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       Manage   Timekeeping 

Overview 
The    Manage   Timekeeping   Module    allows   users,   with   the   proper   permissions,   to   edit   an 

Employee’s   existing   Timesheet,   create   a   new   Timesheet,   and   delete   a   Timesheet.   Timekeeping 

can   be   managed   in   both   the    POS    and   the    Back   O�ce   System .   In   this   guide,   we   will   review   each 

option.  

Use   Case(s) 

● An   F&B   Manager   needs   to   edit   the   clock   in   time   of   a   Server   who   forgot   to   clock   in. 

● A   Pro   Shop   Employee   clocked   out   under   the   wrong   Job   Code,   and   the   Pro   Shop   Manager 

needs   to   update   the   Job   Code   on   their   Timesheet. 

● An   F&B   Manager   needs   to   delete   an   existing   Timesheet,   and   create   a   new   Timesheet   for 

one   their   Servers.  

Manage   Timekeeping   in   the   POS 
In   this   section,   we   will   review   the   proper   procedures   to   follow   when   Managing 

Timekeeping   in   the    POS .  

Please   Note :     Only   users   with   the   proper   permissions   will   have   these   options   available   at 

the   POS. 

Accessing   the   Tool 

To   access   the    Timekeeping    tool   in   the   POS: 

1) Log   in   to   the   POS   as   normal   and   select    Timekeeping. 
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2) The    Manage   Timekeeping    Module   will   launch. 

 

Editing   an   Existing   Timesheet 

To   edit   an   existing   Timesheet: 

1) Use   the    Date    �eld   to   select   the   applicable   Date   in   which   the   Timesheet 

occurred. 
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2) Select   the   applicable    Employee    from   the   Grid. 

 

Please   Note :    The    top    section   of   the   Grid   displays    Shift    totals   (In   Hours   Worked)   for   the 

Employee,   while   the    bottom    section   displays   the   Employee’s    Timesheets    that   make   up   the   total 

of   the   Shift   (For   example,   the   Employee   could   have   two   Timesheets   for   one   Shift   if   the   Employee 

clocked   out   for   Lunch). 

 

3) Be   sure   to   select   the   correct   Timesheet   from   the   bottom   grid   labeled 

Job   Code    (If   there   is   more   than   one),   and   select    Edit   Details . 

 

4) Please   review   available   options   below: 
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Job   Code  

The   Job   Code   assigned   to   a   particular   Timesheet   can   edited   by   selecting   the   drop-down 

arrow.   The   Lookup   Value   will   display   all   Job   Codes   assigned   to   the   Employee. 

 

 

 

 

 

 

Clock   In  

The    Clock   In   Date/Time    of   a   particular   Timesheet   can   be   edited   here.   Select   the   Lookup 

Value   for   a   more   user   friendly   interface. 
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Clock   Out  

The    Clock   Out   Date/   Time    of   a   particular   Timesheet   can   be   edited   here.   Select   the 

Lookup   Value   for   a   more   user   friendly   interface. 

 

 

 

 

 

 

 

 

 

5) Select    OK    once   edits   are   complete. 
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6) Lastly,    Enter   a   Reason    for   editing   the   Timesheet. 

 

 

 

 

   

   

   

   

Creating   a   New   Timesheet 

To   create   a   new    Timesheet : 

1) Select    Add   Timesheet , 

   

   

   

   

   

   

   

 

2) Populate   the   appropriate   information   for   each   of   the   below: 

Employee 

Job   Code 

Clock   In 

Clock   Out 
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3) Click    OK    when   �nished. 

   

   

 

   

 

 

 

Delete   a   Timesheet 

There   are   two   options   when    deleting   a   Timesheet    in   the    POS .   In   this   section,   we   will 

review   each   option. 

Please   Note :    Any   Timesheet   associated   with   completed   transactions   cannot   be   deleted   until   all 

tickets   associated   with   the   Timesheet   are   transferred   to   another   Employee.   Please   review   our 

System   Tool   Manual    for   more   information   on   Reopening,   and   Transferring   Tickets. 

Option   1 

1) Select   the   applicable    Employee    from   the   Grid   and   choose    Delete   Timesheet. 

This   will   delete   each   Timesheet   (if   there   are   multiples)   associated   with   the 

Employee’s   Shift. 
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2)    Next   Enter   a   Reason   for   Deleting   the   Timesheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

3)   Finally,    con�rm    the   Timesheet   deletion.   This   will   delete   each   Timesheet   (If   there 

are   multiples)   associated   with   the   Employee’s   Shift. 

 

 

 

 

 

 

 

Option   2 

1. If   only   one   Timesheet   for   a   particular   Shift   needs   to   be   deleted,   select   the 

applicable    Employee    from   the   top   section   of   the   Grid,   then   the   appropriate 

Timesheet    on   the   bottom   section   of   the   Grid,   and   then   choose    Delete   Details . 

Please   Note :    If   there   is   only   one   Timesheet   associated   with   the   Shift,   either   option   can   be   used. 
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2)   Next   Enter   a   Reason   for   Deleting   the   Timesheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

               p.10 



 

       Manage   Timekeeping 

3.   Finally,    con�rm    the   Timesheet   deletion.  

 

 

 

   

   

 

 

 

 

Manage   Timekeeping   in   Back   O�ce 

In   this   section,   we   will   review   the   proper   procedures   to   follow   when    Managing   Timekeeping    from 

the    Back   O�ce   System . 

Accessing   the   Tool 

To   access   the    Manage   Timekeeping    tool: 

1) Select    Employees    from   the   left   user   menu   and   choose    Manage   Timekeeping. 
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2) The    Manage   Timekeeping   Grid    will   launch. 

 

Editing   an   Existing   Timesheet 

The    Manage   Timekeeping   Grid    is   defaulted   to   Group   Timesheets   by    Work   Week .   Users 

can   expand   the   Work   Week   to   view   the   individual   Timesheets   for   the   week. 

 

 

 

 

 

   

 

To   edit   an   existing   Timesheet: 

1) Expand   the   applicable    Work   Week    and   double-   click   the    Timesheet    that   needs 

editing. 
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2) Please   review   each   available   option   below: 

 

Job   Code 

The   Job   Code   assigned   to   a   particular   Timesheet   can   be   edited   under   the    Job   Code 

column.   The   Lookup   Value   will   display   all   Job   Codes   assigned   to   the   Employee. 
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Clock   In   Terminal 

The    Terminal    in   which   the   Employee   clocked   in   can   be   edited   under   this   column. 

 

 

 

Clock   In 

The    Clock   In   Date/   Time    of   a   particular   Timesheet   can   be   edited   under   this   column. 

Select   the    Drop     Down    arrow   for   a   more   user   friendly   interface,   or   type   in   the   appropriate 

Clock   In   Date/Time. 

 

 

 

 

 

 

 

 

Clock   Out   Terminal 

The    Terminal    in   which   the   Employee   Clocked   Out   can   be   edited   under   this   column. 
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Clock   Out 

The    Clock   Out   Date/Time    of   a   particular   Timesheet   can   be   edited   under   this   column. 

Select   the    Drop     Down    for   a   more   user   friendly   interface,   or   type   in   the   appropriate   Clock 

Out   Date/Time. 

 

 

 

 

 

 

 

3) Select    Save   &   Close . 

 

 

 

 

Creating   a   New   Timesheet 

To   create   a   new   Timesheet: 

1) Select   the    New    icon   on   the   toolbar. 
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2) The    Timesheet    setup   screen   will   launch. 

 

3) Select   the    Employee    for   which   the   Timesheet   is   being   entered. 

 

4) Populate   the   appropriate   information   for   each   of   the   columns   below: 

Job   Code 

Clock   In   Terminal 

Clock   In 

Clock   Out   Terminal 

Clock   Out 
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5) Select    Save   &   Close. 

 

 

 

 

Delete   a   Timesheet 

To   delete   a   Timesheet,   select   the   applicable   Timesheet   from   the   Grid   and   choose    Delete 

on   the   toolbar. 

Please   Note :    Any   Timesheet   associated   with   completed   transactions   cannot   be   deleted   until   all 

tickets   associated   with   the   Timesheet   are   transferred   to   another   Employee.   Please   review   our 

System   Tool   Manual    for   more   information   on   Reopening,   and   Transferring   Tickets.  
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Select,    Yes    on   the   Con�rmation   Prompt. 

 

 

 

 

 

 

 

 

Best   Practices 
1. If   having   to   continually   make   signi�cant   edits   to   timesheets,   review   Clock   In/Clock   Out 

procedures   with   Employees   to   ensure   they   understand   the   process.  

2. Utilize   the   drill-down   feature   in    Timekeeping   in   Back   O�ce    to   e�ectively   view   employee 

information   while   creating   a   new   Timesheet.  

Common   Questions   and   Concerns 
Q:      The   system   will   not   allow   me   to   delete   an   employee's   Timesheet.   What   can   I   do? 

A:   Any    Timesheet    associated   with   completed   transactions   cannot   be   deleted   until   all   tickets 

associated   with   the   Timesheet   are   transferred   to   another   Employee.   Please   review   our    System 

Tool   Manual    for   more   information   on   Reopening,   and   Transferring   Tickets.  
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