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C- Job Codes

Overview

Job Codes are the primary mechanism used to track hours worked and pay rates within the

Office timekeeping system. In addition, Job Codes must be assigned to any Employee who will
be clocking in/out at the POS.

Use Case(s)

A new hourly employee started today in the Golf Shop. To ensure the employee can clock-in and

out, and his hours and pay are tracked properly through the timekeeping system, it is essential

to assign the Employee to the proper Job Code, and populate his hourly rate appropriately.

Accessing the Tool

To access Job Codes, select Employees across the top toolbar, and choose Job Codes.
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The primary functions associated with managing Job Codes are embedded in the Job Code
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setup screen, which can be accessed by double-clicking on an existing Job Code (to edit an

existing code), or clicking the New button (to create a new code).

Create New Job Codes

To create a new Job Code, navigate to the Job Codes Grid, then perform either of the following

to launch the Job Code setup screen:

1) Click the New icon on the toolbar.
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2) Or, right-click anywhere on the Job Codes Grid and select New.
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Begin setup by populating the General Information at the top of the screen.

General Information

1) Enter a Name and Description (optional) for the Job Code.

2) Supervisor - Enter the supervisor of the employees within the Job Code (optional). Note the

lookup feature is available to assist with populating this field.

3) Code - Enter a unique value for the Job Code. This will be the code used if Payroll is exported

to a third party vendor.

4) Automatically Subtract - Only used when our Scheduling Module is utilized. If an employee
works longer than a certain allotted time, checking this box will subtract a specific amount of
time (in minutes) from their timesheet. For instance, this could be used to automatically deduct

a lunch break from an employee’s timesheet.

5) Only Allow Clock in/Out at POS Terminal - If checked, employees within the Job Code will

only be able to clock in and out at the POS; all other POS functions will be restricted.

&¢ Job Codes x

Home | MNew

= D < @

Edit Job Codes

Name: (| Golf Shop Staff
Description: - /e
5uper':isnr:@elte, 13 ‘-_4@

o Automatically subtract minutes for every shift over minutes

e Only allow dock-infout at POS terminal

Once General Information is populated, proceed to the Employees tab at the bottom portion of

the setup screen.
Employees
The Employees tab displays a list view of all employees with the Job Code.

Although it is recommended to add/remove employees to/from the Job Code within the
individual employee profile, this can also be done here by simply checking or unchecking the

flag next to the Employee’s Username.
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Employees
| Employee | Area Restriction | Hourly Rate | Ledger

' acatolos - £0.00 -

V¥ |aCortez - £0.00 - —

[T JADMINISTRATOR - $0.00

[T |aguaTics - £0.00

r afgue/ - $0.00

I strittmatter - $0.00

[~ BBruning - $0.00

[T peng - 0,00

[ Bracela - £0.00

[T PBPerkins - $0.00

7 Bsmith - $0.00

[T [cErwin - $0.00

[ Jrocals - &N NN 2
Rate: $0.00 Ledger: (None) |98

Rate

To add an hourly Rate to an employee, click to select the employee in question (will be
highlighted in blue when selected), and in the Rate field, type the appropriate dollar amount.

Employees
| Employes o | Area Restriction | Hourly Rate | Ledger l;
¥ acatolos / - 50,00 -
& Acortez Golf Shop $12.00
[T acronan - 50,00
[ ADMINISTRATOR - 40,00
[ aquaTics - £0.00
[ assine - $0.00
[T astrittmatter - $0.00
[~ BBruning - 0.00
[~ beng - 50,00
[T Bracela - $0.00
™ BPerkins ﬂ - $0.00
[T Bsmith - $0.00
[ _CErwin el - &0 an - it

Rate: LEdgEr: [:NDnE) LI“ x
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Ledger

To add an Expense Payroll Ledger to an employee, click the ledger lookup and select the
appropriate ledger. The Expense Payroll Ledger is simply for reporting purposes, it will not

produce any type of Journal Entry.

cription: | Golf Shop Staff 42 Lookup Value — = =
ervisor  Welte, 1]
codes | GaTArE Search:  00-6 T O @ Quick Add
Automatically subtra Name Department Name Reporting Type
00-6000-010 Payroll FT - Regular Membership Expense =
Only allow dock-in/ol
00-6000-015 Payroll FT - Regular Food & Beverage Expense
00-6000-050 Payroll FT - Regular Tennis Expense
loyees 00-60 = Pogl Expense
00-6000-035 Payroll FT - Regular Golf Operations Expense D
W&— 00-6000-080 Payroll FT - Regular Administration Expense
acatolos 00-6000-060 Payroll FT - Regular Fitness Expense
00-6000-065 Payroll FT - Regular Locker Rooms Expense
ACronan 00-6000-030 Payroll FT - Regular Rooms Expense
ADMINISTRATOR 00-6000-020 Payroll FT - Regular F&B Service Expense
AQLIA'I'ICS— 00-6000-040 Payroll FT - Regular Golf Course Maintenance Expense
asame— 00-6000-045 Payroll FT - Regular Grounds Expense
00-6000-085 Payroll FT - Regular Clubhouse Expense
AStritimatter 00-6015-010 Payroll FT - Overtime Membership Expense
BBruning 00-6015-015 Payroll FT - Overtime Food & Beverage Expense
beng 00-6015-050 Payroll FT - Overtime Tennis Expense
BPacella 00-6015-055 Payroll FT - Overtime Pool Expense
E\Perkins— 00-6015-035 Payroll FT - Overtime Golf Operations Expense
ESmiih— 00-6015-080 Payroll FT - Overtime Administration Expense v
CErwin - &0 nn -
Rate: §12.00 Ledger: (None)

Save and Close

Lastly, click Save & Close to complete the setup of the new Job Code.

&2 Job Codes ¢

Home | New

H &

Edit Job Codes

Name: | Golf Shop Staff]

Description: | Golf Shop Staff

Supervisor: | Welte, 17 [NE 3
Code: | GSTAFF
Automatically subtract minutes for every shift over minutes

Only allow clock-infout at POS terminal

Employees
| Employes | Area Restriction | Hourly Rate | Ledger I;
¥ acatolos - £0.00 -
[T Acronan - $0.00 -
[T ADMINISTRATOR - $0.00 -
[T aQuATICS - 40,00 -
[T aseine - $0.00 -
I astrittmatter - $0.00 -
[~ BBruning - 40,00 -
[~ beng - $0.00 -
I~ sracela - $0.00 -
™ eperkins - $0.00 -
" BSmith - $0.00 -
[ rErwin - &0 on - =

Rate: §12.00 Ledger: |00-6000-035 Payroll FT - Regular (Y} 4
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Apply/ Remove Job Codes within Employee Profile

As previously mentioned, it is recommended to add/remove employees to/from the Job
Code within the individual employee profile.

To do so,

1) Navigate to the Employee Module on the left user menu and select Manage Employees.

L‘E Events

O
“ Employees
W5 General Ledger

“ Guests
& Manage Schedules

. Guest Rooms
¢} Text Message Blast

D Marketing = Timekeeping Export

288

Employees

& Manage Employees

W) Manage Timekeeping

2) The Manage Employees grid will launch. Double click the applicable Employee to
add/remove the Job Code.

& Manage Employees 3¢
Home
- - 5 i —
| o o i | |
Lf x — v \Q) D \'i_,’/ Search: | Smith|
Mew Edit Delete  Export Refresh  Clear Filter  Active Help
Employee Mumber First... = Last Mame Email Phone Employee Type E
BSmith Brad Smith Management
John (: John Smith y/ Management F
Wally 5 Wally Smith Full-Time

3) Select the Job Codes tab on the left pane. Next, Select the Employee’s applicable Job
Codes.
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Home | Mew X

HB @ % e

~ @ Employee Setup Employee Information

&%) Groups
@ Job Codes ) 1 First: | John
Personal

Middle:

Email: I
~ %) Communication

% Physical Address b I ;!
%y Email Address " Salaried Employes
% Phone
i Messages
» gy Security
&) Areas
g.) Departments

& System

~ v Other
&y Attachments
7@ Custom Fields
%y Motes

Selected Job Code
" FaB Mgt
Fitness
Golf Shop
Office

Foal

Server

Tennis

g0

Rate

Last:

Smith

Ledger

4) Although it is best practice to add the Rate and Expense Payroll Ledger at the Job Code

level, they can be added on an individual basis here.

e To add a Rate, click to select the Rate field and type the appropriate dollar amount.

This rate will be on an hourly basis.

e To add an Expense Payroll Ledger, click the ledger lookup button (three dots) and

select the appropriate ledger. The Expense Payroll Ledger is simply for reporting

purposes, it will not produce any type of Journal Entry.

Employee Information

First: | John Middle: Last:  Smith
emal: | E
Phane; &

™ salaried Employee

[ Selected Job Code I Rate iedgar

‘ Imags Mot Found

Select Photo

&~ FeBMgt [ sia.0q] [

Fitness

Golf Shop o Lookup Value

Office
Pacl Search: T O
Server
Name
Tennis

@ Quick Add

Department Name

[00-6000-020 Payrall FT - Regular F&E Service
00-6015-020 Payrall FT - Overtime F&8 Service
00-6020-020 Payroll FT - Holiday F&B Service
00-6025-020 Payroll FT - Vacation F&8 Service
00-6030-020 Payrall FT - Sick F&B Service
00-6040-020 Payrall PT - Regular F&G Service
00-6045-020 Payrall PT - Overtime F&B Service
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Best Practices

While the functionality exists to automatically subtract minutes worked from an employee’s shift
(for lunch, etc), ensure you are familiar with your State’s labor laws prior to determining whether

it is appropriate for your Club’s use.

Assign Hourly Rate and Ledger Expense accounts within the Job Code setup screen (rather than
the Employee Profile screen), to improve comparability and visibility across employees within

the same Job Code.

Frequently Asked Questions

How can | ensure employees can clock-in/out at the POS, but not

access any other POS features?

Check the Only Allow Clock in/Out at POS Terminal option for the Job Code. When checked, all

functionality except clocking in and out is restricted for Employees assigned to the Job Code.
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