. Click Schedule Event

4. Assign the Event Definition to a Location/Revenue Center and configure the
Frequency information

Note You may select the Event Calendar tab to view your event in
monthly calendar format.

5. Click Save from the top menu bar
To schedule a new event:

1. Navigate to Forecasting | Events | Event Definition | Add

2. Enter the Event Name, specify the Event Type, Hierarchy, Category, and
Calculation Type

3. Click the Schedule Event button

Assign the Event Definition to a Location/Revenue Center and configure the
Frequency information

Note You may select the Event Calendar tab to view your event in
monthly calendar format.

5. Click Save from the top menu bar

You can decide how you would like to be able to view your events. Forecasting
offers the ability to view events in a calendar like format or in a list format. When
viewing events via the calendar format, you will be able to see the ranges by which
an event is intended to last.

The Events Calendar offers the user a place to view all regular and promotional
events in a calendar like format. Filters can be used to reduce the number of shown
on the calendar, by giving you the ability to view events by Event Definition. The
Events Calendar provides the ability to glance quickly at an upcoming month and
be able to prepare accordingly.

The Event Calendar may be displayed one of two ways, either creating an Event
Definition, then move to the Event Calendar using the Schedule Button, or
accessing the Events Calendar using the link from the Main Menu. For more
information on scheduling an Event Definition, please refer to “Event Definition”
on page 211.
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Within the Events Calendar feature, you will be able to add new events to the
calendar for you or others to see.

Events Calendar

{ Choose Cption | @ Cancel @ el )

Baja Fresh
Event Filter: Event | All Events v LocationRevenue Centers :
4»March 2008 Action | Select v
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Week 9 1
FryFr.. (1)
Mew lc... (1)
more...
Week 10 2 3 4 5 6 7 8
FryFr.. (1) Ty FryFr..(1) VIP Sp... (1) Money . (1) FryFr.. (1) FryFr.. (1)
Maoney (1) lee Ho . (1) lee Ho. (1) Mew e (1) lee Ho . (1) asdasd (3) lce Ha (1)
more... INore... more... more... More... More... more...
Week 11 2 10 1n 1z a3 a4 13
lee Ho.. (1) Maney ... (1) OpenP..(4) Maoney ... {1} Maney ... (1) TT{1) ] Copy 0. (4)
Mew lc... (1) Fry Fr.. (1) Copy Q... (4) Mew lc... (1) asdasd (9) lce Ho.. (1) 17013
more... more... more... more... nore... more... more...
Week 12 116 az a8 19 20 21 22
Ice Ho... (1) [ copyv.. () [ v sp.. 1y [ Hambur... (1) [ copyo.. ) [ asdasd (8) Ice Ho... (1)
Newlc... (1) TT (1) O copyo.. 4 [ wior .. (35) [ FryFr. ety [ FryFr.c1y [ asdasd (9
more... more... more... more... nore... more... more...
Week 13 23 24 25 26 27 28 29
[ Andy's... (1) [ money .. (1) e Ho... (1) [ Andys... (1) [ money .. (1) Open P... (4 [ copy ... (2
[ Money .. (1) O FryFr. ¢y Newlc... (1) [ Money .. 1) Open P... (4) [ Andy's... (1) [ andy's... (1)
Nore... oI e., Mol €. Nore.. NI 8w, Nore.., Nore..
Week 14 30 31
[ copyo... (4 Open P... (4)
1 money ... (1) [ copy 0. (#)
more... more...

SCREEN DESCRIPTION

On the surface, this calendar looks relatively straightforward. However, you my
perform scheduling tasks to help streamline the Event Forecasting process. There
are two basic section to the Event Calendar screen:

1. Event Filter
2. Days of the Month

EVENT FILTER

In the Event Filter, you can perform simple functions to filter Event Definitions on
the Calendar:

Event Filter: Event | All Events v LocationRevenue Centers :
4rMarch 2008 Action | Select +
Field Description
Event Use this drop-down list to select only one event to
see
Location/Revenue Click the Select button to open a pop-up window
Centers where you can select how you wish to view the
event
myLabor Feature Forecasting
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Field Description
View button This button becomes active only after you have
filtered your selections. It will display the
location(s) being viewed.
Arrow Buttons Use these arrow keys to go forward and backward in
the calendar
Action After selecting events on the calendar, you may use
this drop-down list to edit or delete events
DAYsS OF THE MONTH
The days of the month show individual days and the events that occur on them.
Week 13 23 24 25 26 27 28 29
[ andys.. ¢y [ Money ... (1) lceHoo (1) | andys. 1y | Money 1) openP..# [ Copyo.. (4
[ woney ¢ty [ FryFr i Mew e 1) [ Money . (13 openP (& [ andys ¢y (O Andy's i1y
You may select events for editing and deletion by checking the box next to the
event name and then selecting Edit (updating start/end time) or Delete from the
Action drop-down list:
Week 13 24
[ money .. 1
I FryFr... {13
more... more...
Week 14 30 31
R Open P (4)
i F\_[_ﬂ_\___/
Note You may only edit one type of Event at a time.
You may delete more than one type of Event at a time.
Forecasting myLabor Feature
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Days of the month with many events may not be able to display all events. You may
click the “more...” link to see all events on the day of the week by 15-minute fixed
periods:

( Choose Option | @ Cancel @ Help ) Calendar Day View

4F Sunday, March23rd, 2008 Action | Select +
12:00 AM

TO0PM [ money In The Bank (1:00 PM-3:00 PM)
115 PM

5:45 PM

6:00 PM

615 PM 7] Hamburger Happiness (1) (6:15 P -7:45 P
6:30 PM

645 PM

TWOPM [ Andy's Candy Spec (7:00 Phi -10:00 Phiy
715 PM

T30PM 7] Fry Frinzee (7:30 PM-5:00 PM)

7:45 PM

B00PM [T Ravens Sunday Home (3:00 PM-11:00 PM)
815PM

830 PM

B:45PM

900 PM

**this image has been cropped to show page detail**

Enabling EDIT AN EVENT

You may edit events in either of the two Event Calendar screen layouts. To edit an
event from the month view:

1. Navigate to Forecasting | Events | Event Calendar
2. Select the checkbox next to the event to be edited

Note Remember! You may only edit one type of event at a time.

3. Specify new start/end times for the event
4. Click Save from the top menu bar from the pop-up window
The Event Definition will be updated with the new times. To edit the Event from a
fixed period screen layout:
1. Navigate to Forecasting | Events | Event Calendar
Select the “more...” link to access the fixed periods for that days events
3. Select the checkbox next to the event to be edited

Note Remember! You may only edit one type of event at a time.

Specify new start/end times for the event
5. Click Save from the top menu bar from the pop-up window
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DELETE AN EVENT

You may edit events in either of the two Event Calendar screen layouts. To edit an
event from the month view:

1.
2.
3.
4.

Navigate to Forecasting | Events | Event Calendar

Select the checkbox(es) next to the event(s) to be deleted
Use the Action drop-down list to select delete

Select OK from the confirmation dialog box

The Event Definition will be deleted. To delete the Event from a fixed period
screen layout:

1
2.
3.
4
5

Navigate to Forecasting | Events | Event Calendar

Select the “more...” link to access the fixed periods for that days events
Select the checkbox(es) next to the event(s) to be deleted

Use the Action drop-down list to select delete

Click OK from the confirmation dialog box

USING THE VIEW BUTTON

1.
2.

3.

Navigate to Forecasting | Events | Event Calendar

Select the Select button next to Location/Revenue Center, a page similar to the
following will appear:

Select view :

A Cancel

Select view

i

Select the view, then select appropriate locations/revenue centers; click Apply

You will then be able to use the View button to see the locations/revenue centers
being displayed on the calendar:

Chooze Option @ Close

Selected Locations

081-Tempe University { RESTAURANT }
100-Scottsdale Prom { RESTAURANT }
180-Scottsdale NE { RESTAURANT )
249-Avondale { RESTAURANT )
400-New One }

SR
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Staffing Profiles

Features Within the Staffing Profiles sections, you can define as many staffing profiles as
needed and assign those profiles to the appropriate organization level:

Staffing Profile and Assignment

Marme Description
b Staffing Profile Creation Staffing Profile Creation

Assign Profiles to Assigning Staffing and Scheduling Profiles to
[ 4

Organization Level Locations/Revenue Centers

Staffing Profile Creating a complete Staffing Profiles is a 2-step process. Firstly, the profile itself
Creation must be defined. Secondly, jobs must be assigned to the staffing profile.
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SCREEN DESCRIPTION

The following describes the fields and features you will find on the Staffing Profile
Overview screen:

( Chooze Option | @2dd @Edt @ Copy @Delete @ AddJob @ EditJob @ Delete Job @ View Job @ Cancel @ Help ) Staffing Profile

Staffing Profile Description Active
[+] Cook Cook v
[ +] STUFF EAST STUFF EAST v
[+] Test Profile testtest v
[+] Testay Testay v
B Coast Patio Locafions "7 T T W CaastPati Lacalions Ty T
Field Description
Staffing Profile Displays the name of the Staffing Profile
When selected, any assigned jobs will be displayed.
Selecting a job will cause different options on the
top menu bar to be displayed.
Description Displays a breif description of the Staffing Profile
Active A check in this columns signifies the status of the
Staffing Profile as Active.

Top Menu Bar

The top menu bar on the Staffing Profiles Overview screen has a number of options
that are greyed out, depending on which option is selected. For creating a new
staffing profile, only Add, Edit, Delete, Add Job, Cancel, and Help are available. If
you have highlighted a job, then Add Job, Edit Job, Delete Job, View Job, Cancel,
and Help are available.

[ Choose Cption | @ Add @ Edit @ Copy @ Delete @ AddJob @ Edit Job @ Delste Job @ View Job @ Cancel @ Help )

( Chooze Option | @ Lol @ Edt @ Copy @Delete @ AddJob @ Edit Job @ Delete Job @ Vieww Job @ Cancel @ Help )
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The following describes the fields and features you will find on the Add Job, Edit
Job, and View Job screens of the Staffing Profile module. Note the Staffing Profile
information displayed at the right of the screen:.

{ Choose Cption | @Next @ Deicte @ Cancel @ Help )

Staff Job

Staffing Profile Details

Job Category —-Select-- | Job Code --Belect-- = Profile N\ame Cook

Labor Name l— Labor Description ’— Description  Cook

Method --Select-- v

Field Description

Job Category Use this drop-down list to specify the job category

Labor Category Use this drop-down list to specify the labor category

Method Use this drop-down list to define the parameters by
which this job’s needs will be determined. Options
include General Step, Productivity, Shift, Fixed
Resource, and Recipe.

Job Code Use this drop-down list to specify the job code

Labor Description Enter a brief description of this job with respect to
the Staffing Profile.

Staffing Profile This information is displays the Staffing Profile

Details being added/modified

Assign Profile to
Organization Level

myLabor Feature
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SCREEN DESCRIPTION

The following describes the fields and features you will find on the Assignment to
Organization Level screen:

Field Description

Location Name Select the location to begin assigning profiles.
Selecting the little red triangle next to the location
name will reveal a drop-down list of any available
revenue centers.

Seed Click this icon if you would like to assign the data
from another RVC/Location. This data will provide
information for that location to base its forecasts.

This option will typically apply to a new location
that has no existing data.

Link Enable this option to update all profiles when an
adjustment is made to one profile. For example, if
discounts is updated for Profile 3, all other existing
profiles with discounts will updated respectively.

Primary Profile Assign a Primary Profile to the RVC/Location

Profile 2-4 Assign a profile to the RVC/Location (optional)
Staffing
Administration
Staffing myLabor Feature
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Features

Station/Section
Definitions

Assign to
Organization Level

Assign Skill Levels to
Staff Requirements

Staffing
Requirements

Features

General Manual Staff
Requirements
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Overview

myLabor Reports

Overview myLabor Reports show human resources and general earnings information. Report
availability is dependent on user privilege. For example, a user with system
administrator privilege level could be able to view all employee phone listings from
the Employee Phone List, but a store manager privilege level could see only those
employees who worked at the store where the manager has access.

Generally, all myLabor users have access to myLabor Reports.

myLabor Reports can be accessed and viewed by navigating to Reports | More
Reports... | myLabor Reports.
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Standard myLabor Reports

Employee Phone  This report creates a list of employee phone numbers, but leaves out otherwise

List sensitive human resources information, such as Social Security Number or address.
This report displays alphabetically by the employee's last name and only active
employees will be included on the list (i.e., leave of absence status or terminated
employees will not be displayed). This report is sortable by location. An employee
with an unlisted number is displayed by a string of X's.

TEMPLATE
¢ EmpPhoneList.xml

EXAMPLE

Employee PhonelList Report

Employee Name Phone Mumber Home Store Location

500104 Aadams,Bryan 555-123-4567 036-Sanlose

500065 Aadd_Emplz,Test W= - 036-Sanlose

401007 AGUILAR ALBERTO MEK-REH-KEHE 036-Sanlose

500196 albequerque, Ferdinand 123456789 036-Sanlose

500150 Baker,alivah F17-555-9293 036-Sanlose

500142 Baker,allyson 520-555-1674 036-Sanlose

500224 Banas,lulie 510-982-3582 036-Sanlose

400527 Banderas,Octavio 663-555-9009 036-Sanlose

400536 BARAHOMNA, WALTER KA -KHE-HKRHR 036-Sanlose

400120 BECERRIL,GONZALD KA -KHE-HKRHR 036-Sanlose

500159 bee,bee R EHH-HHER 036-Sanlose

500152 Bell,simalina 320-555-43382 036-Sanlose

Soo01s Benatar,Pat HHH-KEE-KRKR 036-Sanlose

S00162 Blake,Justin 530-555-9712 036-Sanlose

Field Description

Payroll ID Displays the employee payroll identification number

Employee Name Shows the employee name, last name first, then first

name
Phone Number Displays the employee phone number - note the X's
where no phone number is entered

Home Store displays the home store location

Location
Employee This report provides information about employees length of employment as well as
Turnover all new hires and terminations. This report can be used by managers to evaluate

turnover rate.
TEMPLATE

June 12, 2008 myLabor Feature
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Employee Turnover

¢  EmpTurnOver.xml

EXAMPLE
Employee Turnover Report
Quit u]
LayOff 1
Discharged 3
Transferred ]

Average tenure of employees 3 years,9 months,28.8 days

Hires
Employee Name Primary Job Hire Date
10016 Magoo,Mister Cook 2/1/2008
100999 McCheese,Mayar Coaok 1/10/2003
gio0z Marrison,Mel Cook 2/16/2008
1001 Mchabb,Donovan Driver 2/15/2008
QSR Cshr 5, Tom Fry Coaok 1/9/1994
QSR Cshr 6,Dan Fry Coaok 1/3/1988
10009 Manager,Salarietta Manager 1/1/2008
10011 McManager,Mac Manager 1/1/2008
10010 McMewbie, Gilbert Server 1/1/2008
10008 Minor,Ima Server 1/9/z2008
Server 6,Linda Server 9/15/1999
Server 7,Tim Server 9/15/1999
Terminations

2/19/2008
1/31/2008

z/18/z008
2/24/2008

Employee Name Primary Job Hire Date TerminationDate RehireDate Status

Bartender &6,Ted *Bartender  1/19/1999 /172008 1/26/2008 Layoff

Retail PM,Josh *Bartender  2/13/1993 z/z28/z008 Discharge

10017 Zigfield,Zelda Manager 1/1/2008 z/27/z008 Discharge
McBiterne,Clueless Server 12/22/2007 2/27/2008 1/25/2008 Discharge

Insubordin
Unknown
Unknown
Unknown

Field Description

Quit

Layoff

Discharged

Transferred

Average Tenure of
Employees

Payroll ID

Employee Name

Primary Job

Hire Date

Rehire Date

Termination Date

Status

Reason

myLabor Feature
Reference Manual

Page 233



Standard myLabor Reports
HR Employee Master

HR Employee The HR Employee Master Report displays an overview of all employee information.
Master Employees are listed alphabetically by last name as default. The list may be resorted
by using the arrow that appears when hovering the mouse over one of the column
titles.
TEMPLATE

¢ HREmpMaster.xml

EXAMPLE

HR Employee Master Report

Payroll ID Employee Name Phone Number S N JobCode Location Primary Job
400101 ABELLERA,CATHERIN 622-13-6231
CASHIERS 036-Sanlose
SHIFT MGR 036-Sanlaose
500104 Adams,Bryan 555-123-45067 999-99-9999
036-Sanlose
036-Sanlaose Ves
500196 Albequerque,Ferdina 123456789 369-98-5514
Ktchn Supvsr 036-Sanlase Ves
400501 ALYARADO,MARIANO 128-88-2771
036-Sanlase Tes
COOoK 036-Sanlase
400124 Alvarez,Mayra 619-80-5761
CASHIERS 036-Sanlase
500207 Anderson,William 111-111-1111 268-47-9865
Baker 036-Sanlase Tes
400701 ANDRADE,IRMA 444-444-4444 987-25-8512
038-Sanlose
036-Sanlose ves
500107 Aniston,Jennifer 999-75-8877
MGR 038-Sanlose Yes
400119 AQUILAR,MARICELA 557-73-0599
036-Sanlose
036-Sanlose Yes
CASHIERS 038-Sanlose Yes
Field Description
Payroll ID
Employee Name
Phone Number
SSN/SIN
Job Code
Location
Primary Job
HR Employee This report generates a listing of employees with social security number, payroll ID,
Master Pay Rate Jobs and pay rates.
TEMPLATE

¢ HREmpMasterPayRate.xml

June 12, 2008 myLabor Feature
Page 234 Reference Manual



Standard myLabor Reports
HR Employee Master Pay Rate

EXAMPLE

HR Employee Master With Pay Rates Report

Couble Overtime Overtime

Time & a Time

Payroll ID Employee Name

JobCode Primary Job Reg Pay Rate

half pay Ery 3 Pay 4 Pay|
Bartender
1,Heather 554-36-7854 09-09-1976
Fry Cook Yes 515 10.30
10012 Johnson,Jose 854-26-3521 02-14-1982
*Bartender Yes 5.15 10.30
10013 Manager,Salaried 856-25-4158 02-14-1990
Manager Yes 24 .04
McGill,Ulysses 123-23-5467 01-09-1930
Cook 15.00 2250 0.00
QSR Cshr 4,8ally  213-65-7445 01-06-1980
Cashier Yes &.00 oo 12.00
Server 1,5ally 222-45-7889 02-15-1975
Server Yes 515 10.20
1234 Server 10,5ue 333-33-3334 05-03-1976
*Bartender Yes 5.00 0 10.00
Server 11,Gary 9952-14-9637 08-08-1975
Cook Tes 6,50 12.00
Field Description
Payroll ID Displays the payroll ID number

Employee Name

Displays the employee name; format: last name,
first name

Phone Number

Displays the employee’s phone number

SSN/SIN Displays the employee’s social security number or
social insurance number

DOB Displays the employee’s date of birth

Job Code Displays all job codes the employee has ever
worked

Location Displays the location where the employee works;
since multiple locations may be added to one
employee, multiple locations can be shown here

Primary Job Specifies which job is considered the employee’s
primary job by displaying “Yes”; it is possible for
an employee to have more than 1 primary job if it
is differentiated by location

Regular Pay Rate Displays the regular pay rate for the employee

Overtime Pay 1

Displays the first level of overtime pay based on
the employee’s regular pay rate
Shown as Time and a Half in example above

Overtime Pay 2

Displays the second level of overtime pay based
on the employee’s regular pay rate
Shown as Doube Time in example above
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HR Document Expiration Report

Field Description

Overtime Pay 3 Displays the first level of overtime pay based on
the employee’s regular pay rate
Shown as Overtime Pay 3 in example above

Overtime Pay 4 Displays the first level of overtime pay based on
the employee’s regular pay rate

Shown as Overtime Pay 4 in example above

HR Document
Expiration
Report

This report is used to anticipate and plan for updating employee [-9 forms, Driver
information, Job Certification, Evaluation, Age Certificate and Work Permit
information. It prints alphabetically by the employee's last name.

TEMPLATE

*

EXAMPLE

Employee 19 Renewal Report

Alien Admission Number Expiration Date Home Store Location
s0o1z7 Lanc Dave a 234454345 2006-03-30 00:00:00.0 036-Sanlose
400518 SANSHEZ ARMANDO GASTON sdafs 2005-10-13 00:00:00.0 036-Zanlose

Employee Job
Summary Report

Field Description

Payroll ID This field displays the employee payroll ID
number

Name This field displays the employee’s name

Alien Admission This field displays the Alien/Admission Number

Number

Expiration Date This field displays the date the employee’s 1-9
information expires

Home Store Location This field displays the employee's home store

The information on this report allows a user to analyze scheduling and wages of
employees. For example, by reviewing this report, it could be discovered that too
many employees have been scheduled in one labor classification and not enough in
another. This report can be filtered by location, date, and revenue center.

To use this report, you must first select a location for which you want the
information to appear. The maximum number of locations you can search is one.

TEMPLATE
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Employee Job Summary Report

¢ EmployeeJobSummary.xml

EXAMPLE

Employee Job Summary

Hours Worked Labor Cost
Payroll ID Regular Owertime Total f;t‘jafl Regular Overtime Total
Hours Hours Hours Hours Pa FB Pa
Total Labor 5,650 176 5,826 100.00% 37,643.50 1,646.3439,289.84 100.00%
ABEL,MESWAET 983830 52.27 0.00 52.27 0.90% 160.99 0.00 160.99 0.41%
TRAIMNING 5Z2.27 0.00 5227 0.90% 160,99 0.00 160,83 0.4 1%
CEdillD,LILIA 976340 68.20 0.00 68.20 1.170% 852.50 0.00 852.50 2.170%
Line/036 63,20 0.00 63,20 1.17% 852.50 0.00 852.50 217%
Gedillo,Marta 946350 60.11 11.46 71.57 1.23% 185.14 70.54 255.68 0.65%0
TRAINING 60,11 11.46 T1.57 1.23% 185.14 70.54 255.68 0.65%
Cedillo,Sandra 609640 80.00 10.24 090.24 1.55%0 680.00 130.56 810.56 2.06%0
Expof036 80.00 10.24 20,24 1.55% 630,00 130.56 &10.56 Z2.06%
Chung,Terone 197620 38.72 0.00 38.72 0.66%0 119.26 0.00 119.26 0.30%0
TRAINIMNG 3872 0.00 38.72 0.66% 119.26 0.00 119.26 0.30%
De la Jara,ALE 673470 77.10 0.00 77.10 1.32%0 326.00 0.00 326.00 0.83%0
FOH Trainer/036 6,36 0.00 6,36 0,11% 10812 0.00 108,12 0.28%
TRAINIMNG 70.74 0.00 T0.74 1.21% 217.88 0.00 217.88 0.55%
De la rosa,MARIA 184370 48.76 0.00 48.76 0.84%0 150.18 0.00 150.18 0.38%0
TRAINIMG 48,76 0.00 48,76 0.84% 150,18 0.00 150,18 0.38%
Field Description
Employee/Job Code | Displays the name and number for the job position
Payroll ID Displays all regular hours worked for the specified
job code
Hours Worked

Regular Hours

Displays all regular hours worked for the specified
job code

Overtime Hours

Displays all overtime hours worked for the specified
job code

Total Hours

Displays all hours (regular hours + overtime hours)

% of Total Hours

Calculates the percentage of net sales with respect to
the amount spent on labor

Labor Cost

Regular Pay

Displays all regular pay for regular hours worked

Overtime Pay

Displays all overtime pay for regular hours worked

Total Pay

Displays the total amount the employee was paid
(regular pay + overtime pay)

% of Total Pay

This percentage is the ratio of pay the employee
received with regard to all pay that was distribute by
that location to its employees
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Employee Earnings Summary Report

Employee The Employee Earnings Summary report allows managers to view labor information
Earnings such as hours worked, labor costs, and commissions by employee on a weekly basis.

Summary Report TEMPLATE
¢  EmpEarningsSummary.xml

EXAMPLE

Job Code The Job Code Summary report combines all hourly work and labor costs by job

Summary Report codes. So, rather than sorting employeehours and pay information by employee, this
report organizes its information by the actual job. It also summarizes total along the
bottom of the report.

TEMPLATE

¢ JobSummary.xml
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Job Code Summary Report

EXAMPLE

Hours Worked

Job Code Summary

Labor Cost

E'iullflsar 3;?:;"19 Total Hours Regular :I; Overtijn;e Total Pay % of Total Labor/Sales Avg Hourly Hug‘[
Total Labor 19,426.97 244.89 19,671.86 180,565.73 4,215.12184,780.85 100.00% 18.86%
Bar 1,079.06 1.50 1,080.56 8,627.84 18.00 8,645.84 4.68% 0.88%
Chef 1,079 H 1,081 §,627.84 1g.00 §,645.84 4.66% 0.58% .00
HOURLY LABOR 18,347.91 243.39 18,591.30 171,937.89 4,197.12176,135.01 095.32% 17.980%
CASHIERS 5,894 24 6,018 50,707 49 314868 S1,022.17 27.61% 5.21% §.48
OOk 9,399 114 9,513 84,957 49 1,775.25 B86,732.74 46.94%, 8.685% 9.12
LEAD PREP B87E & 878 10,467.00 106.20 10,573.20 5.72% 1.08% 1z.04
LINE MANAGER 1,031 a7 1,128 13,943.73 1,960.56 15,904.29 8.61% 1.62% 14.10
SHIFT MGR 1,052 2 1,054 11,862.18 4043 11,902.61 £44% 1.21% 11.29
Net Sales Total Labor Total Time Avg Hourly Pay Leboy ggls;s()‘l-‘h b Sales Per Labor Hour
979,670.42 124,720,825 19,671.86 9.39 12.9% 49,20
Field Description
Job Code Displays the name and number for the job
position
Hours Worked
Regular Hours Displays all regular hours worked for the
specified job code
Overtime Hours Displays all overtime hours worked for the
specified job code
Total Hours Displays all hours (regular hours + overtime
hours)
Labor Cost
Regular Pay Displays all regular pay for regular hours
worked
Overtime Pay Displays all overtime hpay for regular hours
worked
Total pay Displays all pay (regular pay + overtime
pay)
% of Total Calculates the percentage of net sales with
respect to the amount spent on labor
Labor/Sales Calculates the total pay with respect to the
sales
Avg Hourly Pay Displays the average hourly pay by job code
Bottom Section
Net Sales Displays total net sales for the location(s)
Total labor Displays the total amount spent on labor for
the location(s)
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Tip Exception Report

Tip Exception
Report

Field Description

Total Time Displays the total number of hours worked
by all job codes at the location(s)

Avg Hourly Pay Displays the overall average hourly pay for
all job codes

Labor Cost (% Net Displays the calculation of amount spent on

Sales) labor with respect to net sales

Sales per Labor Hour | Displays how much product was sold in
comparison to all labor hours worked

In restaurants with tipped employees, where combined earnings average out to
below minimum wage during a single payroll period, the employee must make up
the difference. The Tip Exception Report shows instances where the employer must
compensate employees who have fallen below minimum wage.

TEMPLATE
* TipExceptions.xml

EXAMPLE

Tip Exception Report

Employee/ Service Minimum
JobCode S8MN/SIN Hours Pay Charge i Wage

Total Labor 66.40 379.67 0.00 0.00 245.83 58.07
Bartender 1,Heather 554-36-7854 0.04 0.25 0.00 0.00 0.20 0.05
*Bartender 0.0z 0.09 o.0o 0.00 o.10 009
Cook 0.0z 0,20 0,00 0,00 010 0.00

123456789 Bartender 2,Debbie 333-33-3339 6.25 13.62 0.00 0.00 30.22 16.60
*Bartendar 5.25 8.47 a.00 a.00 25.07 16.60
Server 1.00 5.15 Q.00 0.00 5.5 0.00
Bartender 3,Jennifer 303-12-2536 0.15 0.77 0.00 0.00 0.77 0.00
*Bartender 0,15 0,77 0,00 o000 097 0.00
Bartender 5,Michael 788-56-7993 6.00 63.23 0.00 0.00 38.98 0.00
Cook &.00 632,23 Q.00 0.00 28,98 0.00
Delivery Cshr 1,Josie 752-34-5662 0.17 1.05 0.00 0.00 0.88 0.00
Fry Cook 0,17 1.05 0,00 0,00 0.8 0.00

81003 QSR Cshr 3,Tom 421-78-5545 0.08 0.48 0.00 0.00 0.41 0.00
Kitchen 0.08 0.48 a.00 a.00 0.41 0.00

10008 QSR Cshr 5,Tom 312-24-5221 0.15 0.90 0.00 0.00 0.77 0.00
Fry Cook 0,15 0,50 0,00 o000 097 0.00

Field Description

Payroll ID Displays the employee’s Payroll ID number

Employee/Job Code | Displays the employee name, last name + first
name. Job Code information is displayed below

the employee’s name.
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Tip Exception Report

Field Description

SSN/SIN SSN/SIN - Displays the employee’s social
security number. Non-privileged users will see
this field displayed with a series of asterisks (*).

Hours Shows the number of hours worked per job

Pay Shows the amount compensated to the employee
for the hours worked

Service Charge Displays any service charges applicable to the
employee

Tips Shows how much the employee has claimed in

tips (indirect and direct)

Minimum Wage Displays the current minimum wage for that
employee for the job code worked

Short Shows how much “short” the employee is from
earning the equivalent to the minimum wage per
hours worked.

This amount is the amount the employer owes to
the employee.
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Appendix A: Configuration Directory

Search for a myLabor Configuration below. Topics are arranged by module.

Basic Administration
Define myLabor User Privileges .............. 15
Assign REpOrts ......cecveeveeiieieeieeeneeie, 17

Human Resources Administration

Configure an Organization........................ 22
Download a Template...........cccceevveveenenne. 23
Upload a Template .........cceceeveerereneeniennens 24
Create a Time Card Adjustment............... 28

Create an Employee Termination Code.... 29
Create LOA and Days Allowed Reason

Calendar.......cccceeveeveiniienienienieeeeene 56
Link a School District to an Employee..... 57
Create Payroll Banks..........cccceevieiiieinennens 60
Assign a Payroll Bank to Location ........... 60
Link an Employee to a Payroll Bank........ 61
Create Job Category .......ccceeveeeveeeieeennneens 63
Link a Job Category to a Job

Definition ......cccceeveeiieiieeeeeeeee, 63
Create a Labor Category ........ccccveevveeveennnns 66
Link a Labor Category ........ccccevvervvenennen. 66

COAE v 29 Employee Configuration
Create Availability Requests............c....... 29 Enter a New Employee .........cccocvvvennnnnnn. 88
Create a Pay Rate Change.......................... 30 Enter a Transferred/Borrowed Employee . 89
Create Forecasting Reason Code............... 30 Update an Employee’s Hire Status ........... 89
Create Forecasting Reason Category ........ 30 Terminated Employee ............cccccoeiiis 90
Create Other Pay Reason Code................. 31 Leave of Absence (LOA) Employee......... 90
Establish an Employee Change Tracking Rehire a Terminated Employee................. 90
RecOrd.....coovviiieiciiinicicinccece 34 Update Employee Job Codes and Pay
Define a Restaurant’s Skill Levels ........... 35 Rates.....ooviiviiiiiii 91
MOdLli};:? Existing Employee’s Skill 3 Human Resources (HR) Interface
Create @ Job DEfifion ... 40 Download/Upload the Employee Enterprise
] ) Template ....cccoeveeneeiieieeeeeeeeee, 98
Assignto a Location .......cccceeeeeeeeeeneennne, 41
Define a Child Labor Law .........ccccconevuene. 44 Payroll Preprocessing Administration
Set Minimum Wage and/or Tip Credits ... 47 Configure the Organization for Payroll .. 102
Configure Employee Availability ............. 49 Create a Labor Pay Rule & Assign an
Setup Store Work Hours.............cc.c.c......... 53 Overtime Rule.......cccooevininenenne. 107
Assign Store Work Hours to Locations.... 53 Configure an Labor Pay Overtime Rule . 108
Enter a School District............ccccevveennen. 56 Create a Labor Pay Overtime Rule.......... 11
Assign a School District to a Location ..... 56 Link a Labor Pay Overtime Rule to a
Create a School Calendar.......................... 56 Labor Pa.y RUIC vt ti
Add a Vacation Day to a School Define Premium Pay .........cccccoeninennnee. 119
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Payroll Preprocessing

Define Premium Pay .........cccocvevvenennnne 119 Assign the myLabor Printer.................... 173
Assign to Locations.........ceeevereeeeniennene 119 Update the Time Chits .........ccceeceerennnne. 175
Create a Pay Period Calendar ................. 120 Specify the Transaction Code ................. 175
Create a Break Rule .........cccoocvvvvvinennnnnn, 123 .
. . Forecasting
Assign a Break Rule to a Location ......... 126
. Create a Forecast Profile..............cc......... 186
Create Employee Privileges.................... 129 )
] o Assign Forecast Profile ..........cccccceeeenne. 190
Assign Employee Privilege Group to an Assi torical d 191
Employee.....cccoeiviiiiiiieieee 129 ssign Historical Sced Dafa .................. ?
Assign Locations using Location Configure Forecast Performance............. 192
ASSIZNMENL ..o 131 Edit Forecast Descriptions .................... 192
Assign a Time Sensitive Attribute to a VleW/AdJuSt a Forecast (BaSiC VIeW) ..... 198
Location.....c.cceceveevienenenieienicneee 133 View Forecast Information (Basic)......... 198
Assign Work Rules to a Location........... 134 View/Adjust a Forecast (Advanced)....... 205
Assign a Premium Pay Rule to a View Forecast Information (Advanced) . 205
Location.....cccceveeveeneeneniiciicnicene 135 Generate a Manual Forecast.................... 207
Create a Payroll Deduction..................... 138 Approve a Forecast ......c..ocovvereveiinennnn. 210
Assign a One-Time Payroll Deduction... 139 Create an Event Definition...................... 219
Payro” Preprocessing SChedule an EVent Deﬁnltlon ................. 219
Edit an Existing Time Card .................... 147 Event Calendar: Edit an Event................ 223
Add aNew Time Card ..............cocounn..... 147 Event Calendar: Delete an Event............. 224
Add Other Pay......oooveooeeoeeeeeeeeeeeeeeeeeenne 148 Event Calendar: Using the View Button. 224
Close a Labor Period..........ccccevienennnne 149
Reopen a Close Labor Period.................. 150
Enterprise Time Clock
Setting Up the POS Keys.....c.ccecveevennennene 154
Add an Exit Time Clock Button ............. 157
Removing Access to Areas Managed by
MyLabor.......coooveiiieeeee 158
Unsubscribe from MICROS Enterprise
Configuration Utility (MECU)......... 161
Setting Up the POS Keys.....c.cccceeevennennene 165
Add an Exit Time Clock Button ............. 169
Removing Access to Areas Managed by
MyLabor.......coooiiieeieeeeee 169
Prevent Updates to Non-myLabor Sites. 172
Configure the Printer..........cccccocevernneee. 173
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Appendix B: Employee Change Tracking

Options

Below is the list of available Field Name options available for selection in the Human Resources
Administration Employee Tracking Options module. You may access the Employee Change Tracking via
Human Resources | Admin | Employee Change Tracking.

Job Rate

Default Pay Rate Applies Default Regular Rate
Effective From Effective To

Exclude from Staff Requirements Job Code ID

Job Code Pay Type Location ID

Primary Job Skill Level

POS Configuration

Back Office Class Back Office Class
Cash Drawer Cash Drawer

Cashier Cashier ID

Employee Class Employee Class Name
Employee POS Configuration ID Employee Privilege ID
Employee Privilege Name HTML

LDS ID Location ID

Location Name Password

PC Application Password POS Password

User Account Disabled User Alpha 6

User Alpha 7 User Alpha 8

User Numeric 6

User Numeric 7

User Numeric 8

Employee
Address Line 1 Address Line 2 Age Certificate Expiration Date
Alien/Admission Number Allow Sub Minimum Wage Bank 1 Account Number
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Employee

Bank 1 Account Type

Bank 1 Amount

Bank 1 Amount Type

Bank 1 Balance

Bank 1 Location

Bank 1 Routing Number

Bank 2 Account Number Bank2 Account Type Bank 2 Amount

Bank 2 Amount Type Bank 2 Balance Bank 2 Location

Bank 2 Routing Number Certificate Number City

City Additional Withholdings City Tax Exempt Confirm SSN

Country County County Additional Withholdings
County Tax Exempt Date of Birth Earned Income Credit

Effective From Effective To Eligible for Rehire

Email Emergency Address Emergency Contact Relation
Emergency Name Emergency Number Ethnicity

Exclude from EU Directives Extension Fax Number

Federal Additional Withholdings

Federal Exemptions

Federal Tax Exempt

Federal Marital Status First Name Full Time Foreign Student
Gender Hire Date Hire Status
Home Store ID Identity Document Type In City Limits

Inactive From

Inactive Reason Code

Inactive To

NS Expiration Date

INS Status

Is Salaried

Last Name Leave End Date Leave of Absence Note
Leave Reason Leave Start Date List A/B Document ID
List A/B Document Type List A/B Document Expiration List C Document ID

Date
List C Document Type List C Document Expiration Date | Lives on Property
Middle Name Minor OT Exempt
Other Eligible Veteran Part Time Part Time Foreign Student
Payroll ID Payroll ID Phone Number
Postal Code Prefix Registered Disabled Number
Rehire Date Salary Salary Type
School District Special Disabled Person SSN
State State Additional Withholdings State Exemptions
State Marital Status State Tax Exempt Suffix
Temporary Temporary Date Temporary Note
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Employee

Termination Date

Terminal Note

Termination Reason 1

Termination Reason 2

Termination Reason 3

Termination Reason 4

Termination Status

Transfer from Store

Transfer to Store

Unlisted User Alpha 1 User Alpha 2
User Alpha 3 User Alpha 4 User Alpha 5
User Alpha 6 User Alpha 7 User Alpha 8

User Numeric 1

User Numeric 2

User Numeric 3

User Numeric 4

User Numeric 5

User Numeric 6

User Numeric 7 User Numeric 8 Veteran/Disabled
Vietnam Era Veteran Work Permit Expiration Date Work Permit Number
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Index

B

Basic Administration 4
Forecasting Privileges 13
Human Resources Privileges 11
Payroll Preprocessing Privileges 12
Break Rules Administration 121
Break Rules Location Assignment 123
Config Tab 125
Rules Tab 124

C

Child Labor Laws 42
General Tab 42
Overtime Tab 43
Work Restrictions Tab 44

Close Labor Period 149
Configuring Employees 87
Consecutive Days Overtime 109

E
Edit Forecast Description 192
Employee Availability 47

Employee Availability 49

Employee Work Rules 49
Employee Change Tracking 32

Inactive Employee Change Tracking Records 33
Employee Privilege Administration 127
Enterprise TCA

Program the TCA Printer for RES 3700 173
Enterprise TCA Functions 176
Enterprise Time Clock Application (TCA)

Administration 151

Event Calendar 220

Days of the Month 222

Event Filter 221

Event Definition
Open/Close Location 211
Other 212
Promotional 212
Use Estimated Impact for All Future Events 214
Use Historical Impact Only if Event is Same Day
of Week 213
Use Historical Impact to determine Future
Impact 213
Events 211
Event Calendar 220
Event Definition 211

F

Forecast Approval/Rejection 207
Forecast Configuration 179
Assignment to Organization Level 187
Forecast Profiles 179
Forecast Profiles
Forecast Algorithm 183
Forecast Components 184
Workflow Behavior 181
Forecasting 193
Add Adjustments (Basic) 197
Basic View 194
Events Log (Basic) 198
General Information (Basic) 198
Select Filters (Advanced) 203
Select Parameters (Advanced) 202
View All Components (Advanced) 204
View All Components (Basic) 196
View or Adjust Forecast 193

Forecasting Administration 177

H

Hourly Rates 40
Human Resources Administration 20

Vi

myLabor Feature
Reference Manual



Index

Human Resources Configuration 68

Contact Information Tab 72
Exemptions Tab 75
General Tab 69

19 Information Tab 73

Location Configuration Tab 80

Payroll Information Tab 76
Status Tab 78

Human Resources Interface 92
Employees Page 95
Job Rates Page 96
Options Page 95
POS Cfg Page 97

J

Job Category Master 61
POS Reference Numbers 63

Job Definitions 35
Assign to Locations 36
General Tab 37
Job Types 36
Pay Rates 36
Type Tab 40

L

Labor Category Master 64
POS Reference Numbers 66

Labor Pay Overtime Rules 109

Labor Pay Rules 102
Main Tab 105
Overtime Rules Tab 107

Location Assignment 130

Location Configuration 132
Employee Jobs 81
Employee Pay Rates 81
Employee Stores 80
Job Rates Tab 83
POS Configuration 81
POS Configuration Tab 86

M

Minimum Wage 45

myLabor Reports 17
Available Reports 17

O

Organization Configuration 21, 100
Other Forecast Functions 205
Overtime Level 40

Overtime Rules 43

P

Pay Period Calendars 120

Payroll Banks 58
Assign to Locations Tab 60
General Tab 59

Payroll Deduction Assignment 138
Payroll Deductions 136
Payroll Preprocessing 141
Payroll Preprocessing Administration 99
Performance Configuration 191
Premium Pay 112

Premium Pay Types 112
Premium Pay Rule Location Assignment 135
Premium Pay Types 112

Amount 112

Hours 112

Split Shift 112

Preventing Updates to Non-myLabor Sites 172
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R

Reason Codes 26
Availability Request 27
Employee Termination 27
Forecasting 28
Leave of Absence (LOA) and Days Allowed 27
Other Pay Types 28
Pay Rate Change 28
Time Card Adjustments 26

Reopen Closed Labor Period 150

S

School Districts 53
Assign Locations Tab 55
General Tab 54
School District Calendars 55

Searching for Employees 69
Skill Levels 34

Store Work Hours 51
Assign Locations Tab 52
General Tab 52

T

TCA Portal Setup & Configuration 154

TCA POS Configuration 154
POS Configuration for EM Locations 161
POS Configuration for Non-EM Locations 154

Template Assignment 24
Template Setup 23
Time Card Summary 148

Time Cards 141
Add Other Pay 146
Add/Edit Time Card 143
Time Card Detail Page 143

Tip Credit 45

W
Wage and Tip Laws 45
Weighted Average Overtime 103

Weighted Average Overtime for Tipped
Employees 104
Overtime Rate 104
Regular Pay 104
Work Permits & Age Certificates 43

Work Rules 134
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