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Using Paid and Unpaid Breaks

Time Clock Management

e times for cashier: Start Date End Diate R f h
5/26/2009 9:03:02 AM | 6/2/2009 9:03:02 AM | nelss

AL v
-

Time_Clock: ID: 101 | Employee IIv - 02 | Start: 5/28/2008 9:00:00 AM | End: 00:00 Phd |#r-.-1ir||_rh3:5:: = 104.0000 |..I|:|t:| Code:

Break Start Break End # Minutes Break Reason Paid
4 SU2B/200912:30:00 PM 5£28/20091:30:00 P 60 lunch True
*

Employee breaks can be paid or unpaid, depending on the reason code that they select when leaving for

the break.

For instruction on creating employees please see the document Creating Employees located at:

http://fag.pcamerica.com.
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http://faq.pcamerica.com/

Setting up paid and unpaid breaks

Open CRE/RPE, select Manager, provide the requested credentials, and then follow these steps.

1. Select Setup and then Setup Screen.
Setup Screen J
Account Control Company Info Couponing | Hardware Internet Features | Inwventory | Inveice Settings
Payment Processing | Ouick Invoicing & Alerts | Quick-Add I Receipt | Reports
Restaurant Features | Station Specifics |IW Touch Screen
2. Select the System Access tab.

Access | Time Clock | Labor Schedule Settings |

EOD Allowanee -- Time Clock EQD -- Require Money Count
() Deny ECD if staff clocksd in (&) ves, require money count

() Mass clock out staff clocked in () Ves, require bind money court
O lanore time clack OUse sum of all shifts

Shift Assi nt OAssums correct value
ssignmel

(%) Dont track shifts

() Track shifts by Cashisr

Track shifts by Stat
@ y Station Reason —
Code

Reason codesfor breaks

EOD - 0n Hold Junch
@ Deny EQD with on hold transactions

() Allow ECD with on hold transactions

STEP 4

Scale Exit

Select the Time Clock tab.

Enter reason codes for breaks and whether
those breaks are paid or unpaid. If checked,
the break is paid.

Select Update.
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Leave and returning from break

J \}' 1. Select the clock icon on the lower right corner
of the login screen.
Enter Password
Enter cashier ID (if not
adminigtratgr]: 2. Provide the credentials of the employee in
| | question and select OK.
Cancel Keyboard
oK
Leave for
Clock In
- Break
3. Select Leave for Break.
Back from
Clock Qut
— Break

e
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SELECT BREAK REASON

lunch

4. The employee will be given a choice of reason

codes.
Tiime Clock
6/2/2009 -- 9:22:01 AM
Leave for
Clock ln Break 5. Toreturn from break, follow steps 1-3 and
select Back from Break instead of Leave for
B K f Break.
acC rnm
Clock Qut
= Break
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Tracking breaks that have been taken

Open CRE/RPE, select Manager, provide the requested credentials, and then follow these steps.

1. Select Administrative and then Time Clock
Management.

E® Time Clock Management

Start Date End Date
52612009 11:02:06 AM | (622009 11:02:06 AM |

View times for cashier.

ET—

D Employee D Start End AMintes  iWages Job Code
» @i 02- Sarsh 620200390000 AM 622008 0000 FM 480 50,0000 CASHER
*

2. You can view an employee’s breaks by
expanding a shift.

[ Time Clock Management

“iewy times for cashier. Start Date End Date
m ~| 11:02:06 AM | (622009 11:02:06 AM

[ Emplayes D Start Endt #hintss  Wagss Joka Codle,
» B 02 - Sarah 6212008 S0000 AW Fi2/2009 5:0000PM 430 £0.0000 CASHER

*

3. Select Time Clock Time Clock Breaks.

[ Time Clock Management

Wigw times for cashier. Start Date End Date
i ~| 11:02:06 AM | (6722009 11:02:06 AM |

4 Time_Clock: ID: 101
Break Start Break Endt #Mhinutes  Break Reason Paid

b 67272008 1230:00PM 6272009 1:30:00PM 60 lunch True
#*

You will be presented with a screen containing
information about the breaks taken by the
employee, including an indication as to whether
the break was paid or unpaid.
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