| Time Clock
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File Edit ‘Window Help

Invoice: 1397 By: POS Cashier: POS Date: 11/29/2010 Register: 1 - PL: Our Price
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Description | Quantity | Price | Dsc.% | Total B
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SalesTax: 0.00| - Deposit 0.00 Terder
Item Count: 0.00 Total: 0.00 [F10]

IN KEYBOARD SALES MODE:

To Clock in or out, you can either go to Manager Mode or:

1. Select Time Clock (F7).

(NOTE: Only Teachers & Managers will have access to Manager Mode)
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IN TOUCH SCREEN SALES MODE:

To Clock in or out, you can either go to Manager Mode or:
1.

Touch Manager Button

SKU Description
Quantity Price Disc. Total
Quick Sale
LineT otals: 0.00 [SubTotal: 0.00
Taxable: 0.00 |- Coupon: 0.00
SalesT ax: 0.00 | - Deposit 0.00
Item Count: A Total: A
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K= Invoice: 1400 By: POS Cashier: POS Date: 11/29/2010 Register: 1 - PL: Our Price

SKU Description
Quantity Price Disc.

Total

|

Quick Sale

LineT otals: 0.00 |SubTotal:
Taxable: 0.00 |- Coupon:
SalesT ax: 0.00 | - Deposit
Item Count: 0.00 Total:

IN TOUCH SCREEN SALES MODE:

To Clock in or out, you can either go to Manager Mode or:

1. Touch Time Clock Button
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(NOTE: Only Teachers & Managers will have access to Manager Mode)
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OR IN MANAGER MODE:

To Clock in or out, go to Time Clock.
1. Select Time Clock Button
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Once you Click Clock In:

1. You will have to type in your ID & Password

Shortcut: Just type in ID, then ENTER, then PASSWORD, then ENTER.....



6 Time Clock

SCAN: | | # = %ﬂ v x|

& | | * Locate [tem Suspend Recall
pe ecal
INS] tenu [E5C] [Pauss] Suspended

Description | Quantity | Price | Dsc.% | Total E

John Apple
‘our Last Action \Was:  NOME

ﬁ Clack In [F&] X Cancel

Current Date/Time: 263 PM - 11/29/2010

If Time Or D ate is incomect, please see your supervisor ]
Bil To !Ship Ta i Note 1 about comecting it BEEFORE you Clock |nor Clock Out! -
Quick Sale 5 |“§ T Cg @
More elect Bill To Listamer R
ns [F2] [Fa] History [F4] | Logaut [FS]
' 2] 4 x
@ Vet
Time Clock - Tranzaction
[F7] Dizcount [F8] : IF9]
LineT otals: 0.00| SubT otal: 0.00
Taxable: 0.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.00| - Deposit 0.00 Tender
Item Count: 0.00 Total: 0.00 [F10]

CLOCK IN:
1. Click the Clock-In Button (F6)
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1 POS Date: 11/29/20

SCAN: | | " o %ﬂ x|

<| |>

S| Menutesel el sit
Description | Quantity | Price | Dsc.% | Total E

John Apple
‘Your Last Action Waz  NONE

POSitive Alert!

A1 ) ‘fou have been Clocked |nl

5/2010
If Time: Or Date iz incomect, please see your supervisor i
Bil To !Ship Toi Note 1 about correcting it BEFORE wou Clock In or Clock Cut! -
Quick Sale 5 Iwéll T Cg @
More elect Bill To ustomer o
ns [F2] [Fa] Histary [F4] | begeut [FS]
4 X,
@ ;Void
Time Clock ; ransaction
Imﬁ:?]oc Discount [F8] | a[i—g‘]: a0
LineT otals: 0.00| SubT otal: 0.00
Taxable: 0.00 |- Coupon: 0.00 ﬁ
SalesT ax: 0.00)| - Deposit 0.00 Torder
Item Count: 0.00 Total: 0.00 [F10]

CLOCK IN:
1. Click the OK to confirm.
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SCAN: | | # - %ﬂ v x|

Lacate ltem Suspend Fecall
[INS] hienu[Es 0] [Pause] Suspended

Description | Quantity | Price | Dsc.% | Total E

John Apple
‘Your Last Actionwas:  Punch ln &t 253 PM On 11/23/20010

Cancel

ﬁ Clack Out [FE]

Current Date/Time: 255 PM  11/23/2010

If Time: Or Date iz incomect, please see your supervisor i
Bil To !Ship Toi Note 1 about correcting it BEFORE wou Clock In or Clock Cut! -
Quick Sale 5 |“§ T Cg @
More elect Bill To ustomer o
ns [F2] [Fa] Histary [F4] | begeut [FS]
—— = .
& SpPrE T
Time Clack ; Transaction
[F7] Diizcount [F8] : F9
LineT otals: 0.00| SubT otal: 0.00
Taxable: 0.00 |- Coupon: 0.00 ﬁ
SalesT ax: 0.00)| - Deposit 0.00 Torder
Item Count: 0.00 Total: 0.00 [F10]

TO CLOCK-OUT, REPEAT THE PROCESS:
1. Time Clock (F7)

2. Typein ID & Password

3. Click Clock Out (F6)
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SCAN: | | # - %ﬂ v x|

Lacate ltem Suspend Fecall
[INS] hienu[Es 0] [Pause] Suspended

Description | Quantity | Price | Dsc.% | Total E

John Apple
‘Your Last Actionwas:  Punch ln &t 253 PM On 11/23/20010

POSitive Alert!

\J ) “Y'ou have been Clocked Out!

&

/2010
If Time: Or Date iz incomect, please see your supervisor i
Bil To !Ship Toi Note 1 about correcting it BEFORE wou Clock In or Clock Cut! -
Quick Sale 5 |“§ T Cg @
More elect Bill To ustomer o
ns [F2] [Fa] Histary [F4] | begeut [FS]
4 X,
@ ;Void
Time Clock ; ransaction
Imﬁ:?]oc Discount [F8] | a[i—g‘]: a0
LineT otals: 0.00| SubT otal: 0.00
Taxable: 0.00 |- Coupon: 0.00 ﬁ
SalesT ax: 0.00)| - Deposit 0.00 Torder
Item Count: 0.00 Total: 0.00 [F10]

CLOCK OUT:
1. Click the OK to confirm.



m Time Clock

k=l POSitive Retail Manager - The Bluetigue - Station: 1

a ‘@J’ a ﬂ Lj :-*_j 30 'lsl =l | a = Transactions Purchasing Accounti E-C e ‘ Management l i {
5 ' TimeCards | W& Check Refunds | |||I 4 Gift Cards (g “a
Employees ! Check Management Credit Marketing Document
Cards A Management
ployee Manag t c Mar ment Managers

7] Nt
Balance
Returns Cash Drawer

House
Department ; Accounts

. e -
=T v Purchasing

Marketing Labels . & Receiving Credit Cards Gift Cards

!n_iruice
Time Clock Spreadsheets History

1 o -
r1 ’ - -
- w : Setup & Marketing =
| L POS Info Utilities Lessons POS Help Contact Us

Manager
Mode

IN MANAGER MODE:
To Print Employee Time Clock Reports:

1. Click the Reports Button
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IN MANAGER MODE:
To Print Employee Time Clock Reports:

1. Highlight Management Reports
2. Highlight Employee Time Cards
3. Select Run Report [F7]
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K~ POSitive Retail Manager - The Bluetigue - Station: 1
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Please Note: Only teachers can access this high level area:
Here you can view or print 1 or all of your employees time cards

1. Tag (Check Mark) 1 or All to Print
2. Edit their time if student forgets to Clock-In or Out
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Once you have tagged (checked) 1 or all your employees, you can print a time clock report.
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1. From and To any calendar date

2. Or...Choose a button for a quick range of dates: Today, Last Week, This Month, etc...

3. See Reports link for examples of Time Clock Reports.
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Ml Report Preview
File

|

Pages To Print: J :gearch:i Q Copigs: T_‘T_?

Employee Time Report

Confidential
The Bluetique From: 12/07/2010

Ta: 12/07/2010
Employee Date Time In Time Chat Hours

John Allen 3mith

12/07/2010 200 AM 2:00 AN 01:00:00
12/07/2010 1:00 PMI 2:00 FIu 01:00:00

0002:00:00

>

|Zaom: 100% | 1pages, 7.5Kb

Employee Time Report
Double check the report for any mistakes.
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