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Welcome

Thank you for choosing NCR Console for your business!
The following User Guide is designed to guide you in the navigation and use of the system features. Please
note that based on your brand’s chosen solution, you may notice additional features that may not be visible

on your platform as you move through the various sections.

New to NCR Console? Check out the Getting Started topic. This will take you through the process of

logging into our system.

Can’t find a topic? Contact us via email at support@ncrconsole.com so we can help!

Thank you again for partnering with us, and please don’t hesitate to contact us should you have questions
or need any additional assistance.

Sincerely,
NCR Console Team

The NCR Console User Guide is provided solely as a resource and contains confidential information proprietary to NCR
Console. The contents of this User Guide are not to be copied or distributed to individuals outside of the NCR Console system
without prior written permission from NCR Console. This User Guide is provided to you under, and its use is subject to, the terms
and conditions of the NCR Console agreement. The information in this User Guide may be changed at any time without notice.

NCR Console name, design and related marks are trademarks of NCR. © 2017 NCR. All rights reserved.


http://www.ncrconsole.com/help/contact/contact.aspx

Getting Started

In this module, you will learn about:

» Usage of the correct URL to access your account
* How to log into your account
+ How to reset your password

Which URL is Right for You?

Corporate Users: If you are a corporate user, please contact your brand’s representative to obtain login
information.

Store Operators and/or Owners: This site is intended for franchisees or store owners and/or operators. It will
give an owner/operator complete access to their location’s information such as Sales, Inventory, Labor,
Corporate Shared Resources, Communications, Customer Service Feedback, Training Materials, Surveys
and more; per the package they have signed up for.

Store Employees: This site is intended for employees of specific locations only. Employees with access to
this site will be able to access their work schedule, request time off, request shift coverage, send messages
to management, and access training materials assigned to them by management.

URL

Use the following URLs as they apply to you:
» Corporate Users: Obtain from your brand representative
» Store Operators and/or Owners: https://store.ncrconsole.com

» Store Employees: https://employee.ncrconsole.com

Log Into Your Account


https://store.ncrconsole.com
https://employee.ncrconsole.com

NCR Store User Guide - 2

Enter the applicable URL into your browser to be taken to the login screen.

H —

Log in to NCR Console Mobile
Usemame : | Always on the move?
i.. | Stay connected to your store using NCR Console on
Password : | LogIn | your mobile device.

Remember my usermname

. Click here to log into the mobile site, or simply log in using your
F ! 7 —
‘'orgot your login mobile device.

What's Inside

With NCR Console, you will not only be able to monitor the
performance of your store but be empowered to manage, plan, and
build your business.

To Log In

1. Enter your username
2. Enter your password
3. To have the site automatically recognize you without having to enter your username in the future,
check the Remember my username box. Choosing this option will allow you to log in without entering
your username each time.
a. The Remember my username option will remain active until you so choose to deactivate it. To
ensure the highest level of security and optimize the integrity and privacy of data in your
account, we recommend that this option always remain unchecked.

Resetting Your Password

Page 5 of 395
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In the event you have forgotten your password, you can reset it at any time via the login portal.

Reset Password

Forgot your login?

Please enter the email address that is associated with your CimpleBox
account.

To Reset Your Password

1. Click the “Forgot your login? link located directly below the login form.

2. You will be automatically redirected to a new page.
3. As directed, enter the email address associated with your account, and click the Reset Password

button.
a. Instructions on how to set your new password will be sent to your email address.

Page 6 of 395



Dashboard Overview

In this module, you will learn about:
* The standard Dashboard view
* How to navigate away from your Dashboard

» Basic platform features
» Additional Dashboard features

Welcome to Your Dashboard!
Your dashboard view will vary based on:

* Your selected Console package
* The type of login you have (e.g. Corporate, Store, or Employee user)
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* The user permissions that have been assigned to you

Dashboard

¢ Store: PTC Concierge Support 2 Sparch | @ Help | Shortcuts | Settings | Log Out

EE e ol Your location’s name will be shown to the Filter by Store: All Stores [ Change ]

right of Store at the top left corner of the
Alerts page. Keep in mind that any data reflected in If you have multiple stores,

subsequent pages will reflect only the you can adjust your
ey information for the store you've selected. If dashboard view to view one

you have multiple sites, you can click on the store, a specific set of stores,

store name to change your store view. : or all stores by clicking the
Current Change link to the right of

£24K/ - Filter by Store.
Sales By Day 12K E il-l
Today Prev Week Prey Wear 0 “M‘; = Note for non-admin users:
Sales 5282 589 5258 S ;'l'h'?; ”me ;“r“ you see is
ilvar
Transactions s 3 1 B orc Contierg mited to the stores you are
assigned to.
Pwerage Check £3520 £2053 51086
i Previous Day Wiew All Slofes M
Sakes By Weck weather Forecast
CurfWTD  PrewWTD  Prev YrWID One Stop Silver Shop, PTC Concierge Support, Sitver Girt
Sales 5282 $89 $258 Shoppe
Today (718 Tomormow (7/10) Wed (7/20
Transactions B 3 13 : g;,' g l: 95'r . ;5'
Pwerage Check $35.20 52053 51086 Ty 72 T2
View Full 5-Day Forecast i

Standard Dashboard View
The standard dashboard view (as part of the Core package) contains alerts, general sales data, and
weather forecasts for your store(s).

» Alerts: Encompass employee, corporate and system messaging (such as suggested reorders, par
levels and inventory transfer status notifications)
> You also have the ability to access current and arrived alerts by clicking the View All link at the
bottom right corner of the Alerts box on the
Dashboard

Page 8 of 395
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o Alerts are also filterable by date, status or subject

Dashboard

Alerts
Messafe Date -
Unrecognized Clock-in Employee from POS 100272016

il Request o Cover Shift Received 10262016

i Unavailabiity Recened 100262016

il Unavailabiity Received 1072002016

i Message from Employee 6 106202016

j]' Unawailabiiity Receied 1061192016

i Request to Cover Shift Received 10192016

M Unavailabiity Recenved 101132016

i Request io Cover Shift Received 101132 -

Wiew All e |

» Sales Data: Includes current data, historical comparisons (where historical information is available)

and forecasting based on your store’s sales history

* Weather: The dashboard will show a three day outlook which can be expanded to show additional

days

Navigating Away From Your Dashboard

To navigate away from your Dashboard to other areas of the site, hover over the active tabs at the top of the

page to select a sub category, or click on the active tabs to go to that category’s page.

SR Store Reports Resources
¢ Store: PTC Concierge Support Dy -to-Day @ Help | Shortcuts | Settings | Log Out
Labor I
Dashboard Planning Filter by Store: All Stores [ Change |
Product
Alerts

Platform Features
Each active tab contains a subset of features specific to the category you’'ve selected.

You may notice features referenced below that may not be visible on your platform as you move through

various sections of Console. Note that your access to specific features is dependent on what you sign up for

and/or have permissions to see.

+ Store Tab: Gives access to operational tools that allow you to plan for day to day business activities.

This includes, but is not limited to, managing labor, managing inventory, settings sales and/or labor

goals, and submitting reviews.

Page 9 of 395
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» Reports Tab: Provides an array of reports based on your chosen Console package. This may include
reports pertaining to sales, labor, customer service, surveys, product mix, operational reviews,
training and brand specific custom reporting.

* Resources Tab: Gives access to document storage (including documents shared with you by others),
videos, and a photo gallery.

Additional Dashboard Features
In the blue bar beneath the tabs at the top of the page, you will have the option to search for specific topics,
access help documents, add shortcuts to favorite or frequently visited pages, and adjust settings.

My Shortculs Add this Page

Dashboard

Edit Close

Search

Search: Search Within * Search |

Page 10 of 395
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For more information about how to adjust settings, please see the Console Settings user guide.

NOR Stora User Guide
Welcome - Welcome )
e
+ Getting Started | Thank you for choosing NCR Console for your business!
Dashboard Overview
The following User Guide is designed to guide you in the navigation and use of the system
+ Day-to-Day features. Please note that based on your brand’s chosen solution, you may notice additional
Upload Sales Data features that may not be visible on your platform as you move through the various sections.
Fat New to NCR Console? atting Started This wi hi !
i .
Dota tnof _ngimoocul:eckummg ng topic Il take you through the
Options process ot loag system.
View Sales Totals Can’t find a topic? Contact us via email at support@ncrconsole.com so we can helpl
Settings W
My Settings Store Settings
Set your personal preferences for experience ‘ Set your store preferences or add additional store
throughout CimpleBox locations to manage
Notification
Configure nobfication avents for your amail and
mobile phone

» Click here to see the full details
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D_ay-to-Day

In this module, you will learn about:

» The information contained within the Day to Day calendar
* How to navigate to, and within, the Day to Day calendar

Day to Day Calendar Information

The Day to Day calendar allows you to quickly view:

» Daily, weekly, and monthly sales data for your store, including transaction count and average ticket
+ Daily, weekly, and monthly product mix information

+ Labor percentage

+ Daily notes

* Weather forecast

Day-to-Day ‘¥ o More Options
& May June 2016 @ Jul 3
Suncg I»‘Il:lr':Qa Tue C% WE:IC% Thu C{! anb Sath
May 28 30 3 [Jun 1 il (|2 il ||z il | |4 y | Week's Totsl
=§374.57
$189 91 $147.97 $36.69
5 ol |5 il | |7 [s 9 10 1 WWeek's Tatal
=§32417
§89.45 $550.27 $15.68 $-,344 .98 $13.75
12 13 14 T il |15 17 18 Week's Total
= §1,449 26
$139.09 F411.28 $253.06 $503.04 $141.99
19 20 21 [22 23 24 25 Week's Tatal
=§50,152.63
$-73.00 $91.91 £9.99 F96.59 5002714
26 il |27 il |05 i |29 30 Jult 2 ol visek's Total
92/ 68° af" g rae Q3e ya" = $E70.71
$373.24 $107.02 $39.74 $150.70
Holiday June 2016 = $52 781.43 @
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Navigating to the Day to Day Calendar

From your Dashboard view, mouse over the Store tab and click Day-to-Day. The Day to Day calendar will
appear for the current month.

~
[ OES SIVER Dashboard Store

h

Resources

b

¢ Store: PTC Concierge Support Day-to-Day jearch | Shortcuts | Settings | Log Out

Labor
Dashboard Planning Filter by Stare: Al Stores [ Chanae |
Product
AIBI’ts (SR L )

You can also access the Day to Day calendar by clicking on the Store tab and then on Day-to-Day from the
Store Management screen.

[0Sl suveR"

Resources

v

Dashboard

# Store: PTC Concierge Support /® Search | Shortcuts | Settings | Log Out

Store Management

Day-to-Day Labor
decnl Wiew daily weekly, and monthly data for your store, Manage your employees, roles and their shifls. One
“'--';/"I including sales and fransaction count placa to manage your antire labor force

- Planning Product
Increase value and efMciency by seting goals for your Manage products and inveniory items sold &t your
store and fracking your perfarmance against them store

Navigating Within the Day to Day Calendar

Once you have accessed your Day to Day calendar view, you will see a snapshot of daily, weekly and
monthly sales data, as well as the weather for each day.

* Weekly sales totals will be reflected to the right of the calendar
» Monthly sales total will appear at the bottom right corner of the calendar
+ Click the << and >> icons at the top of the calendar to toggle between months

Page 13 of 395



* You can drill down for additional detail by clicking on any date within the calendar view, weekly total
(to the right of the calendar), the magnifying glass next to the monthly total (at the bottom right of the

calendar view), or the week day (at the top of the calendar)

Daily Snapshot
Click any date within the calendar view to see Net Sales, Transaction Count, Average Ticket and Labor

Percentage information for that day.

To the right of Net Sales, you’ll have the option to view Product Mix information, Net Sales breakdown

and Hourly Sales information
» Click Options to view and set Day Settings, view Hourly Sales information and see Scheduled

Employees



NCR
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Day-to-Day ¥ o Mare Options
& May June 2016 @ Jul ¥y
Sun @ Mon 4 Tue @ Wed Thu Fri <, Sat
May 29 30 > |31 Jun 1 Y E s | (4 @ |‘Week's Total
= §374 57
$169.91 $147.97 $36.69
5 FAE - |7 s g2 |B 10 11 WWeek's Total
[x] = 432417
Thursday, 6/2/2016 Option:s -, 344 .98 $13.75
Net Sales §147.97] View P Mix ] Chance - |17 1 \eek's Totel
‘iew Breakdown ] fThunderstorms T
Hourty Sales Thursday, 6/2/2016 6
Trangaction Count 6 ” | |
Average Ticket $24 E6 aore B « DaySettings
Labor % 12.3% » Upioad Product Mix
Motes A 3
= ‘View Hourly Sales Repor
Edit Close | = Miew Scheduled Emloyees
" " L 4
1
$373.25 F107Q02 $39.74 Back Closs
Holiday June 2016 = §62 781 43 @
A 4
= =
Thursday, 8722018 Thursday, 822018 Hourly Breakdown (6/2/2016)
Mem Quantity  Saes % (Sales) Description Total f192
Designer Jeans i $8080 B0.8% Gross Sales $279.96 i
Dress Shoes 1 SO0 162% Frree— #1399 $1a4 ."II'.
Tank Top 2 $1998  115% P #5507 g = [
Swim Suit 1 S18.00 12.7% i
CansarWirap 1 e B1% — @109 i gae| |\
Bagel 1 Hoo s Mat Sales siaror y i\
Fountan Drink 1 5250 1.7% Bock et 0, e
Chicken Sandwich 1 $0.00 aors -y
Soup 1 $0.00 0o &
Regular 0 $0.00 00% ‘f‘f"f"" fffffﬁf({ffd’
Citfvr 2 #1949 13 1% |
Bch Fl Proauct Fegort Lo HoNESEY

Weekly Snapshot

Click any ending week total within the calendar view to see Net Sales, Transaction Count, Average Ticket

and Labor Percentage information for that week.

» To the right of Net Sales, you’ll have the ability to view Product Mix information, and Net Sales

breakdown

» To the right of Labor %, you’ll have the ability to view time card information for the week

Page 15 of 395
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Day-to-Day & o More Options
£ May June 2016 @ Jul 3
Sun G Man Tue &, Wied L Thu Fri G Sat &,
May 29 30 > | |31 > |[dun 1 |2 s - |4 ab | Week's Tatal
=§374.57
$189.91 $147.97 33669
5 . dIE il |7 8 8 10 11 Weel's Total
=§32417
$89.45 $550.27 §15.68 §-,.344.98 §13.75
12 13 JI wwwwww I menn nal s mnll | 2 o | Week's Total
| € 1,449.26
Sun (6/12) - Sat (6/18) Summary ' = 1,449,
1
Net Sales 51,449 34 [ View P. Mix ] "
19 20 | [ View Breakdown | = Viieek's Totsl
Transaction Count 2 =%50,152.63
Average Ticket 3
26 |77 | Labor % 8.8% P ol izek's Total
r o o = Clase e = §570.71
Sun (6/12) - Sat (6/18)
| ftam Quantity  Sales % (Sales) June 2016 = $52 781.43 @
Woman Nike Shoas | 8  $356.05 24.6% CEY Wl Ao ol A a4 anll T
Treat 130 $19339 13.3% ]
Nika Shox 1 38000 6.2% Time Card
Womens Nike 1 §T00 40%
Mens Mike 1 $60.99 48%
Designer Jeans 1 $68.00 47% Employee In Out Total Hours
Boats 1 __ 000 4% Faith Woods 6/13, 10:17 AM 6/13,3:30 PM 5.22
Kids Bike 1 §$5558 38%
PASTAI 20 $48.28 3.3% Faith Woods 6/14,212 PM 6/14, 11:00 PM 8.80
Deluxe Pedicure 1 $45.00 3%
Oteer 53] 30108 270% Amber Delcid 6/15,2:50 PM 6/15, 9:00 PM 6.02
Eack Pl Product Report Daniel Brooks 6/17, 11:18 AM 617, 3:45 PM 4.45
;
Sun (6/12) - Sat (6/18) |
i 1
Description Total
Gross Sales $2,108.31
Discounts :53-8-8.33[ 3
Refunds %1 52.05]-_
Sales Tax #1777 |
Net Sales $1,449.26
Back Close

Monthly Snapshot

Click the magnifying glass icon to the right of the month at the top of the page or at the bottom right within

the calendar view to see Net Sales, Prior Year Sales, Sales Target, Transaction Count, and Average Ticket

information for that month.
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» Below net sales, you’ll have the ability to compare sales to the prior year if that information exists

within your Console account

R g g o

[ W June 2015

B June 2016 |

# Back io Month Summary

Week Day Snapshot

Day-to-Day ‘¥ o More Options
€ vay June 2014 @ Jul ¥y
Sun &, Mon Tue &, Wed & Thu Fri <, Sat i,
May 29 a0 NI > ||dun 1 dly - ||: -4 A | Week's Total
] k! (T F i) F ik T “
4 = §374.57
L 3 June 2016 Summary
5 (s b June 2016 Sales §52,781.43 3L Week's Totsl
! =§32417
- Compare to Previous Year W
12 13 1 Yeek's Total
June 2015 Sales $8.612.11
June 2016 Target Not Set =$1,449.26
19 E: Transaction Count 103 WWeek's Total
' Average Ticket 5512.44
=$901592.63
26 E quﬂl— Week's Total
- 1 L 1 ..v
[ Holiday $60K
T— $48K [ o e
i $I6K
g $24K
$12K
T oeooo—o §8.6K
e

Click the magnifying glass icon to next to any day of the week to view the week day sales trend for that day.
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Day-to-Day ‘¥

re Options

& may Jun

May28 @30

@[3 @ |[punt

$189.91

Related Topics

Upload Sales Data
Edit Sales

Sales Data Snapshot
Options (for additional management)

View Sales Totals

Page 18 of 395



NCR

Upload Sales Data

Store User Guide - 2

In this module, you will learn about:

* How to upload sales data via the Day to Day calendar platform

Upload Sales Data

The Upload Sales Data feature is typically used when historical data needs to be entered prior to the
integration of Console software; or when sales need to be adjusted for a specific day.
To upload sales data you will need to navigate to the Day-to-Day calendar within the Store Management

platform.

¢ Store: PTC Concierge Support

Dashboard

Alerts

-
Sl Dashboard

Store
k. J

Resources
b4

Labor

Day-to-Day

jearch | Shortcuts | Settings | Log Out

Planning

Filter by Store: All Stores [ Change |

Product

T

To Upload Sales Data

1. Click More Options
2. Click Upload Sales Data

SILVER

£ Store: PTC Concierge Support

537325 3107.02

Dashboard

Day-to-Day ‘¥
€ Jun July 2016 @
Sun Maon 3, Tue Wed
Jun 26 il |27 ol 28 ol |20

53974

Aug ’ Upload Sales Data
Thu &, FiQ ga| 'mport Customer Count

30 [dut 1 | | week's Total
= §830.47

$150.70 $5159.76

Resources

bt

,® Search | @ Help | Shortcuts | Settings | Log Out

o More Options

3. Select Format
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4. Choose file type
a. This should be a file you have saved to your computer in an Excel format

Store User Guide - 2

5. Click Upload (Click Cancel at any time to cancel your changes and navigate back to the previous

screen). Keep in mind that uploading sales data will override anything that may already be in the

system. You will be asked to confirm your choice before the upload takes place.

Upload Sales Data ‘& o Go Back
Format: Microsoft Excel v
Choose File | No file chosen
Click here to view a sample
Upload | Cancel |
Note: To view an example of the required format, click “Click here to view a sample”.
Upload Sales Data ‘& o Go Back

Format: | Microsoft Excel v

Choose File | No file chosen

Click here to view a sample

Upload | Cancel
E3 Microsoft Excel - upload data.xls
H) Fle Edk Vew [nsert Fomat Jook Data Window Hel

A I B | ¢ | b0 |

| 1 |Date Sales Customers
| 2 | B/1/,2007 1260.28 161
| 3 | B/2/2007 1256.90 158
| 4 | B/372007 1445.04 163
| 5 | B/4/2007 1793.77 183
| 6 | B/5/2007 1733.69 184
| 7 | B/&/,2007 1098.54 129
| 8 | 8/7/2007 B64.17 124
| 9 | 8/8/2007 1205.44 152
| 10| 88,2007 1311.23 156
| 11 B8A0/2007 1609.36 178
12 | B/11/2007 1232.46 149
| 13 81272007 2009.67 195
14 B/13/2007 1073.06 130
| 15 | 87142007 1208.15 160
| 16 | BA15/2007 1293.98 168
| 17 | B/16/2007 1241.86 141
18 | BA7/2007 1481.49 172
19 RARAINT 137R 77 153
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Related Topics

Edit Sales

Sales Data Snapshot

Options (for additional management)

View Sales Totals

Store User Guide - 2
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Edit Sales

In this module, you will learn about:

* How to edit sales via the Day to Day calendar platform
Which URL is Right for You?

The Edit Sales feature is typically used when sales need to be adjusted for a specific day or set of days. It
can also be used to add ntoes for selected days.
To edit sales you will need to navigate to the Day-to-Day calendar within the Store Management platform.

SR Dashboard Resources
w
¢ Store: PTC Concierge Support @ Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filter by Store: All Stores [ Change ]
Alerts Product
Message Date
W Unavailability Received 31292016
i | ty Monthly Progress
View All » I
$e0k
$48kK
Current $36K &
$24K| ¥ s -
Sales By Day $12k|—% S o "
Week $0 .
Today | Prev Prev Year May 16 Jun 16 Jul 16
To Edit Sales
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1. Click on the day you wish to edit to bring up more detailed information

Store User Guide - 2

@ More Options

Week's Total

‘Week's Total

Day-to-Day ‘¥
& Apr May 2016 @, Jun %)
May 1 * 2 ? 3 @ 4 @ 5 @ [ e 7 e
$19.80 $634.16 $1094 514542 $22550 $63.34
8 @ 9 @ 10 @ n @ 12 13 @ 14 @
$9.99 $5.00 $51.85 §44035 §$7,188! $2,49564
15 @ 16 (2 17 ’ 18 Q 19 q 20 ﬁ 2 #
$-10.00 $309.97 §$121.97 $147.26 $0.00

‘Week's Total

2. From the window that opens, click Edit in the bottom left corner of the window

=$1,099.16

=$10,190.92

=$569.20

Lml| il el W 1 A il s sl i S W B sl at ¥ !rdl
- -
~ Friday, 5/13/2016 Options

Net Sales $2,495.64 [ View P. Mix ] Becoming
- [ View Breakdown ] Sunny —
_D [ Hourly Sales ] o -
I Transaction Count 18 e

Average Ticket $138.65 78° 1 54° gl
— Labor % 0.7% —
- Notes N/A

| Edit Cose |
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3. This will bring up a box that allows you to enter the necessary changes and/or add notes for the day

| | I | |
K Ly
Friday, 5/13/2016 Options
Sales 2,695.64) Becoming
sSunny
— Transaction Count 1‘5“
Notes Catered event added sales to prior total e
of $2,495.64 78° 1 54°
— y:
Save
Cancel Close

4. Click Save when done

Related Topics
Upload Sales Data

Sales Data Snapshot

Options (for additional management)

View Sales Totals
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Sales Data Snapshot

The purpose of this section is to illustrate the additional features that are available to you for
viewing additional information for specific days within the Day-to-Day snapshot.

Sales Data Snapshot
STEP 1: From your Dashboard view, mouse over the Store tab and click Day-to-Day.

bl S1VER Dashboard Store ' Reports Resources
- v b
ore: PTC Conclerge Support Day-to-Day p D Lting og O
Labor
Dashboard Planning Filter by Store: All Stores [ Change |
Product
Alerts L
Message Date
Unrecognized Clock-In Emplo from POS 5182017
- Monthly Progress
View All b
$300K .
Compare et | |
$180K = - ]
Sales By Day st20k| | @ . ¥ L e ™
m L o m :1 [ " 3
Today Prev Week Prev Year ] o T B T8 F
$0 L — .
Sales $50 $13 $65 Mar 17 Apr 17 May 17
Checks 3 1 5 PTC Conclerge Support Siiver Gift
Average Check $16.70 $12.50 $12.07 e

4 Previous Day
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* Hint: You can also access Day-to-Day by clicking on the Store tab and then on Day-to-

Day from the Store Management screen.

* Store: PTC Concierge Support

Store Management

[OESR suviR Dashboard

,® Search |

Day-to-Day
View daily, weekly, and monthly data for your store,
including sales and transaction count

8

_= Plannin
Increase value and efficiency by setting goals for your
store and tracking your performance against them

&

Store ' Reports Resources

Chat | @ Help | Shortcuts | Settings | Log Out

Labor
Manage your employees, roles and their shifts. One
place to manage your entire labor force

Product
Manage products and inventory items sold at your
store

STEP 2: When looking at sales data for a specific day, you will have the option to view additional

information for that day, such as Product Mix, Net Sales and Hourly Breakdown. To view more detailed

information for Product Mix, click Full Product Report at the bottom right corner of that window. For more

detailed information regarding Hourly Sales, click More Details at the bottom right corner of that window to
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go the full report.

View P. Mix

=]
Friclay, 8172014
| Ttem Cuantity  Sales % [Sales)
By Weight - One RG Cup TE 535942 25.0%
Bty Weight - One LG Cup PN -3 1 16.4%
By Weight - Twa RG Cups 25 520704 14.4%
Biy Weight - Three RiG Cups 15 s17E80 12.3%
Bry Weight » Two LG Cups 17 514958 10.4%
Parfait - One RG Cup 8 55600 39%
Bty Weight - One XLG Cup 4 smE 27%
By Weight - Cone 8 53629 25%
Biy Weight - Three LG Cups 2 s32%E 2.3%
Smogthie - RG Sirawbermy Banan 6 52670 1.5%
(Other B8 512033 B.4%
Back Ful Product Report

View Breakdown

[
Friday, 812014
[ Description Total
Gross Sakes 5156878
Descounts 150,00
[Sales Tax (5129.61)
[Net Sales $1,440.17

= | _

Day-to-Day B o Mo Opicns
o s August 2014 4 st B
CoSma Mon Tuel  Wedd T RS Saag
Jl 27 - F o 0 a0 g [aum -z | vrics Totst
= 510,530.15
51,707.90 51,138.52 51,740.38 51,500,15/ 51,634.08 5147017 $1,368 55
3 e = ] 5. | Weess Total
Friday, 8172014 Srmoma | asososor
190331 Hied Sales £1.48017 B Wi ] P T-Stomms 155 £1274.%5
] 7 1] I"&'fm"":"l""t e ] il Wers's Totw
Trarsaction Count 189 80* a2 | - 50,639 58
51874 85 Average Tickel §T62 1,44 §1,627.81
[ - ] Labor % 205% ‘la | Wesi's Towsl
- Histes A |
= 50 314 16
$120008| | Em Ciae (LGN 5119595
4 p- J[25 - - 2  YE | Wwes's Total
J / | = 49391 49
53 142 86 EED 51,208 33 51,087 47| $1.138.13 111754 163530
ED g | 5ent 1 . 7 4 # i ‘Wess's Totwl
= 50,035 44
51,840 50 5153568 sagf a5 51.449.14 553522 5 $1,378.55
August 2014 = 542 79390 4

Hourly Sales

Store User Guide - 2

Houwrly Breakdown (BM1/72014)

E
i

$200

51
3138 5

2160
$118 /
$120 iw;
$80
X seds,
540

5

9

7 S
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Related Topics

Upload Sales Data

Edit Sales

Options (for additional management)

View Sales Totals

Store User Guide - 2
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Options

The purpose of this section is to illustrate how to navigate through the options for adjusting daily
settings, uploading a product mix, viewing an hourly sales report or viewing scheduled employees
for specific days within the Day-to-Day snapshot.

Options
STEP 1: From your Dashboard view, mouse over the Store tab and click Day-to-Day.

Dashboard Reports Resources
hJ b
¢ Store: PTC Conclerge Support . Sez @ Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filter by Store: All Stores [ Change |
Product
Alerts L
Message Date
Unrecognized Clock-In Emplo from POS 5152017
it Monthly Progress
View All b
$300K .
Compare et | |
$180K s :
Sales By Day s120| | & R | wl . ™
SH0K L = m in | P e 3
Today Prev Week Prev Year R v 2 % BE 3
‘u - — -
Sales $50 $13 $65 Mar 17 Apr 17 May 17
Checks 3 1 5 PTC Conclerge Support Sliver Gift
Average Check $16.70 $12.50 $12.97 S ODEe e Shooeing

4 Previous Day
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* Hint: You can also access Day-to-Day by clicking on the Store tab and then on Day-to-
Day from the Store Management screen.

@ L Dashboard Store Reports Resources

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Store Management

Day-to-Day Labor
View daily, weekly, and monthly data for your store, Manage your employees, roles and their shifts. One
including sales and transaction count place to manage your entire labor force

Planning Product
Increase value and efficiency by setting goals for your Manage products and inventory items sold at your
store and tracking your performance against them store
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STEP 2: Click Options at the top right to adjust Daily Settings, Upload a Product Mix, View an Hourly Sales
Report or View Scheduled Employees.

Day Settings

® Click to see it in action

Day-to-Day ‘¥
&« Ju August 2014 &, Sept Y
Sun Mon Tue Wed Thu Fri o Sat
Jul 27 a4 oo 20 a0 e || Aug 1 e |2
$1,707.90 $1,138.52 $1.740.38 $1.500.15 51.634.08 $1.440.17 §1,368.95
1 a4l > |[e
Friday, 8/1/2014
$1,903.31 Net Sales $1,440.17[ View P. Mix ] - 1.56 51,274.36
View Break , —y
10 EH::L,_ s:!:’]“i oy 18 F
Transaction Count 189 80" s @2°
$1.874.85 Average Ticket $7.62 1.44
17 “S|ET: Labor % 20 5% P EE e
s1|Friday, 8/1/2014
24
= - « Day Settings
« Upload Product Mix
31
» View Hourly Sales Report
« View Scheduled Emloyees

| Week's Total

=$42,793.99 @

e More Options

Week's Total

=510,530.15

Week's Total

=59 89897

Week's Totsl

=59639.584

=59314.16
:W\eei's Total
=59,291.49

'Week's Total

=35903544
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To adjust daily settings, click Day Settings. From the window that opens, click Closed and/or Holiday and
then Save.

Friday, 8/1/2014

Upload Product Mix
To upload a product mix, click Upload Product Mix. From the window that opens, select the desired date and
choose your format. Next, click®* _Choose File_* to upload your file from your computer and click Upload.

Upload Product Mix ‘& = Go Back

Date - [8/1/2014 =

Format : | Select a format v
Choose File | Mo file chosen

U Cancel

View Hourly Sales Report
To view your hourly sales report, click View Hourly Sales Report. A snapshot of your hourly sales will
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appear. Click More Details to view more detailed information.

View Scheduled Employees

Hourly Breakdown (8/1/2014)
£200 - -
mﬁ“g‘i
w TS £138 4 ;
5 $118 N $1
E £120 $1r11 $125 K
E N, / \/
s80) |/ g
3 / %78 475 s
*4"*"' X
‘0' [
o A A o o
Back More Details

Store User Guide - 2

To view that employees that were/are scheduled for a specific day, click View Scheduled Employees. A

snapshot of your scheduled employees will appear. Click More Details to access your entire team roster

and to view more detailed information.

B

Time Card .
- | s00aM 10:57 AM 295
— e | s30AmM 420 PM 6.83
—— | 1000am 330 PM 550
—— | zo0PM | s01PM a0
— - | s3zPm 11:35 PM 6.05
— — | B09PM 11:35 PM 5.43
Total Hours  30.78

Back More Details
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Related Topics
Upload Sales Data
Edit Sales

Sales Data Snapshot

View Sales Totals

Store User Guide - 2
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View Sales Totals

The purpose of this section is to illustrate how to view additional information for sales totals within
the Day-to-Day snapshot.

Viewing Sales Totals
From your Dashboard view, mouse over the Store tab and click Day-to-Day.

" ( ( A
L Sl D Store Reports Resources
- v b
D -0 Jerge SuUppo Dav-to-l'}ay D D tting og O
Labor
Dashboard | Planning Filter by Store: All Stores [ Change |
Product
Alerts L
Message Date
Unrecognized Clock-In Emplo from POS 6M15/201T7
- Monthly Progress
View All W
$300K .
Compare ot _| |
$180K| | S L
Sales By Day s120k| (& . & L e ™
S S - S |
Today  Prev Week Prev Yoar “:: IR E IR T
Sales $50 $13 $65 Mar 17 Apr 17 May 17
Checks 3 1 5 PTC Conclerge Support Ml Silver Gift
Average Check $16.70 $12.50 $12.07 e
4 Previous Day
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* Hint: You can also access Day-to-Day by clicking on the Store tab and then on Day-to-
Day from the Store Management screen.

@ L Dashboard Store Reports Resources

* Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Store Management

Day-to-Day Labor
View daily, weekly, and monthly data for your store, Manage your employees, roles and their shifts. One
including sales and transaction count place to manage your entire labor force

* Planning Product
Increase value and efficiency by setting goals for your Manage products and inventory items sold at your
store and tracking your performance against them store

Weekly Totals
Click on a week to the right to view that week’s sales totals. You will have the option to View Product Mix
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and Hourly Breakdown by clicking on these links at the top right corner of the window the appears.

Day-to-Day ‘W @ More Opfions
* Jul Al.lgllsl 2014 % Sept »
Sun i Meni  Tuen  Wedo  Thuo Fri o Sat
Jul 27 a o 20 e 3k - | [Avg 1 -z |Week's Total
=3510,530|15
$1,707.90 $1,138.52 $1,740.38
2 -y -5 &5 | Syp(7/27) - Sat (8/2) Summary
Net Sales $10,530.15 [ View P. Mix ] a7
$1,903.31 $973.30 5$1,486.26| [ View Breskdown |
10 = |[11 a1z 13 | Transaction Count 1503
' Average Ticket s7.01 o
s187485  s103368  si13100[ CEDE S U
17 > |8 > |[10 FEn Close
=59,314.16
$1,200.08 §1,362.39 $1,497.25 51,578.27 $1,249.62 $1,230.60 $1,195.95
24 = B = |27 . [[28 ] |20 il | Week's Total
=359,291.49
$2,142.46 §982.30 $1,208.33 $1,067.47 $1,138.13 $1,117.51 $1,635.30
3 3 |[Sept 1 a2 |3 4 . |[5 a6 5. |'Week's Total
=59,035.44
$1,840.40 $1,535.68 $915.95 $1,449.14 $935.22 $980.49 $1,378.56
August 2014 = $42,793.99 &

Monthly Total
Click on the monthly sales total at the bottom right corner of the screen to view the monthly Summary. You
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can compare this total to last year’s sales by clicking Compare to Previous Year.

Store User Guide - 2

Sun 3

Jul 27

e

$1.707 .90
3 |

51,903.31

51,874.85

51,200.08

24

52,142 46

31

51,840 .40

Day-to-Day ‘¥

28

*]

Ml

& s August 2014 @, Sept I
20 il 20 - SIER (2 lAug1 -‘—H2
= )
August 2014 Summary 5136895
August 2014 Sales $42,793.99
-19.3% of Last Year's Sales
[Compare to Previous Year »_] 31275
-l
hugnst 2]
Augusyf014 Target $50,000.00 $1.627.81
Sales Target: $50.0K .
£8% achieved
$1,195.95
Transaction Count 5918 N
Average Ticket 57.23
=
e
1,535.68 $915.95 $1,449.14 $935.22 $980.49 $1,378.58
August 2014

Related Topics

Upload Sales Data

S s3ex
=
g $24K
$12K
0
o o o P PP T PP P
|.nugust 2013 [ August 2014'
44 Back to Month Summary

@ More Options

‘Week's Total
=510,530.15

‘Week's Total

=59,5898.97

‘Week's Total

=59,639.84

‘Week's Total

=59314.16

:We-eh's Total
= 5929149

:Week's Total
=59,03544

$42,793.99 @,
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Edit Sales
Sales Data Snapshot

Options (for additional management)
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Store Planning

Store User Guide - 2

Effective store planning allows you to set specific sales goals and track progress of those goals by month,
period or year. For more information on how to set a sales target, click here!

Dl SIvER
* Store: PTC Conclerge Support
Store Management

Day-to-Day
View daily, weekly, and monthly data for your store,
including sales and transaction count

Dashboard

« Planning
Increase value and efficiency by setting goals for your
store and tracking your performance against them

/® Search |

Store Reports Resources
v v
Chat | @ Help | Shortcuts | Settings | Log Out
Labor

&

Manage your employees, roles and their shifts. One
place to manage your entire labor force

Product
Manage products and inventory items sold at your
store
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Set Sales Target

In this module, you will learn about:

* How to set a sales target by Week, Period, Month or Year

Setting Sales Goals

To set a sales goal you will need to navigate to the Store Planning module, click Sales Target and then
select the target you wish to set.
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Dashboard

¢ Store: PTC Concierge Support

Dashboard

Alerts
Message Date )
T Unavailability Received 3292016

Store

w

Day-to-Day @ Help | Shortcuts | Settings | Log Out

Planning I Filter by Store: All Stores [ Change |

Monthly Progress

Store Planning

/

Y
Sales Target by Week

Sales Target by Period
Sales Target by Month

Sales Target by Year

o Go Back
= Sales Target Labor Target
!'?f, Set sales goals for your store and monitor your Set labor goals for your store and monitor your
T
v performance against them performance against them
Sales Target o Go Back

To Set a Sales Goal by Week

1. Select Sales Target by Week from the Sales Target screen
2. Select Click to set Sales Target for the week for which you wish to set a target

3. Enter the sales target and click Save
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Weekly Sales Target o Go Back
Week Sales Target ($) Sales Amount ($) Difference ($)
6/26/2016 - 7/2/2016 | Click to set Sales Target | $830.47 /A
7132016 -7/9/2016 lick to set Sales Target $512.84 NAA
7102016 - 7/16/2016 to set Sales Target $757.76 N/A
THT2016 - 712312016 Click to set Sales Target §1477.07 /A
7124/2016 - 7/30/2016 cy 5446 55 /A
7/31/2016 - B/6/2016 c| ©/26/2016 - 7/2/2016 $117.20 /A
8/7/2016 - 8/13/2016 C| Sales Target: | | $0.00 N/A
8/14/2016 - 8/2012016 & $0.00 /A
8/21/2016 - 82712016 (o _Save | Cancel | $0.00 NAA
8/28/2016 - 9/3/2016 Click o set oares arget $0.00 INAA
9/4/2016 - 9/10/2016 Click to set Sales Target $0.00 /A
To Set a Sales Goal by Period
1. Select Sales Target by Period from the Sales Target screen
2. Select Click to set Sales Target for the period you wish to set a target for
3. Enter the sales target and click Save
Period Sales Target B o Go Back
Period Sales Target ($) Sales Amount ($) Difference (%)
2212016 - 3192016 Click to set Sales Target ($3.315,689.25) N/A
312012016 - 4/16/2016 | Click to set Sales Target | £5,594.34 N/A
4/17/2016 - 51142016 $12,000.00 $15,136.40 +$3.136.40
5/15/2016 - 6/11/2016 $5,000.00 _ s176127 -$323873
6/12/2016 - 7/9/2016 ' $52,945.20 +§50,945.20
7/10/2016 - 8/6/2016 C S2012016 - aezeTe £2,798 58 NAA
8/7/2016 - 9/3/2016 c| Sales Target: | | $0.00 N/A
0/4/2016 - 10/1/2016 C $0.00 A
10/2/2016 - 10/29/2016 cl _Save | Cancal | $0.00 NAA
10/30/2016 - 11/26/2016 ClicKTo set sales 1arget $0.00 /A
112712016 - 12/24/2016 Click to set Sales Target $0.00 NAA

To Set a Sales Goal by Month

1. Select Sales Target by Month from the Sales Target screen
2. Select Click to set Sales Target for the week you wish to set a target for
a. Enter the sales target in the open cell; OR
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b. If you have prior year sales for the month you select, you have the option to select Suggestion.

This will expand additional options

i. Click the drop down arrow next to Add to select a percentage increase

ii. Select Click to use suggested target to autofill the open cell

3. Click Save

Monthly Sales Target '

Month
March 2016
April 2016
May 2016
June 2016
July 2016
August 2016
September 2016
October 2016
MNovember 2016
December 2016
January 2017
February 2017

Copyright © 2016 NCR Corporation

Privacy Policy - Terms of Service

To Set a Sales Goal by Year

Sales Target ($)

$4.363.25 |

Sales Target W
May 2016

Sales Target: |4,363.25

Save | Cancel
Suggestigh Based on Past Sales
Last Year §Sales $3,966.59
Add | + 10% ¥ |(Click % to change) $396 .66
Suggested Sales Target $4,363.25

I Chck to use suggested targetl

1. Select Sales Target by Year from the Sales Target screen
2. Select Click to set Sales Target for the year you wish to set a target for
a. Enter the sales target in the open cell; OR
b. If you have prior year sales for the year you select, you have the option to select Suggestion.

This will expand additional options

i. Click the drop down arrow next to Add to select a percentage increase

Actual Sales ($)

$-3,314,568.88
$6.390.18
§12,742.52
$52.781.43
$3,353.98
$124.85

ii. Select Click to use suggested target to autofill the open cell

3. Click Save

o Go Back

Difference ()

+58,379.27

-35.418.41

a. Once a yearly goal has been set, you can view a per month breakdown by clicking Monthly

Breakdown to the right of the year you want to view
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Yearly Sales Target ‘& o Go Back
Year Sales Target ($) Actual Sales ($) Difference ($)
2011 N/A $0.00 AZ4 | Monthly Breakdown »
2012 | N/A $0.00 A4 | Monthly Breakdown »
2013 N/A $0.00 AZ4 | Monthly Breakdown »
2014 | N/A $0.00 N/A ‘ Monthly Breakdown p
2015 4 5 N/ | Monthly Breakdown
| Sales Target for 2016
2016 | cn{ A4 | Monthly Breakdown »
2017 Cli{ Sales Target: | A
_Save | Cancel |

Suggestion Based on Past Sales
Copyright @ 2016 NCR Corporation 2015 Sales $248.936.38 =
Privacy Policy - Terms of Service |2da| + 10% v fCick % to change) $24,893.64

Suggesied Sales Targel $273,830.02

A J

e

Yearly Sales Target Breakdown ‘&

| Month Sales Target($)  Actual Sales($) % of Target vs.Prev Year (%)
January 2016 $22819.17 $21.45824 94.0% NA |
February 2016 $22.942 89 $32,679.26 142 4% N
March 2016 $21,969.25 §-3.31456888  -15,087.3% A
April 2016 $49,680.28 $6,390.18 12.9% +$826%
May 2016 $57,015.08 $12.74252 223% +52212%
June 2016 $125,367.98 $52.781.43 42.1% +5512.9%
July 2016 $124.22455 $3.353.98 27% $59.9%
Month sales Target ($) Previous Year ($)

August 2016 $1715.168.49 $111.321903
September 2016 $354 20373 $22.989.37
Oclober 2016 $287,170.03 $18,638.59
November 2016 $220,359.12 $14,302.27
December 2016 $882,001.92 $57.251.62

@ Go Back

Summary

2016

Sales Target $273,830
Months Remaining 5
% Growth Required MAA
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In this module, you will learn:
+ How to set a labor target

Setting Labor Targets

You will have the ability to set multiple labor targets and for any date range(s).
To set a labor target you will need to navigate to the Store Planning module and click Labor Target.

=
i Dashboard Store Resources
v v
¢ Store: PTC Concierge Support Day-to-Day @ Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filter by Store: All Stores [ Change |
Product
Alerts
Message Date
I Unavailability Received 3/29/2016
o ty Monthly Projress
View All
$E0K
F48K
Current $36K A
$24K 4 % n . @ %
Sales By Da 4 = .
o L I S I 7
Week o . —_—
L i I May 16 Jun 16 Jul 16
Store Planning v o Go Back
Sales Target Labor Target
= Setsales goals for your store and monitor your Set labor goals for your store and monitor your
v performance against them performance againstthem

To Set a Labor Target

1. To set a target, click More Options and New Target
2. Enter the desired labor target percentage in the labor target cell
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w

Select a start date and end date for the target
Click the days you wish to apply this target to

i

a. You can set multiple targets over the same time period but for different days
5. Click Save

Labor Target Go Back @ More Options
New Target
Date Range: (832016  |F7] to [922016 7] Update |
Start Date End Date Days of the Week Labor Jt Target

Any target already set within the selected date range will appear here.

Labor Target © Go Back

— Set Labor Target

Labor Target%: [15
StartDate: [8112016 &
EndDate: 312016

Targetappliesto: [ Sunday
i Monday
¥ Tuesday
¥ Wednesday
# Thursday
¥ Friday
) saturday

Save | Cancel |
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Labor Management

Effective labor management can help to reduce the overhead of daily administrative tasks by quickly
managing your human resources needs, staff scheduling, labor tracking, payroll processing and integration
through the NCR Console platform.

Ll SR Dashboard Store Reports Resources
b4 b

¢ Store: PTC Concierge Support /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Labor Management o Go Back

Employees » Time Card

Manage your employee information and their -{,'L) Enter and manage the hours your employee clock-in

[~ preferences, including scheduling preferences ../ fortheir shift
(>, Work Schedule 7y Employee Availability
&=/ Manage your staffs schedule. Try using the Auto \ /' Set and track your employees’ schedule availability

2] Schedule feature.

Roles
m Assign your crew members to various department and
roles to help you organize your team

In this section you will find the following resources:

General

New Users: How to add new employees to the system.

Manage Existing Users: How to manage an existing employee.

Creating a new Department, Position or Task: How to create a new Department, Position or Task.

Employee Notes: How to add notes for an employee.
Additional Employee Information: How to input additional employee information, such as pay rate, start

date, eftc...
Roles & Responsibilities: How to manage Department, Position and Task categories.

User Permissions: How to adjust visibility permissions for your employees.
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Employee Availability
Requesting Time Off: How employees request time off.

Managing Time Off Requests: How to manage time off requests.

Creating a Work Schedule
Creating a Work Schedule: How to create a work schedule.

Add Note for Current Week: How to add a note for the current work week.

Communicating Schedules: How to share work schedules with your team.

Time Card
Export a Time Card: How to export an employee’s time card.

Import a Time Card: How to import an employee’s time card.

Training
Employee Training: How to assign course work, certification tests and view progress.
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New User

In this module, you will learn:

* How to create new users (employees) in Console

Creating New Users

To create a new user you will need to navigate to the Labor Management module and click Employees.

[l SILVER Store

b 4

Resources
v

¢ Store: PTC Concierge Support Day-to-Day # Help | Shortcuts | Settings | Log Out

Labor
Dashboard Planning Filter by Store: All Stores [ Change ]
Alerts Product
Message Date
I Unavailability Received 3/29/2016
o - v . Monthly Progress
View All »

$60K

$48K
Current $36K -

$24K| o x X i " =
Sales By Day $12K Eiﬁ 8 -

Jun 16

Labor Management J © Go Back
Employees » Time Card
y Manage your employee information and their ) Enter and manage the hours your employee clock-in
= preferences, including scheduling preferences for their shift
(b Work Schedule 7 Employee Availability
./ Manage your staffs schedule. Try using the Auto Set and track your employees’ schedule availability
7 Schedule feature
Roles
W Assign your crew members to various department
and roles to help you organize your team
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To Add a New User

1. Click More Options
2. Click Add New Employee

SILVER'

Dashboard

¢ Store: PTC Concierge Support /® Search | @ Help | Shortcuts | Settings | Log Out
Employee Management ‘¥ ‘Go Back @ More Options
Add New Employee
Name Contact Email Addr -

Any employees that have already been created will appear here.

3. Enter the employee first and last name (these are required fields)
4. If you have multiple locations, select the location(s) that the employee should be assigned to
5. If you have created Departments, Positions and Tasks, select the Departments, Positions and Tasks
that you wish to assign to the employee
a. You will be able to create new Departments, Positions and Tasks from this screen. See the
Creating Roles training module for more detailed information
6. Click Save

New Employee i)

J Employee Information | Additional Information Site Access
First Name (Required): Department: Position: Task:
! Concierge LI Gm ) Chat MGMT
Last Name (Required): @ Host @ suwervisor
[ Create New Department ]

| i -
Location (Required): ) Level 1 _ Technician

Create New Task
|
e O& Stop Sver Shop L Level3
¥ PTC Concierge Support [P

. ) [ Create Mew Position |
| Silver Café & Deli (Store 1)

| Silver Café & Deli (Store 2)
| Silver Gift Shoppe
L siver Shopping

‘Save | Cancel
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NOTE: You can modify employee information at any time after creating them in Console. Refer to
the Managing Existing Users training module for more detailed information.

There are two additional tabs within the employee record (Additional Information and Site Access).

» Additional Information: Allows you to enter additional details such as email, phone number, pay rate,
start date, etc... which supports the communication of schedules and the reporting of labor costs.

» Site Access: Allows you to provide limited or full access to the store management portal
(store.cimplebox.com) and/or access to the employee portal (employee.cimplebox.com)
Refer to the Additional Employee Information training module and the User Permissions training
module for more detailed information.

New Employee i)

J Employee Intormﬁ“ Additional Information Site Access I

First Name (Reguired) Department Position: Task:
Concierge GM Chat MGMT
Last Name (Required):
i 5 Support Host Supervisor
Create New Department ] ;
Location (Required) l : : Level 1 Technician
i o [ Create New Task ]
MNCR Silver Cafe Level 2
One Stop Silver Shop Level 3
¥ PTC Concierge Support Server

) [ Create New Position |
Silver Cafe & Deli (Store 1)

Silver Café & Deli (Store 2)
Silver Gift Shoppe

Silver Shopping

Save | Cancel |

Click here for more information about creating a new Department, Position or Task.

Related Topics:
Managing Existing Users

Inactivate an Employee

Delete an Employee

Creating a new Department, Position or Task: How to create a new Department, Position or Task.
Importing Employee Information via the Unrecognized Clock-In Alert
Adding Employee Notes

Adding Additional Employee Information
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Roles & Responsibilities

Adjusting or Setting User Permissions
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Existing Users

In this module, you will learn about:
* How to manage existing employee information
Managing Existing Employee Information

To manage existing employee information you will need to navigate to the Labor Management module and
click Employees.

SILVER
¢ Store: PTC Concierge Support Day-to-Day ® Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filter by Store. All Stores [ Change |
Alerts Product
Message Date
R 1
W Unavailabllity Received 3/29/2016 Monthly P i
View All v
$60K
§48K
Current $36K A
Sales By D o I :
a s | L -l
ol *1:: 5 5Mm - =z
Ll P Wik e May 16 Jun 16 Jul 16

Labor Management J © Go Back

Employees », Time Card

y Manage your employee information and their Enter and manage the hours your employee clock-in

—  preferences, including scheduling preferences for their shift

I Work Schedule o Employee Availability

' Manage your stafrs schedule. Try using the Auto Set and track your employees’ schedule availability
Schedule feature
Roles
U Assign your crew members 10 various deparment

and roles to help you organize your team
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To Edit Employee Information
1. Select the employee you wish to edit information for

Employee Management ‘& o Go Back © More Options
Name Contact Email Address

Aaron Smith

Amber Delcid

2. Click Edit Employee Information

Employee: Aaron Smith © Go Back © More Opfions

— Employee Information

Name: Aaron Smith I
Location: PTC Concierge Support Pos

Edit Employee Information W

~ Notes on this Employee

Date Note Type

o New Note View All for this Employee

— Additional Information » Show

3. Make the adjustments you need to make throughout the employee record
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4. Click Save
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Edit Employee: Aaron Smith

|

Empioyee Information

;::lllﬂﬂ{ﬂequred).
on

Last Name ( Regurad)
Eilﬂ

Status
Active v

Location (Required):
NCR Siver Cafe
One Stop Siver Shop
¥ PTC Concierge Support
Siver Cafe & Ded (Store 1)
Siver Café & Ded (Store 2)
Siver G Shoppe

Siver Shepping

Additional Information Site Access
Department Position Task
Concierge GM Chat MGMT
Support Host Supervisor
[ Create New Department | Sovel Technician
Lovel 2 [ Create New Task ]
Level 3
Server

[ Create New Position |

Click here for more information about creating new Departments, Positions, and Tasks.

Related Topics:

Adding New Users to the System

Inactivate an Employee

Delete an Employee

Creating a new Department, Position or Task: How to create a new Department, Position or Task.

Importing Employee Information via the Unrecognized Clock-In Alert

Adding Employee Notes

Adding Additional Employee Information

Roles & Responsibilities

Adjusting or Setting User Permissions
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In this module, you will learn:

* The purpose of inactivating employees
* How to inactivate employees

The Purpose of Inactivating Employees

You can inactivate an employee at any time. Inactivating an employee will remove them from the work
schedule, employee availability schedule, time card view and all labor reports. However, you will still have
access to the employee’s information and historical data.

There are two reasons you may choose to inactivate an employee:

1. They have been terminated
2. They do not work in your location but support your business and therefore need access to your
account(s)
a. Inactive employees can still access their Console account, if one has been created for them.
You can modify or remove access at any time. See the User Permissions training module for
more information.

Inactivating an Employee
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To inactivate an employee, you will need to navigate to the Labor Management module and click
Employees.

Ol SR Dashboard Store Reports Resources
b 4 4 h 4
ore: P D erge DO Day-to-Day 2lp 0 = g og O
Labor
Dashboard Planning Filter by Store: All Stores [ Change |
p— Product
Message Date
A ilabili | 1
T Unavailability Received 3/29/2016 thiy P
View All
$60K
$48K
Current §36K &
$24k| = x 2 " B
Sales By Day s12k| 2 iﬁ 3 =
1] = _—
b S TOee Yo i Jun 16 Jul 16

Labor Management o Go Back
Employees Time Card
Manage your employee information and their {t) Enter and manage the hours your employee clock-in
'~ preferences, including scheduling preferences .../ fortheir shift
r'I;j Work Schedule < Employee Availability
Manage your staff's schedule. Try using the Auto M/ Setand track your employees’ schedule availability
Schedule feature
Roles
e Assign your crew members to various department
and roles to help you organize your team
To Add a New User
1. Select the employee you wish to inactivate
Employee Management ‘& o Go Back © More Options
Name Contact Email Address
Aaron Smith
Amber Delcid
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2. Click Edit Employee Information

Employee: Aaron Smith @ Go Back © More Options

— Employee Information
Name: Aaron Smith Department

Location: PTC Concierge Support Position:

Task:

Edit Employee Information M

— Notes on this Employee

Date Note Type

o New Note View All for this Employee W

— Additional Information » Show

3. Click the dropdown arrow under Status
4. Select Inactive

5. Click Save
Edit Employee: Aaron Smith
J Employee Information Additional Information Site Access
First Name | Required): Department: Position: Task:
fAaron LI Concierge Y [ chat MGMT
] Support ) Host g Supervisor
[ Create New Department ] @ Level 1 () Technician
B Level2 [ Create New Task ]
[ Level3
| server
| One Stop Silver Shop [ Create New Position ]
¥ PTC Concierge Support
L Siver Café & Deli (Store 1)
' Silver Café & Deli (Store 2)
| Silver Gift Shoppe
L Siver Shopping
Save | Cancel
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Related Topics:
Managing Existing Users

Delete an Employee
Creating a new Department, Position or Task: How to create a new Department, Position or Task.

Importing Employee Information via the Unrecognized Clock-In Alert

Adding Employee Notes

Adding Additional Employee Information
Roles & Responsibilities

Adjusting or Setting User Permissions
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Delete an Employee

In this module, you will learn:

* How to delete an employee record

Deleting an Employee

You can delete an employee at any time. Keep in mind that deleting an employee will completely remove
them from the system. Any historical information as it pertains to the employee’s work schedule, employee
availability, and select labor reports will be lost once they have been deleted.

However, you will still have access to historical sales data as it pertains to the employee even after they
have been removed from the system.

To delete an employee, you will need to navigate to the Labor Management module and click Employees.
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Dashboard

Alerts
Message

Current

Sales By Day

¢ Store: PTC Concierge Support

M Unavailability Received

Dashboard

Date
3/29/2016

View All W

Store

b

Day-to-Day

Planning

Product

Monthly Progress

Filter by Store: All Stores [ Change ]

$60K

$48K

$36K #

§24K| %7 X

$12K EEH o4 e
o -

Labor Management

Employee

S

J Manage your employee information and their
preferences, including scheduling preferences

{'I:} Work Schedule
-~/ Manage your staff's schedule. Try using the Auto
s Schedule fea

ture.

To Delete an Employee

Roles
W Assign your crew members to various department

and roles to help you organize your team

1. Select the employee you wish to delete

Time Card
@ Enter and manage the hours your employee clock-in

L. for their shift

’;‘) Employee Availability
& Set and track your employees’ schedule availability

o Go Back

Aaron Smith

Amber Delcid

Employee Management ‘&

2. Click More Options
3. Click Delete Employee

Contact

a. You will be asked to confirm your choice

o Go Back © More Options

Email Address
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b. Click OK

Employee: Aaron Smith m

— Employee Information

Delete Employee
Add New Employee

Name: Aaron Smith Department:

Location: PTC Concierge Support Position:
Task:

Edit Employee Information »

— Notes on this Employee

Date Note Type

o New Note View All for this Employee W

— Additional Information » Show

store.cimplebox.com says:

Are you sure you want to delete this employee?

0K Cancel

Related Topics:
Managing Existing Users

Inactivate an Employee
Creating a new Department, Position or Task: How to create a new Department, Position or Task.

Importing Employee Information via the Unrecognized Clock-In Alert

Adding Employee Notes

Adding Additional Employee Information
Roles & Responsibilities

Adjusting or Setting User Permissions
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New Dept., Position or Task

The purpose of this section is to illustrate how to create new Departments, Positions or Tasks.
Creating a New Department, Position or Task

There are two ways to create a new Department, Position or Task. You can create one by editing an
employee’s file or by accessing Roles & Responsibilities within the Labor section of the site.

Creating a New Department, Position or Task, via the Roles & Responsibilities platform.

STEP 1: From your Dashboard view, mouse over the Store tab and click Labor.

bl S1VER Dashboard Store Reports | Resources
- v »
E PTC Concierge Support . -to-Day . orto Hting og O
Labor
Dashboard Planning Filter by Store: All Stores [ Change ]
Product
Alerts |
Message Date
Unrecognized Clock-In Empio: from POS 6M15/201T7
- Monthly Progress
View All W
$300K :
Compare srminie | |
$180K = ]
Sales By Day B
& - -~
Today  Prev Week Prev Yoar ““s: R I I K % =
Sales $50 $13 $65 Mar 17 Apr 17 May 17
Checks 3 1 5 PTC Conclerge Support Siiver Gift
Average Check $16.70 $12.50 $12.07 e

4 Previous Day
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Hint: You can also access Labor by clicking on the Store tab and then on Labor from the
Store Management screen.

(OE=E  SWvER

* Store: PTC Concierge Support

Store Management

Day-to-Day
View dally, weekly, and monthly data for your store,
including sales and transaction count

Planning
Increase value and efficiency by setting goals for your
store and tracking your performance against them

Dashboard

Manage your employees, roles and their shifts. One
place to manage your entire labor force

Store Reports Resources
® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Labor

Product
Manage products and inventory items sold at your
store

&

STEP 2: From the Labor Management screen, click Roles, which will take you to the Role Management

page.

¢ Store: PTC Conclierge Support

® Search |

Chat | @ Help | Shortcuts | Settings | Log Out

T

Labor Management o Go Back
Employees #Tn Time Card
&_J Manage your employes information and thair
prafierences, iIncluding scheauling prefarences
Role Management o GoBack © Maore Options
(1) Work Schedule [
~7 Manage your staffs schedule. Try using the Auto
j Schedule feature Nama Description
Conclerge
Suppor
Roles
L Assign your crew members to various department and
roles to help you organize your taam
— Positions
Name Color indicator Description
GM [ Turquoise
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STEP 3: To create a New Department, Position or Task, click More Options at the top right corner of the
screen and select the desired category (Department, Position, or Task).

@ I Dashboard Store Reports Resources

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Role Management ¥

— Departments

Conclerge
Support

— Positions

GM . Turguoise
Host

Level 1 [ ] Yeliow
Level 2 [ orange
Level 3 Il Red

— Tasks

Chat MGMT

Supervisor
Technician Answer calls, be nice, elc.
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STEP 4: Enter the name and description (optional) of the Department/Position/Task in the fields that appear
and click Save when done. Note: You will have the option to assign a color to any Position you create.

i b
@ Dashboard Store Reports Resources
hd hd
 Store: PTC Conclerge Support /® Search | Chat | @ Help | Shortcuts | Settings | Log Out

New Department ‘¥

Department Name:
Description:

Be sure to check those
locations for which you wish

Adt 1 the ollowing locatons: B PTC Conclerge Support 4= t0 make new Departnents,
i Positions and Tasks viewable.
| Silver Gift Shoppe

" Silver Shopping

[Save | [Cancel]

Creating a New Department, Position or Task, via an Employee’s file.
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STEP 1: From your Dashboard view, mouse over the Store tab and click Labor.
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D D Store Reports Resources
-
ore 2 0 gl Do o g ‘tO‘m‘f D 0 W og O
Labor
Dashboard Planning Filter by Store: All Stores [ Change |
Product
Alerts
Message Date
Unrecognized Clock-In Employee from POS 5152017
Monthly Progress
View All »
$300K .
$180K|— & |
Sales By Day RE L F ml L n
B S S S|
Today  PrevWeek  PrevYear i 2 90 2 22 %
= L
Sales $50 $13 $65 - Mar 17 Apr 17 May 17
Checks 3 1 5 PTC Conclerge Support [l Silver Gift
Average Check $16.70 $12.50 $12.97 Shoope B Sheer Shoppd
4 Previous Day
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STEP 2: From the Labor Management screen, click Employees.

¢ Store: PTC Conclerge Support ® Search | Chat | ® Help | Shortcuts | Settings | Log Out

Labor Management

-, Employees Time Card

) J Manage your employee information and their -| Enter and manage the hours your employee clock-in
preferences, including scheduling preferences o/ Tor their shift
Work Schedule Employee Availability
Manage your staff's schedule. Try using the Auto . Set and track your employees’ schedule availability

Schedule feature.

Roles
\ Assign your crew members to various department and
roles to help you organize your team
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STEP 3: To view information for a specific employee, click on the row with the employee’s name shown.
The employee’s name, location, department, position, and tasks will be shown, if previously assigned.

@ L Dashboard Store Reports Resources
¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Employee Management ¥ © GoBack © More Options
Name Contact Email Address
Aaron Smith 555 5555555 asmith@console.com
- — - -
- -
o gy
— — —
v _— - - — -
- - - oy
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STEP 4: To edit this information, click Edit Employee Information in the lower right corner of the top text
box. The page will change to show the Edit Employee box.

@wce PETLTOY

Dashboard Store Reports Resources

¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Employee: Aaron Smith © GoBack © More Options

— Employee Information

Name: Aaron Smith

Department:
Location: PTC Concierge Support (Default) Position:
Siiver Gift Shoppe Tesk:

Silver Shopping

Portal Username: asmithner

| Edit Empioyee Information » |

— Notes on this Employee
Date Note Type
8/6/2016 Employee won $50 gift card for tops sales for the week Positive
Showing Latest 1 of 1 Notes
o New Note

View All for this Employee M

— Additional Information » Show

— Training » Show
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STEP 5: To create a New Department, Position or Task, simply click on the “Create New...” link at the
bottom of the category you wish to edit.

' '3 ~
@ ) Dashboard Store Reports Resources
v bl
* Store: PTC Conclerge Support /® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Edit Employee: Aaron Smith

J Employee Information | Additional Information Site Access
First Name (Required): Department: Position: Task:
[Aaron ) Concierge oM ) Chat MGMT
ﬁlﬁwﬁ— ~| Support [ Host ") Supervisor
e | Create New Department ] | [ Level 1 " Technician
Adive 4 Dltover2 [1crest New k1]
[ILevel 3
[ Server
| [ Create New Position | |

+ Enter the name of the Department/Position/Task in the field that appears
» Click the + button to create the Department/Position/Task.
» Click the Save button to assign the new Department/Position/Task to the employee.
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» Click Cancel to cancel this process and return to the previous screen.

Edit Employee: Aaron Smith

/® Search | Chat |

? Help | Shortcuts | Settings | Log Out

J Employee Information | Additional Information Site Access
First Name ined): Department: Position: Task:
Aaron " Concierge rem ) Chat MGMT
Last Name (Required): | Support [~ Host | Supervisor

* You may add as many Departments, Positions, or Tasks as you wish.

Related Topics:
Adding New Users to the System

Inactivate an Employee

Delete an Employee

Importing Employee Information via the Unrecognized Clock-In Alert

Managing Existing Users

Adding Employee Notes
Adding Additional Employee Information

Roles & Responsibilities
Adjusting or Setting User Permissions
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In this module, you will learn:

» The purpose of the Unrecognized Clock-In alert
* How to process Unrecognized Clock-In alerts

The Purpose of the Unrecognized Clock-In Alert

Employees will clock in and out from the POS for their shifts. The total hours worked, are then reported to
Console. Once this happens, you will receive an alert via your Dashboard titled “Unrecognized Clock-In
Employee from POS”.

This alert is telling you that we are now capturing hours worked for your employees that now need to be
imported into Console. It is a one-time process that will only need to occur when new employees are hired
and using the system for the first time.

Processing Unrecognized Clock-In Alerts
To process unrecognized clock-in alerts you will need to navigate to the Dashboard and click
Unrecognized Clock-In Employee from POS within the alerts box.
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Dashboard ( ) | ) | Resources

v

¢ Store: PTC Concierge Support ,® Search | @ Help | Shortcuts | Settings | Log Out

Dashboard Filter by Store: All Stores [ Change ]
Alerts Links
Date
Unrecognized Clock-In Employee from POS 8/6/2016
: i Monthly Progress
View All W
it | s |
Current (x]
Unrecognized Clock-In Employee from POS
Sales By [
Your attention is needed for the issue below.
Sales There are unknown users found during the import of the time cards from the POS. This typically occurs when this employee
Transactiof 'S &ither not created as an employee in CimpleBox or is not properly associated to the POS user
Average C| Click here to match this user to the correct CimpleBox user.
4 Previous [
\ v
i Weather Forecast
CurWTD  PrevWTD  Prev YrWTD One Stop Silver Shop, PTC Concierge Support, Silver Gift
Sales $617 $885 $102,847 Shoppe
Transactions 47 47 45 Today [8"{;’3, Tomorrow [t;:” Mon (8!8;?'
Average Check $13.14 $18.83 $2,285 .49 Yoo ¢ B v Y 72

View Full 5-Day Forecast pp

1. Click the Click here link within the alert

Unrecognized Clock-In Employee from POS

Your attention is needed for the issue below.

There are unknown users found during the import of the time cards from the POS. This typically occurs when this employee
is either not created as an employee in CimpleBox or is not properly associated to the POS user.

o match this user to the correct CimpleBox user.

2. Click Match Employee to the right of the employee’s name(s)
a. If you have multiple locations, you will not have to select the location that the employee belongs
to. The system will automatically show the store that your employee is assigned to, based on
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the POS from which they clock in and out

Unrecognized POS Employees o Go Back
Store Date Display Name Name POSID

PTC Concierge Support 8/6/2016 Lizzy Duncan 5883 Match Employee b

Silver Shopping 8/6/2016 Kenya Hoover 22333 Match Employee W

Silver Shopping 8/6/2016 Michael Alberty 20346

3. If the employee has already been created within Console, their name will automatically appear to the
right of the Match “...” to CimpleBox User

Match User 0 Go Back

Match "Lizzy Duncan” to CimpleBox User.  Lizzy Duncan v

_Save | Cancel |

a. If the employee has not been created in Console yet, Select a User will appear to the right of
Match “...” to CimpleBox User
Click the dropdown arrow to the right of User

c. Select Create New Employee

Match User o Go Back
Match "Michael Alberty" to CimpleBox User: | Select a User v
Select a User a
L 1 Ceaiehen Enviores
Amber Delcid
Andrew Cohen Save | Cancel
Angela Stanhope

d. The employee’s first and last name will auto-populate in the open fields below
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Match User

Match "Michael Alberty" to CimpleBox User:

Create New Employee v

FirstName: |Michael

LastName: |alberty

o Go Back

Save | Cancel

4. Click Save

a. Once you have imported an employee’s hours, you will have the ability to edit their record to
add additional details such as phone number, email address, pay rate, start date, etc. This can
be done via the Employee Management portal. Refer to the Managing Existing Users training

module for more information.

Related Topics:
Managing Existing Users
Inactivate an Employee
Delete an Employee

Creating a new Department, Position or Task: How to create a new Department, Position or

Task.
Adding Employee Notes

Adding Additional Employee Information

Roles & Responsibilities

Adjusting or Setting User Permissions
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In this module, you will learn:

* How to add notes to employee records
+ How to view or modify notes that have already been added to an employee record

How to Add Notes to Employee Record
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To create a note for an employee you will need to navigate to the Labor Management module and click
Employees.

Dashboard
* Store: PTC Concierge Support ® Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filter by Store: All Stores [ Change |
Product
Alerts
Message Date
Unavailabllity Recelved 32012016
L v Monthly Progress
View All W
$60K
$48K
Current $36K A
Sales By Day 16| % iﬁ -8 =
Today Prev Week Prev Year $0 vy
un 16
Labor Management J © Go Back
Employees » Time Card
a3 Manage your employee information and their @ Enter and manage the hours your employee clock-in
preferences, including scheduling preferences for their shift
(P Work Schedule T Employee Availability
Manage your staffs schedule. Try using the Auto Set and rack your employees’ schedule availability
Schedule feature
Roles
W Assign your crew members 10 various department
and roles to help you organize your team

Creating a New Note

1. Select the employee for which you wish to create a note

Employee Management ‘¥ © Go Back © More Options
Name Contact Email Address

Aaron Smith

Amber Delcid
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2. Click New Note
3. A blank note will appear in a floating window
4. Enter text for your note
5. Select the note date
6.
right of Type
7. Click Save

Store User Guide - 2

Select the type of note (e.g. General, Positive or Negative) by clicking the drop down arrow to the

Employee: Aaron Smith

0 Go Back © More Options

— Employee Information

Name: Aaron Smith
Location: PTC Concierge Support

Edit Employee Information »

— Notes on this Employee
New Note

Date

9 New Note

— Additional Information » Show| Date: [5;5;2015 3

Type -

General v

Positive
Negative

=R

fype

:mployee B

~Save | Cancel

How to View or Modify Existing Employee Notes
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To view or modify a note for an employee you will need to navigate to the Labor Management module and
click Employees.

Labor Management 0 Go Back
Employees » Time Card
Manage your employee information and their ‘g Enter and manage the hours your employee clock-in
. preferences, including scheduling preferences . for their shift

f 1-_} Work Schedule 7 Employee Availability
Manage your staffs schedule. Try using the Auto ’ ’  Setand track your employees' schedule availability
7 Schedule feature

Roles
(e Assign your crew members 1o various department
and roles to hE'D you organize your team

1. Select the employee you wish to view or modify a note for

Employee Management o Go Back © More Options
Name Contact Email Address

Aaron Smith

Amber Delcid

2. Any notes that have been created for the employee will appear
3. Click the note you wish to view or modify
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a. You can also click View All for this Employee to view all notes

Employee: Aaron Smith @ GoBack © More Options

— Employee Information

Name: Aaron Smith Department:
Location: PTC Concierge Support Position

Task

Edit Employee Information b

— Notes on this Employee

Date Note Type

8/6/2016 Employee won $50 gift card for tops sales for the week Positive

Showing Latest 1 of 1 Notes

o New Note View All for this Employee W

— Additional Information »Show

View All for this Employee W

Employee Notes: Aaron Smith & @ GoBack @ More Options
Date Note New Note
8/6/2016 Employee won $50 gift card for tops sales for the week Positive

Note: You can add a new note at any time from this screen by clicking More Options and New Note.

4. Once you have selected the note you wish to view or modify, it will appear in a floating window
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a. From this window, you can edit the note, select a different note date, change the note type or
delete the note

]
Note
Employee won $50 gift card for tops sales for the week
Date : }8,‘6/2016 : Last Modified: 8/6/2016 7:16 PM
Type : Positive v
Delete Note Save | Cancel |

5. Click Save if you've made changes or the “x” at the top right corner to close the window
a. The Last Modified date will change if you’ve made edits to the note

Related Topics:
Adding New Users to the System
Inactivate an Employee

Delete an Employee

Managing Existing Users
Creating a new Department, Position or Task: How to create a new Department, Position or Task.

Importing Employee Information via the Unrecognized Clock-In Alert

Adding Additional Employee Information

Roles & Responsibilities

Adjusting or Setting User Permissions
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Additional Employee Info.

In this module, you will learn:

* How to add additional information to an employee record
* How to view or edit additional information that has already been created

Adding Additional Information
To add additional information to an employee record you will need to navigate to the Labor Management
module and click Employees.

s Dashboard Store | Reports . Resources
v
¢ Store: PTC Concierge Support ® Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filter by Store: AN Stores [ Change |
Product
Alerts
Message Date
¥ Unavailabllity Recelved 372972016
= . v — Monthly Progress
View All »
$60K
§48K
Current $36K x
$24k) @ x = s X
Sales By Day $12K E iﬂ E .
Oday || FeovWhek e d May 16 Jun 16 Jul 16
Labor Management J o Go Back
Employees » Time Card
Manage your employee information and their ) Enter and manage the hours your employee clock-in
| preferences, including scheduling preferences L. ./ for their shift
I Work Schedule oy Employee Availability
- Manage your staffs schedule Try using the Auto Set and rack your amployeas scheadule availability
‘ Schedule feature
Roles
W Assign your crew members 10 various department
and roles to help you organize your team
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1. Select the employee you wish to add additional information for (this can also be done curing the
creation of a new employee)

Employee Management ‘& o Go Back @ More Options
Name Contact Email Address
Amber Delcid

2. Click Edit Employee Information

Employee: Aaron Smith o Go Back © More Options

— Employee Information

Name: Aaron Smith Department:
Location: PTC Concierge Support Positior
Task

Edit Employee Information M

— Notes on this Employee

Date Note Type

@ New Note View All for this Employee b

— Additional Information » Show
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3. Click the Additional Information tab

Edit Employee: Aaron Smith

First Name (Required) Department Position: Task
fharon Concierge GM Chat MGMT
Last Name (Required):
3 1 i S < g
[Smith : _upprolri : Host Supervisor
Create New Department | . .
Status Level 1 Technician
Active v Level 2 [ Create New Task |
Location (Required) Level 3
NCR Silver Café
Server
One Stop Silver Shop [ Create New Position ]

¥ PTC Concierge Support
Silver Cafe & Deli (Store 1
Siiver Cafe & Deli (Store 2
Silver Gift Shoppe

Silver Shopping

Save | Cancel |

4. Enter the additional information you wish to add in the open fields to the right of each item. At a
minimum, we recommend that you add
a. Mobile Phone Number and Mobile Service Provider (enables text messaging to communicate
the work schedule)
i. Standard messaging rates will apply to the employee
b. Email Address (allows you to communicate the work schedule)
c. Pay Rate Information (allows you to track labor costs)
i. You will have the option to enter it based on hourly rate or salary
ii. Keep in mind that if you have a salaried employee that works at more than one of your
locations, for reporting purposes, their salary will be evenly distributed across all locations
based on the number of locations you have
d. Transaction to Employee Ratio is the number of customers an employee can serve per hour
i. Ratio is used to help the system forecast labor and the ratio you enter will vary by
employee and job performance
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ii. You can use a starting point of 10-20 and adjust as needed

Edit Employee: Aaron Smith

Employee Information | Additional Information I Site Access

Phone: Employee #
IL\nbile Phone: Birthday: :

Mobile Service Provider: Start Date:

| Select Provider ¥ :

Email Address: .

| Pay Type: ® Hourly ' Salary

Ism Addesse: Hourly Rate: Effective Date: 3
Street Address Line 2 Transaction to Employee Ratio:

City: State: “Notes.

Zip:
Emergency Contact
Contact Relationship

Emergency Phone

5. Click Save

View or Modify Additional Information
To view or modify additional information for an employee record you will need to navigate to the Labor
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Management module and click Employees.
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Labor Management

- Employees
r Manage your employee information and their
.~ preferences, including scheduling preferences

r'tj Work Schedule

?- Manage your stafls schedule. Try using the Auto

Schedule feature

Roles
W Assign your crew members to various department
and roles to help you organize your team

Editing Additional Information
Select the employee for which you wish to view or modify additional information

1.

£

0 Go Back

Time Card
Enter and manage the hours your employee clock-in
for their shift

Employee Availability
Set and track your employees’ schedule availability

Employee Management ‘&

Amber Delcid

Contact

@ Go Back © More Options

Email Address
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2. Click Show to the right of Additional Information

Employee: Aaron Smith @ GoBack © More Options

— Employee Information

Name: Aaron Smith
Location: PTC Concierge Supporn

Edit Employee Information #

— Notes on this Employee

Date Note Type

o New Note View All for this Employea B

— Additional Infon'nau'onl » Show !

3. This will expand the window to show any additional information that you have entered for your
employee
a. Click Hide to the right of Additional Information to collapse the window
b. Click Edit Additional Information at the bottom right of the window to edit information for the
employee
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i. Click Save
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— Additional lnfurmlﬂonlb Hide Il

Mobile Phone: 555-555-5555
Mobile Provider: ATAT
Email Address: asmith@console com

Transaction to Employee 20
atio:

Employee # 123456

Pay: 5135000/ Year

I Edit Addional Information I

/l

Edit Employee: Aaron Smith

Emgloyee Intormanon |

Phone

oo
Mobse Fhone
[555.555.5555

Mobae Service Provider
ATAT v

Emadt Address
[asmith@console com

[lnu Address

Street Address Line 2

Sume Access

Buthday
| o
Start Date
3
Pay Type Mourly * Satry
Yearty Salary Effective Date
ppso00 112016 B

;mnh Employes Ratio
0

Notes

r.m Contmot

Contact Relationship

ltmhm

| Cancel |

Related Topics:
Adding New Users to the System

Inactivate an Employee

Delete an Employee

Managing Existing Users

Creating a new Department, Position or Task: How to create a new Department, Position or Task.

Importing Employee Information via the Unrecognized Clock-In Alert

Adding Employee Notes

Roles & Responsibilities
Adjusting or Setting User Permissions
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In this module, you will learn:
* How to create new Departments, Positions and Tasks within the Roles management platform

* How to create new Departments, Positions and Tasks within an employee record
* How to edit Department, Positions and Tasks

*Creating New Departments, Positions and Tasks
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To create a new user you will need to navigate to the Labor Management module and click Roles.

* Store: PTC Concierge Support

Dashboard
Alerts
Message Date
W Unavailabiiity Received 32972016
View All b
Current
Sales By Day

Today Prev Week Prev Year

Dashboard

® Help | Shortculs | Seltings | Log Oul
Planning Filter by Store. All Stores [ Change |
Product
Monthly Progress
$60K
§48K
36K A
$24K| = 2 = ¥
tal Sy 8 z
“ " " —_—
May 16 Jun 16 Jul 16

Labor Management

| =

[
|

Employees
Manage your employee information and their
preferences, including scheduling preferences

Work Schedule
Manage your staffs schedule. Try using the Aulo
Schedule feature

©

—

2

v

ASSIQN your crew members 10 various deparnment
and roles to help you organize your team

1. Click More Options

© Go Back

Time Card
Enter and manage the hours your employee clock-in
for their shift

Employee Availability
Set and track your employees’ schedule availability
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2.

o0 ke

Click Add New Department
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Role Management ‘¥ ‘ More Options
— Departments ! Add New Department
Add New Position
Name Description Add New Task
Concierge
Support
— Positions
Name Color Indicator Description
GM [ Turquoise
Enter the Department Name
Enter a Description (optional)
Select all locations that this department should be applied to
Click Save
New Department ‘&
Department Name:
Description:
Add to the following locations: || NCR Silver Cafe
"/ One Stop Silver Shop
¥ PTC Conclerge Suppon
L Silver Café & Deli (Store 1)
L Silver Café & Deli (Store 2)
L Silver Gift Shoppe
| Silver Shopping
Save | Cancel

To Create a New Position

1.

Click More Options
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2. Click Add New Position

N o koW
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Enter the Position Name
Enter a Description (optional)

Role Management & - More Options
~ Depanments Add New Department
Add New Position
Home Description Add New Task
Conclerge |
Support
— Positions
Name Color Indicator Description
GM [ Turquoise

Select the Color Indicator (optional). You can choose to display this color within the work schedule

Select all locations that this position should be applied to
Click Save

New Position &

Position Name (Required):
Description:

Color Indicator: Select Color v | |

Add to the following locations: | | NCR Silver Café
) One Stop Silver Shop
¥ PTC Conclerge Support
! Silver Café & Deli (Store 1)
) Silver Cafeé & Deli (Store 2)
| Silver Gift Shoppe
LI Silver Shopping

To Create a New Task

1.

Click More Options
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2.
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Click Add New Task
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Role Management & —Mure Options
— Departments Add New Department
Add New Position
Name Description | Add New Task
Conclerge a
Support
— Positions
Name Color Indicator Description
GM [ Turquoise
Enter the Task Name
Enter a Description (optional)
Select all locations that this task should be applied to
Click Save
New Task W
Task Name:
Description:
Add 0 the following locations: | NCR Silver Cafe
L/ One Stop Silver Shop
¥ PTC Conclerge Support
L Silver Café & Deli (Store 1)
L) Silver Café & Deli (Store 2)
L Silver Gift Shoppe
L Silver Shopping
Save | Cancel |

Creating New Departments, Positions and Tasks Within an Employee Record
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To create a new user within an employee record you will need to navigate to the Labor Management

module and click Employees.

Labor Management © Go Back

Employees 2 T» Time Card
& Manage your employee information and their . l_ Enter and manage the hours your employee clock-in

preferances, including scheduling preferances ' for their sh

L Work Schedule O Employee Availability
L9 Manage your staffs schedule Try using the Auto Set and rack your employees’ schedule availability
j Schedule feature

Roles
\ Assign your crew members to various department
and roles to help you organize your ieam

To Create Departments, Positions and Tasks Within an Employee Record

1.

Select any employee already created, or click More Options and Add New Employee

Employee Management & More Options

Add New Employee
Name Contact Emai Addre

Amber Delcid

Amber Delcid

Andrew Cohen

2. Click the Create New Department, Create New Position, or Create New Task links below each

category

a. This will open a field that allows you to enter text

3. Enter your text and click the + symbol
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4. Click Save

New Employee i,

J Empiloyee Information I Additonal Informaton Site Access
First Name | Reguired): Department: Position: Task:
J Concierge GM Chat MGMT
Name (Requred).
[ Create New Departrment | Lawel § T

Location (Fequred)
I[ Create New Task | I
NCR Siver Café I > Level 2
One Stop Siver Shop . Level 3

' PTC Concierge Support Servel
I[CreaerPmton] I

Siver Cafe & Dell (Slore 1)
Séver Cafe & Dedl (Store 2)
Saver GM Shoppe

S#.e1 Shopping

Save | Cancel

Once you have created departments, positions and tasks, you will have the ability to assign them to your
employee(s) by checking the box to the left of the created items. Employees may be assigned to multiple
departments, positions and tasks.

Editing Departments, Positions and Tasks

To edit a new user you will need to navigate to the Labor Management module and click Roles.

Labor Management e Go Back
Employees Tlme Card
P Manage your employee information and their ) r and manage the hours your employee clock-in
= preferences, including scheduling preferences eir shift

(D Work Schedule Employee Availability
./ Manage your staffs schedule. Try using the Aufo Set and rack your employees’ schedule availability
Schedule feature

Roles
[ AsSign your crew members o various depariment
and roles to help you organize your team

Editing Existing Departments, Positions and Tasks
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To edit a department, position or task within an employee record:

1. Click any department, position or task already created
2. Make your edits and click Save

Role Management b 5 Go Back

|

|

| wams Color Idicator Descripgion
| o

nat WBCAIT

. w3 Edit Position ¥
Level 2 W orarqe
Level 3 B Res Position Name (Regured) 1GM
Server | Description
— Tasks 4
Color Indecator:  Turguoise
L

l

Store User Guide - 2

e More Options

Save | Cancel |

Related Topics:
Adding New Users to the System

Inactivate an Employee

Delete an Employee

Managing Existing Users

Creating a new Department, Position or Task: How to create a new Department, Position or Task.

Importing Employee Information via the Unrecognized Clock-In Alert

Adding Employee Notes

Adding Additional Employee Information

Adjusting or Setting User Permissions
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In this module, you will learn:
* How to assign user permissions to an employee

o Store Management and Employee Portal access
* How to modify user permissions for an employee

Assigning User Permissions
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To assign user permissions to an employee you will need to navigate to the Labor Management module
and click Employees.

¢ Store: PTC Concierge Support
Labor
Dashboard | Planning Filter by Store: All Stores [ Change |
T Product
Message Date
1 Unavailability Received 3/29/2016 thiy P
View All b
$60K
$48K
Current *35K ‘ﬁ
$24K| o = o - =
Sales By Day $12K Eiﬁ g ;
oday Week 0 4 —-
b hncnd o $ May 16 Jun 16 Jul 16

Labor Management J o Go Back
Employees . Time Card
Manage your employee information and their Enter and manage the hours your employee clock-in
|~ preferences, including scheduling preferences &,/ fortheir shift

T Work Schedule ‘T Employee Availability
Manage your staffs schedule. Try using the Auto "~ Setand track your employees' schedule availability
Schedule feature.

(+)
Roles
W Assign your crew members to various department
and roles to help you organize your team

Site Access

1. Select the employee for which you wish to assign user permissions

Employee Management ‘& o Go Back © More Options
Name Contact Email Address
Amber Delcid
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2. Click Edit Employee Information
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Employee: Aaron Smith

o Go Back © More Options

— Employee Information

Name: Aaron Smith
Location: PTC Concierge Support

Edit Employee Information »

— Notes on this Employee

Date Note

o New Note

Type

View All for this Employee M

— Additional Information » Show

3. Click the Site Access tab

Edit Employee: Aaron Smith

[2) One Stop Siver Shop

¥/ PTC Concierge Support
| silver Café & Deii (Store 1)
[ siver Café & Deli (Store 2)
|) siver Gift Shoppe

[ siver Shopping

[ Create New Position ]

J Employee Information I Additional Infom- Site Access
First Name (Reguired): Department: Position: Task:
[aaron | Concierge Cem [ chat MGMT
Last Name (Reguired): 0 ]
ISmith U Support | Host Supervisor
P O T . O Level 1 () Technician
Acﬁve- v ) Level 2 [ Create New Task |
Location (Required): " Level 3

|-/ NCR Silver Cafe P

_Save | Cancel |

4. You have the option to assign Store Management access and/or Employee Site access

a. Store management access gives the user access to https://store.ncrconsole.com
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i. You will have the ability to restrict permissions to adjust what they see under their login
b. Employee site access gives the employee access to the employee portal which provides the
following to any user with access to it
i. Time card information, work schedule, availability portal and training materials (if
applicable)
c. Users can be assigned to the Store Management and Employee Site

Edit Employee: Aaron Smith

Employee Information Additional Information [ Site Access

Give access to the Store Management site

Give access to the Employee site (employee cimplebox.com)

Save | Cancel
Assigning Access to Store Management
1. Click the Give access to the Store Management site option
2. Enter a Username under Login Credentials and click Change Password
Edit Employee: Aaron Smith
Employee Information Additional Information [ Site Access L

|# Give access fo the Store Management site

_| Give access to the Employee site (employee.cimplebox.com)

— Login Credentials

Username (Minimum 6 characters) .

Password:

hhhhkahE

[ Change Password ]

— Store Management Site Access Details
Default to this location at log in: | PTC Concierge Support ¥

Access: | Admin - Access to all areas v

Save | Cancel

3. Enter password
4. Reenter password to confirm

Page 102 of 395



NCR

Store User Guide - 2

5. Click the dropdown arrow to the right of Default to this location at login (if applicable) to select the

location to which the employee (user) is assigned

6. Click the dropdown arrow to the right of Access

them to and to the stores they are assigned to

a. Admin - Provides the user to all areas of the store management site and for all locations
b. Limited — Provides the user to only those areas of the store management site that you assign

Edit Employee: Aaron Smith

Employee Information

Addifional Information

#| Give access to the Store Management site

Give access to the Employee site (employee.cimplebox.com)

Site Access L

— Login Credentials
Username (Minimum 6 characters) -

Password (6 - 12 characters) .

Confirm Password:

— Store Management Site Access Details

Access: | Admin - Access to all areas v

Admin - Access fo all areas

Default to this location at log in:  PTC Concierge Support ¥

Limited - Select rights below

_Save | Cancel
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7. Click Save

If you selected Limited, the window will expand to include additional selection options

Default to this location at log in:

— Store Management Site Access Details

Access: | Limited - Select rights below ¥

Store

Day-to-Day
Disable Edit Sales
Labor
Employees
Time Card
Hide Pay Rates
Work Schedule
Employee Availability
Roles
Planning
Sales Target
Labor Target
Product
Inventory
Add Inventory
Take Inventory
Inventory Tools
Download Products
Raw Ingredient Wizard

Manage Inventory

PTC Concierge Support ¥

Reports
Sales Reports
Sales
Product Mix
Modifier Report
Item Sales By Employee
Daily Summary
Labor
Labor Costs
Pay Period Report
Employee History
Time Card Discrepancy
Inventory
Inventory History
Inventory Movement
Discrepancy Report
Spending Report
Cost of Goods Sold
Inventery On Hand
Survey
Other Data
Key Indicators
Other Reports

Administration

Store Seftings
General Settings
Integration
POS Integration
Payrol Integration
Custom Data

Save | Cancel

a. Send the user their login credentials and the applicable URL (https://store.ncrconsole.com)

b. If you have provided the user with access to both sites, they can use the same login credentials

IMPORTANT: If you give a user Admin rights to the Store Management site, they will automatically
see all information, and for all stores within your network. If you do not want a user to have full
admin rights, you must assign them Limited access and then select only those items you want

them to see.

It is also important that you assign the user to only those locations you wish them to have access

to.

If at any time you change a user’s permissions from an admin to a user with limited rights, you
must go back to their employee record to uncheck any additional locations that were previously

checked.

Assigning Access to Employee Site

1. Click the Give access to the Employee site option
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Enter a Username under Login Credentials

Enter password

Reenter password to confirm

Click Save
a. Send the user their login credentials and the applicable URL (https://employee.ncrconsole.com)
b. If you have provided the user with access to both sites, they can use the same login credentials

ok~ wDdN

Edit Employee: Aaron Smith

Employee Information Additional Information | Site Access L

Give access to the Store Management site

# Give access to the Employee site (employee cimplebox.com)

~ Login Credentials
Username (Minimum 6 characters) :

Password (6 - 12 characters) :

Confirm Password:

Save | Cancel

Related Topics:
Adding New Users to the System
Inactivate an Employee

Delete an Employee

Managing Existing Users
Creating a new Department, Position or Task: How to create a new Department, Position or Task.
Importing Employee Information via the Unrecognized Clock-In Alert

Adding Employee Notes
Adding Additional Employee Information

Roles & Responsibilities
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Employee Availability

This section illustrates how an employee will request time off and how a manager will process those
requests. Click on a topic below for more detailed information.

Requesting Time Off

Managing Time Off Requests
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Request Time Off

In this module, you will learn:

* How to request time off

Resting Time Off

Employees can request time off at any time via the Employee portal (https://employee.ncrconsole.com). To
request time off the employee will need to click the Schedule tab and then Availability.

H s Schedule

Employee Portal Welcome, Aaron Settings

Training

Log Out

Alert Upcoming Schedu
Messages Date View full schedule ¥
Request to cover shift 8/712016
Time Card
Contact Week Of Total Hours
713112016 0.00
Contact Manager
8/712016 0.00
Schedule L
I Work Schedule I Availability
ﬁ J  View my work schedule & * Submit my availability schedule for approval
it

To Submit a Request

1. Select the week that your time off request applies to
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a. Once time off has been submitted, it cannot be retracted or edited

Store User Guide - 2

Availability

NCR Silver Cafe
Week
8172016 - 8/7/2016
8/8/2016 - 8/14/2016
8/15/2016 - 8/21/2016

8/22/2016 - 8/28/2016

o Go Back

Status

8/29/2016 - 9/4/2016 Vot Submitted
9/5/2016 - 9/11/2016 C tted
9/12/2016 - 9118/2016 ot S tted
9/19/2016 - 9/25/2016 0 tted

2. Select Click to edit for the day you want to submit a time off request for

a. If there are other days during the week that you need to request time off for, you must submit

them all at one time as you will not be able to modify requests for this week once submitted
3. Click the dropdown arrow to the right of Availability and select Not Available

Availability: NCR Silver Café o Go Back
8/29/2016 - 9/4/2016
8/29 830 a3 an € 9/4
Mon Tue Wed Thu Sat Sun

Aaron Smith
Saturday, 9/3/2016

Click to ed

Click to edit

Availability: | Available v

Available
Not Available Save | Cancel

Status: Not Submitted

Submit for Approval | Go Back |

4. Select All day or Specific times
a. If you select specific times the window will expand for additional input
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5. Click Save
_
Aaron Smith
Saturday, 9/3/2016
Availability: Not Available ¥ |
) All day
@ Specific times
9:00am To[2:00pm  |¥)
To ®
To ®
Save | Cancel
6. Click Submit for Approval
Availability: NCR Silver Café o Go Back
8/29/2016 - 9/4/2016
8/29 8/30 &3 91 92 93 9/4
Mon Tue Wed Thu Fri Sat Sun
Ciick to edit Click to edit Ciick to edit Click to edit Click to edit 9am - 2pm Ciick to edit

Status: Not Submitted

| smmhmppmll Go Back
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7. You will be asked to confirm your submission. Click OK

employee.cimplebox.com says:

Click 'OK’ to submit your availiability for approval.

| OK H Cancel ‘

You will see your submission reflected in the Availability portal with a status of Pending Approval. If
approved, the status will change to Approved and will be reflected in the store management work

schedule.
Availability o Go Back
NCR Silver Café

Week Status

8/1/2016 - 8/7/2016 Not Submitted
8/8/2016 - 8/14/2016 Not Submitted
8/15/2016 - 8/21/2016 Not Submitted
8/22/2016 - 8/28/2016 Not Submitted
8/29/2016 - 9/4/2016 Pending Approval
9/5/2016 - 9/11/2016 Not Submitted
9/12/2016 - 9/18/2016 Not Submitted
9/19/2016 - 9/25/2016 Not Submitted

Related Topics:
Managing Time Off Requests
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Managing Requests

The purpose of this section is to illustrate how a Manager manages time off requests.
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How to Give an Employee Access to Request Time Off

To request time off, employees must first have access to the Employee site on CimpleBox (see Step 5 of

Permission Setting).

Managing Time Off Requests

@ Click to see it in action

STEP 1: From your Dashboard view, mouse over the Store tab and click Labor.

RSN SWVER

0 F10L Conclerge SUppo
Dashboard
Alerts
Message Date
Unrecognized Clock-In Employee from POS 6M5/2017
View All W
Compare
Sales By Day
Today Prev Week Prev Year
Sales $50 $13 $65
Checks 3 1 5
Average Chack $16.70 $12.50 $12.97

44 Previous Day

Store Reports Resources
L 4 v b
-to-Day " D Hing og O
Labor
Planning Filter by Store: All Stores [ Change |

| Product

Monthly Progress

$300K "

$240K| [ !

-': I

$180K E E
$120K| |« "B § 7 % w pe
50K - BN
L # w | W 4 o

40 L _. L
Mar 17 Apr 17 May 17
PTC Conclerge Support Siiver Gift

Shoppe [l Silver Shopping
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* Hint: You can also access Labor by clicking on the Store tab and then on Labor from the
Store Management screen.

@ncr EETCTCY
* Store: PTC Concierge Support
Store Management

Day-to-Day
View dally, weekly, and monthly data for your store,
including sales and transaction count

* Planning
Increase value and efficiency by setting goals for your
store and tracking your performance against them

Dashboard

/® Search |

Chat | @ Help | Shortcuts | Settings | Log Out

Labor
Manage your employees, roles and their shifts. One
place to manage your entire labor force

Product
Manage products and inventory items sold at your
store

&

STEP 2: Click on Employee Availability to bring up the weekly schedule view.

* Click the << Previous and Next >> links at the top of the page to

Work Scheduie b
Ll Mgsajersesd e
a— A
e £L -
e inarnr
. P E——p—
b B i s B e b Vo -
o e
& - ——
..':.'. . - - . b
St e
-
Lo
——
My B
i
-

o ben e (paons
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Availability View el

PFiii

another.

move from one week to
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STEP 3: Mouse over to, and click on, the day you wish to adjust availability for.

TS Ti26 T2T T2 T4
Fri Sat Sun Mon Tue

Saturday, 7/26/2014

Availability v Available

Mot Available

Save | Cancel

STEP 4: Select Available or Not Available. You can choose to enter specific times or click “All Day”. Click
Save when done.

725 Tr26 T2T T8 729
Fri Sat Sun Mon Tue

I i
Saturday, TI26/2014

Availability: | Mot Available

(=) Al day
Specific imes

Repeal this schedule

Save | | Cancel

* Note: Managers will see, and have the ability to adjust, availability for all employees.
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To view employee unavailability, click View Unavailable Times in the lower right corner.

Employee Availability ‘&

4 Previous 2/28/2011 - 3672011 Next 3
2128 k0] n » V4 s ¥
Mon Tue Wed Thu Fri Sat Sun

LE B et 2

| @ View Unavailable Times | ) View Available Times

To view employee availability, click View Available Times in the lower right corner.

.
SILVER Store

® Store: BR - Mission Grove w Shortcuts | Settings | Log Out

Employee Availability ‘& o Go Back

¢ Previous 212812011 - 362011 Next 3
2128 n an n k7] k'] k!
Mon Tue Wed Thu Fri Sat Sun

To ol e om, - Al Day ull Day All Day Al Day ull Day All Day

) View Unavallable Times | @ View Available Times

How to Approve Time Off Requests
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@ Click to see it in action

STEP 1: Your employee can submit unavailability (or time off requests) via their own log ins through the
Employee site. An alert will show up in the Alerts box of your Dashboard when they do this. Click on
Unavailability Received to open the message. Click the link within the message to go to the request.

Dashboard Filter by Stoee: Al Stores [ Charge |
Alerts
Wessage Date
T T————— ——

Unzwaiablity Recsved L

:Un availability Received
|Ssheduie unavaiat ty hay been submitted by Sam King for 802004 1 81072014

Vi thie SUDMIbES urdv aladility

| Recanes nasaone 10 P00
}

| )

]

e

STEP 2: From here, click the Pending Approval status link to approve or reject the request.

Pending Availability Requests Ge Back
Date Fange - 730201 B v e O Upsae |
Haums Week Subeitied S 1T M—
Sam king B/42014 - B10/2014 /282014 Fending Approval
Pending Availability Request B G2 s
58 L 2
& i T 3 S

Sam Kir

Exatus: Pending Approval

Aggrove | Rmmct | Go Back

* Note: Accepted requests will be automatically reflected on the weekly schedule.


http://www.cimplebox.com/help/guide/video.aspx?topic=unavailability_request
http://www.cimplebox.com/help/guide/video.aspx?topic=unavailability_request

NCR Store User Guide - 2

Related Topics:
Requesting Time Off
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Create a Work Schedule

In this module, you will learn:

 How to create a work schedule within Console

Creating a Work Schedule

To create a work schedule you will need to navigate to the Labor Management module and click Work
Schedule.



NCR

Store User Guide - 2

-
SUVER Store Reports
v hd
¢ Store: PTC Concierge Support Day-to-Day # Help | Shortcuts | Settings | Log Out
Labor
Dashboard | Planning Filter by Store: All Stores [ Change |
Product
Alerts
Message Date
M Unavailability Received 3/29/2016 Monthly Prog
View All b
$e0K -
fagK :
Current £36K a
$24K == O i “ =
Sales By Day $12K Eiﬁ 8 -
Today Prev Week Prev Year $0 : . b
May 16 Jun 1€ Jul 186

Labor Management

Employees

r Manage your employee information and their
= preferences, including scheduling preferences

o) Work Schedule
=%~ Manage your staffs schedule_ Try using the Auto
oy Schedule feature.

Roles
(@ Assign your crew members to various department

and roles to help you organize your team

o Go Back
», Time Card
V‘L) Enter and manage the hours your employee clock-in
>/ fortheir shift

T Employee Availability
& - Setand track your employees’ schedule availability

The Work Schedule view defaults to the current week and with any set unavailability showing. If
partial unavailability has already been set, you will see it in red when you click on the applicable

day.

You will have three options for building a schedule:

* Manual entry (required for the first schedule)
» Copy Previous Week’s Schedule

» Auto Schedule the Week (requires at least four previously scheduled consecutive weeks)
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Work Schedule ‘&

£ Previous
8122 8/23
Mon Tue
Employee 1 9am - 12pm
(Shift Supervisor) 1 - 6pm
Employee 2 9am - 1pm
(Manager) 2 - 6pm
Employee 3 B
(Team Member) 5-8pm Unavailable
Employee 4
(Team Member) 4 - 10pm 4 - 10pm
Employee 5 .
(Team Member) 2 - 9pm
Employee 6 .
(Team Lead) 9am - 2:30pm  11am - 2pm
Daily Total 22:30 Hrs 24 Hrs

$261.00 $328.50

o Auto Schedule this Week

o Clear this Week's Schedule

o Copy Previous Week's Schedule
o Add Note for this Week

8/22/12016 - 8/28/2016

B8/24 825
Wed Thu
3-10pm Unavailable

9am - 1pm 9am - 10pm

9am - 3pm

Bam - 2-45pm 3- 8pm

16:45 Hrs 24 Hrs
522563 5367.50

@ Go Back © More Options
Next 3
326 827 828 Total
Fri Sat Sun ota
Tam - 1pm 4 - 10pm Tam - 1pm 5339%3
11am-4pm  9am- Spm 8am - 2pm sguHD'E
1-515pm  6:30-10pm 2- tipm 25_,;;2?"'5'3
9am - 10pm 9am - Zpm SggﬂHﬂra
Unavailable Bam - 1pm 215;;3&;;
1-5pm 2930 Hrs
6-10pm  10am-3pm  2-10pm 529500
36:15Hrs 26:30 Hrs 34 Hrs
$456 50 $361.00 $428.00 184 Hrs
Total Labor Cost, $2,428.13
Estimated Labor Percentage: | 38.9% based on past 30 days (+21% of goal) ¥ |

Manually Creating a Schedule

1. Toggle to the week you want to set the schedule for by clicking Previous or Next at the top of the

page near the date range

2. Click the cell under the day and to the right of the employee that you want to add a shift for
3. Click the dropdown arrows to select the start and end times of the shift

4. Click Save
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5. Repeat steps 2 and 3 for each employee and for each day they are to be scheduled

Store User Guide - 2

Work Schedule & o Go Back o More Options
& Previous 8/29/2016 - 9/4/2016 Next 3
829 830 831 91 972 93 974 —
Mon Tue Wed Thu Fri Sat Sun o
Employee 1 : 0 Hrs
(Shift Supervisor) e S0.00
Employee 2 Employee 1 0 Hrs
(Manager) Monday, 8/29 $0.00
Employee 3 6:00am M) to 0 Hrs
(Team Member) 6:00am 50.00
6:15am
Employee 4 6:30am 0 Hrs
{Team Member) &-45am 50.00
Employee 5 7:00mm : OH
[Teapm Elember} 7:15am R $0.00
7.30am
Employee 6 7:45am ¥ 0 Hrs
(Team Lead) S$0.00
. 0 Hrs 0 Hrs 0 Hrs 0 Hrs 0 Hrs 0 Hrs 0 Hrs

Daily Total 50.00 $0.00 50.00 50.00 $0.00 50.00 50.00 0 Hrs
o Auto Schedule this Week Total Labor Cost: $0.00
o Clear this YWeek's Schedule Estimated Labor Percentage: | 0.0% based on past 30 days ¥ |
o Copy Previous Week's Schedule
o Add Mote for this Week

a. You can edit or add a shift to any shift already created by selecting the shift clicking Edit or

Add Shift
Work Schedule ‘¥
€K Previous 82912016 - 9/4/2016
829 830 & an
Mon Tue Wed Thu
Employee 1 i }
(Shift Supervisor) Gam - 2:45¢ Unavailable
Employee 1
Employee 2 Monday, 8129
(Manager) m
Gam - 2:45]1'-
Employee 3 :
(Team Member) Remove
Employee 4
(Team Member)

Copying the Prior Week’s Schedule
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1. Toggle to the week you want to set the schedule for by clicking Previous or Next at the top of the
page near the date range

2. Click the Copy Previous Week’s Schedule link at the bottom left corner of the page

3. Select those employees you wish to copy the schedule for

4. Click Copy
Work Schedule ¥ o Go Back © More Options
€ Previous 8/29/2016 - 9/4/2016 Next )
829 8130 831 an a2 a3 a4 Tokd
Mon Tue Wed Thu Fri Sat sun o
Employee 1 ) 0 Hrs
(Shift Supervisor) LAz £0.00
Employee 2 0 Hrs
(Manager) . \ 50.00
opy Previous Schedule
Employee 3 ) 0 Hrs
{Teaﬁ'n I‘tr'l'ember] electthe employees to copy their schedule from <0.00
he previous week
Employee 4 ¥ Employee 1 0 Hrs
(Team Member) “ Py 50.00
|« Employee 2
Employee 5 B " 0 Hrs
(Team Member) |« Employee 3 £0.00
Employee 6 ¥/ Employee 4 0 Hrs
(Team Lead) @ Employee 5 50.00
. 0 Hrs 0 Hrs 0 Hrs
Daily Total $0.00 |« Employee 6 S0.00 20,00 0 Hrs
Select All - Unselect Al )
o Auto Schedule this Week Cancel | Total Labor Cost: $0.00
o Clear this Week's Schedule _jhor Percentage: | 0.0% based on past 30 days ¥ |
| = Copy Previous Wieek's Schedule
o Add Note for this Week
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5. From here you can make additional edits before finalizing the schedule

Work Schedule ‘% o GoBack © More Options
€& Previous 8/2972016 - 91412016 Next ¥y
8/29 830 831 91 92 93 94 Total
Mon Tue Wed Thu Fri Sat Sun ot
Employee 1 9am - 12pm S . . . 33 Hrs
(Shift Supervisor) 1- 6pm 3-%0pm NESENES=N fam-fm | 4-1pm | Tam-pm $429.00
Employee 2 9am - 1pm 44 Hrs
(Manager) 2 6pm 9am - 1pm 9am - 10pm 11am - 4pm 9am - 5pm 8am - 2pm $880.00
Employee 3 o : . 25:45 Hrs
{Team Member) 5- 8pm Unavailable 9am - 3pm 1-5:15pm 6:30 - 10pm 2-1pm S257.50
Employee 4 30 Hrs
(Team Member) 4-10pm 4-10pm 9am - 10pm 9am - Zpm $360.00
Employee 5 . . 21:45 Hrs
(Team Member) 2-9pm 9am - 2:45pm 3- 8pm Unav ailable 9am - 1pm $206.63
Employee 6 . 1-5pm 29:30 Hrs
(Team Lead) S9am- 2:30pm  1am- 2pm 6- 10pm 10am - 3pm 2-10pm 5395 00
" 22:30 Hrs 24 Hrs 16:45 Hrs 24 Hrs 36:15 Hrs 26:30 Hrs 34 Hrs
Datly Totut 5261.00 5328.50 5225.63 $367.50 456,50 5351.00 5428.00 184 Hrs
o Auto Schedule this Week Total Labor Cost: $2.428.13
o Clear this Week's Schedule Estimated Labor Percentage: | 72.5% based on past 30 days (+55% of goal}) ¥
o Copy Previous Week's Schedule
o Add Note for this VWeek

Auto Schedule a Week

1. Toggle to the week you want to set the schedule for by clicking Previous or Next at the top of the

page near the date range
2. Click the Auto Schedule this Week link at the bottom left corner of the page
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3. You will be asked to confirm your choice. Click OK

auto schedule

Store User Guide - 2

a. Keep in mind that you must have a least four schedules in the system before it will allow you to

| Employee 1

Employee 2
{Manager)

Employee 3
(Team Member)

Employee 4
{Team Member)

Employee 5
(Team Member)

Employee &
(Team Lead)

Daily Total

Work Schedule &

(Shift Supervisor)

Mon

I o Aute Schedule this Week

o Clear this Week's Schedule
o Copy Previous Week's Schedule
o Add Note for this Week

&K Previous

8130
Tue

Unavailable

0 Hrs
50.00

@ Go Back
8129/2016 - 9/4/2016 Next ¥
8131 an 92 %3 9i4
Wed Thu Fri Sat Sun
Unavailable
Unavailable
0 Hrs 0 Hrs 0 Hrs 0 Hrs 0 Hrs
50.00 30,00 50.00 50.00 50.00

Total Labor Cost: $0.00

= More Options

Total

0 Hrs
£0.00

0 Hrs
$0.00

0 Hrs
£0.00

0 Hrs
£0.00

0 Hrs
£0.00

0 Hrs
£0.00

0 Hrs

Estimated Labor Percentage: | 0.0% based on past 30 days ¥ |

store.cimplebox.com says:

This will automatically fill in your schedule for this week, would you like to
proceed?

| | Prevent this page from creating additional dialogs.

‘ OK H Cancel |
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4. From here you can make additional edits before finalizing the schedule

Work Schedule ‘&
« Previous
829 8730
Maon Tue
Employee 1
(Shift Supervisor) 9am - Gpm
Employee 2 Bam - 1pm
(Manager) 2. 6pm
Employee 3 —
(Team Member) 2 - 8pm Unav ailable
Employee 4
(Team Member) - 10pm 4-10pm
Employee 5
{Team Member) 2-%pm
Employee 6
(Team Lead) Viam - Jym
N 18 Hrs 24 Hrs
Daily Total $219.00 $328.50
o Auto Schedule this Week
o Clear this Week's Schedule
o Copy Previous Week's Schedule
o Add Mote for this Week

Clearing a Schedule

8/29/2016 - 9/4/2016

831
Wed
3- 10pm

S9am - 1pm

Sam - 2:45pm

16:45 Hrs
322563

a
Thu
Unavailable

9am - 10pm

9am - 3pm

3-8pm

24 Hrs
3367.50

a2
Fri

7am - 1pm

11am - 4pm

1-5:15pm

9am - 10pm

Unavailable

1-5pm
G- 10pm

36:15 Hrs
$456.50

o Go Back
Next ¥p
a3 94
Sat Sun
4 - 10pm Tam - 1pm
Sam - 5pm dam - Zpm
6:30 - 10pm 2-11pm
Sam - Zpm
9am - 1pm
10am - Ipm 2 - 10pm
26:30 Hrs 34 Hrs
$361.00 3428.00

o0 More Options

Total

34 Hrs
£442 00

44 Hrs
$880.00

25:45 Hrs
8257.50

30 Hrs
$350.00

21:45 Hrs
$206.63

24 Hrs
5240.00

179:30 Hre

Total Labor Cost: $2,386.13

Estimated Labor Percentage: | 71.2% based on past 30 days (+53% of goal) ¥ |

You can clear a schedule at any time before it has been finalized. To clear a schedule:
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1.

Click the Clear this Week’s Schedule link at the bottom left corner of the page

Store User Guide - 2

Work Schedule ¥
4K Previous

829 8/30

Maon Tue
Employee 1 9am - 12pm
(Shift Supervisor) 1-6pm
Employee 2 9am - 1pm
(Manager) 2-6pm
Employee 3 .
{Team Member) 5-8pm Unavailable
Employee 4
{Team Member) 4-10pm 4- 10pm
Employee 5
(Team Member) 2-9pm
Employee & )
{Team Lead) 9am - 2:30pm  11am - 2pm

i 22:30 Hrs 24 Hrs
Daily Total st Zme
o Auto Schedule this Week
| o Clear this Week's Schedule |

o Copy Previous Veek's Schedule
o Add Mote for this Week

8/29/2016 - 9/4/2016

831 an
Wed Thu
3- 10pm Unav ailable
9am - 1pm 9am - 10pm
9am - 3pm
Bam - 2:45pm 3-8pm
16:45 Hrs 24 Hrs
$225.63 2367.50

Estimated Labor Percentage: | 72.5% based on past 30 days (+55% of goal) ¥ |

2. You will be asked to confirm your choice. Click OK

w2
Fri

7am - 1pm
11am - 4pm
1-515pm
Sam - 10pm
Unavailable
1- 5pm

6- 10pm

36:15 Hrs
5456.50

Next 3

a3
Sat

4- 10pm

Bam - 5pm

6:30 - 10pm

Gam - 1pm

10am - 3pm

26:30 Hrs
$361.00

o Go Back © More Options
9/4
Sun Total
7am - 1pm 53,329*_'63
44 Hrs
Sam - Jpm 3880.00
2545 Hrs
2- Tpm 5257.50
30 Hrs
9am - 2pm 8360.00
21:45 Hrs
$206.63
29:30 H
2-10pm 5295.153
34 Hrs
$428.00 184 Hrs
Total Labor Cost: §2.428.13

store.cimplebox.com says:

Are you sure you want to clear this schedule?

[ | Prevent this page from creating additional dialogs.

‘ oK

‘ Cancal ‘
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3. The schedule will be reset to a blank schedule reflecting only set unavailability

Work Schedule ‘¥ o GoBack © More Options
&K Previous 8129/2016 - 9/4/2016 Next ¥
8129 8130 831 a1 9/2 93 9/4 Total
Mon Tue Wed Thu Fri Sat Sun o

Employee 1 . 0 Hrs

| (Shift Supervisor) Unavailable 20.00
Employee 2 0 Hrs
(Manager) 50.00
Employee 3 : 0 Hrs
{Team Member) Unarvaliable $0.00
Employee 4 0 Hrs
(Team Member) 50.00
Employee 5 : 0 Hrs
{Team Member) Usnuevalsble 50.00
Employee 6 0 Hrs
(Team Lead) £0.00

- 0 Hrs 0 Hrs 0 Hrs 0 Hrs 0 Hrs 0 Hrs 0 Hrs

Daily Total $0.00 50,00 $0.00 50,00 £0.00 50.00 50,00 0 Hrs
o Auto Schedule this YWeek Total Labor Cost. §0.00
o Clear this Week's Schedule Estimated Labor Percentage: | 0.0% based on past 30 days ¥ |
o Copy Previous Week's Schedule
o Add Mote for this Week

Related Topics:
Add a Note for Current Week
Communicating Work Schedules
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Add Note for Current Week

In this module, you will learn:

 How to add a note to the work schedule within Console

Adding a Note to the Work Schedule

To add a note to the work schedule you will need to navigate to the Labor Management module and click
Work Schedule.

e Dashboard Store Resources
v w
¢ Store: PTC Concierge Support Day-to-Day @ Help | Shortcuts | Settings | Log Out

Labor

Dashboard Planning '_ Filter by Store: All Stores [ Change )
Alerts Product
Message Date
I Unavailability Received 3/29/2016 Monthly Prog
View All W
§60K
$48K
Current $36K
Sales By Day

Jun 16

Labor Management o Go Back
Employees Time Card
Manage your employee information and their -} Enter and manage the hours your employee clock-in
, preferences, including scheduling preferences e/ fortheir shift
(I Work Schedule < Employee Availability
= ../ Manage your staffs schedule. Try using the Auto " ’ Setand frack your employees’ schedule availability
i ,,‘ Schedule feature.

Roles
W Assign your crew members to various department
and roles to help you organize your team
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To Add a Note to the Work Schedule

Store User Guide - 2

Toggle to the week you want to set the schedule for by clicking Previous or Next at the top of the

page near the date range

Click the Add Note for this Week link at the bottom left corner of the page
Enter the desired message in the floating window that appears

a. The message will appear on any printed work schedule

Click Save
Work Schedule % o Go Back © More Opfions
4K Previous 8/22/2016 - 8/28/2016 Next 3)
8122 8123 824 8125 8126 8127 8128 Total
Mon Tue Wed Thu Fri Sat Sun ota
Employee 1 9am - 12pm SEce 33 Hrs
Shift Supervisor) 1-6pm 3 - 10pm Jnavailable 7am - 1pm 4 - 10pm 7am - 1pm $429.00
Employee 2 9am - 1pm 44 Hrs
Manager) 5 Bam - 1pm %am - 10pm 11am - 4pm 9am - 5pm 8am - 2pm $880.00
Empl 3 a
mployee : 25:45 Hrs
e Member) 5. 8pm Note for this Week $257 50
his note will be included when you print this week's schedule
Employee 4 4- 10pm 30 Hrs
Team Member) | $360.00
Employee 5 21:45 Hrs
Team Member) 3206.63
Employee 6 : 29:30 Hrs
Team Lead) 9am - 2.30pm $295.00
e
; 22:30 Hrs
Daily Total 184 Hrs
ke Save | Cancel

o Auto Schedule this Week Aost §2.42813
o Clear this Week's Schedule Estimated Labor Percentage: | 38.8% based on past 30 days (+21% of goal) ¥
o Add Note for this Week

Related Topics:
Creating a Work Schedule

Communicating Schedules
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Communicating Schedules

In this module, you will learn:

 How to communicate finalized work schedules within Console

Communicating a Work Schedule

To communicate a work schedule you will need to navigate to the Labor Management module and click
Work Schedule.

SILVER'
¢ Store: PTC Concierge Support ® Help | Shortcuts | Settings | Log Out
Dashboard planning Filter by Store: All Stores [ Change )
Product
Alerts
Message Date
i Unavailability Received 3292016
View All
$60K -
$48K :
Current $36K 5
Sales By Da N N g | . ~
s Cal = : =2 ik
i SRR G
o |
T L ket i May 16 Jun 16 Jul 16
Labor Management o Go Back
Employees » Time Card
y Manage your employee information and their {L) Enter and manage the hours your employee clock-in
= preferences, including scheduling preferences ./ fortheir shift
[ i) Work Schedule “»  Employee Availability
/' Manage your staffs schedule. Try using the Auto  Setand track your employees’ schedule availability
U Schedule feature
Roles
@ Assign your crew members to various departiment
and roles to help you organize your team
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You will have three options for communicating a finalized schedule:

» Print a copy of the work schedule for team member reference

+ Send the work schedule via text or email

» Publish the work schedule which sends it to the employee portal

Store User Guide - 2

Work Schedule W
& Previous
8/22 823
Mon Tue
Employee 1 9am - 12pm
(Shift Supervisor) 1-6pm
Employee 2 9am - 1pm
(Manager) 2-6pm
Employee 3 e
(Team Member) 5 - Bpm Unav ailable
Employee 4
(Team Member) S o . o
Employee 5
(Team Member) £ -
Employee 6 ;
(Team Lead) %am - 230pm | Hiam - 2pm
- 22:30 Hrs 24 Hrs
Dedly Yotel $261.00 $328.50
o Auto Schedule this Week
o Clear this Week's Schedule
o Copy Previous Week's Schedule
o Add MNote for this Week

8/22/2016 - 8/28/2016

a4 825
Wed Thu
3-10pm Unav ailable
9am - 1pm 9am - 10pm
9am - 3pm
9am-2:45pm  3-8pm
16:45 Hrs 24 Hrs
$225.63 $367.50

Next 3
8/26 827
Fri Sat
7am - 1pm 4- 10pm
11am - 4pm 9am - 5pm
1-5:15pm 6:30 - 10pm
9am - 10pm
Unavaiable 9am - 1pm
1- 5pm
6- 10pm 10am - 3pm
36:15 Hrs 26:30 Hrs
$456.50 $361.00

Print Schedule
Send Schedule
Publish Schedule
Schedule Options

Eal o

o | 2

owmm A

21:45 Hrs

$206.63

29:30 Hrs

2- 10pm $295.00
34 Hrs

$428.00 104 ten

Total Labor Cost: $2,428.13

Estimated Labor Percentage: | 38.8% based on past 30 days (+21% ofgoal) ¥

Print a Work Schedule

1. Toggle to the week you want to print the schedule for by clicking Previous or Next at the top of the

page near the date range

2. Click More Options at the top of the page

Work Schedule & More Opiions
& Previous 81222016 - 8/28/2016 Next 3 Print Scheduie
Send Schedule
Mon Tou e = o - Publish Schedule
Er:ﬁlgﬁ::lsorl 93;116;rn2p|11 e = N ‘- 1om Schedule Opﬁnniuw
3. Click Print
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a. A preview will come up. Click Print

Store User Guide - 2

Demo Store Mon, 822 Tue, 823 Wed, /24 Thu, 825 Fri, 8i26 Sat, 8127 Sun, 828
e Bponison e a-1pm | Unavailable 7am - 1pm 4-100m 7am - gm
sz ';'“ajp:n"“ Bam- ipm gam - 10pm 11am - 4pm gam - 5pm Bam - 2pm
(Tearm Mesmber) 5-8pm Unavailable gam - 3pm 1-5:15pm 830 - 10pm 2-11pm

Frmm 4 - 10pm 4 - 10pm ‘Bam - 10pm ‘Bam - 2pm
(oo eember) 2-opm 8am - 2:45pm 3-8pm Unavailable gam - 1pm

ﬁ"m“ﬁl fam - 230pm 11am - 2pm B‘I"’:;“m 10am - 3pm 2-10pm

Send a Work Schedule (Via Text or Email)

1. Toggle to the week you want to print the schedule for by clicking Previous or Next at the top of the

page near the date range
2. Click More Options at the top of the page

Work Schedule ¥ QM
& Previous 8/22/2016 - 8/28/2016 Next 3 R
Send Schedule
— s s - -y — Publish Schedule
iﬁﬁlgﬁzsplw 9’1’".'5:5.?'" 3- g it 7am- 1pm 4-10pm Schedule Opnoni .

3. Check the boxes to the left of your communications preferences
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4. Click Send
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Email Schedule &

8/22/2016 - 8/28/2016

Email

Mobile Text Message**

Employee 1

Employee 2

Employee 3

LY

LY

employee1@wbdemo.com
{Click to change emai)

employee2@wbdemo.com
{Click to change emai)

employee3@wbdemo.com
{Click to change emai)

[ 8183427722

| 8181234567

|| 8184564567

» Add message to employees (Email only)

* Not scheduled

* Standard messaging charges from your service provider may apply

» View Example

» View Example

_Send | Cancel |

Publish a Work Schedule

1. Toggle to the week you want to print the schedule for by clicking Previous or Next at the top of the

page near the date range

2. Click More Options at the top of the page

Work Schedule &
4 Previous
822 823
Mon Tue
Employee 1 9am - 12pm
(Shift Supervisor) 1 - 6pm

8/22/2016 - 8/28/2016

824
Wed

3- 10pm

Next 3y
825 8/26 827
Thu Fri Sat
Unav ailable Tam - 1pm 4 - 10pm

QM_

—sondocnedule

Print Schedule

Publish Schedule

Schedule Options

FICTUT

3. Click Publish

a. Click Publish from the floating window that appears to confirm your choice

Page 132 of 395



NCR

Store User Guide - 2

i. This finalizes the schedule and sends it to the Employee portal for employee reference

Related Topics:
Creating a Work Schedule
Add a Note for Current Week

Estimated Labor Percentage: | 72.5% based on past 30 days (+55% of goal) v |

Work Schedule ‘¥
€ Previous 8/29/2016 - 9/4/2016
8129 8/30 831 91 92
Mon Tue Wed Thu Fri
Employee 1 9am - 12pm -
(Shift Supervisor) 1- 6pm 3 - 10pm Unavailable Tam - 1pm
Employee 2
(Manager) - —\ o
Publish Schedule
Er?:-plaonyn:fm?en 5- Bpm By "publishing" this week’s schedule, your crew n
members will have access to their schedule
Employee 4 4.1 through the Employee Portal. To find out more
(Team Member) - 10pm about granting your crew members access to the -
Employee Portal, click here.
Employee 5 5
(Team Member) Click “Publish” to continue.
Employee 6 e
(Team Lead) 9am - 2:30pm Publish | Cancel
; 22:30 Hrs A
Daily Total 5261.00 S328.50 (ALY ] TI67.50 356,50
o Auto Schedule this Week
o Clear this Week's Schedule
o Copy Previous Week's Schedule
o Add Note for this Week

9am - Spm

6:30 - 10pm

9am - 1pm

10am - 3pm

26:30 Hrs
$361.00

o Go Back © More Options

Print Schedule
Send Schedule
Publish Schedule
Schedule Options

8am - 2pm 58“5 DHC;ISJ
45H

2-mem TG

- | 21

2145 Hrs

$206.63

rom | ARG
34 Hrs

$428.00 184 Hrs

Total Labor Cost §2,428.13
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Time Card

In this module, you will learn:

 How to view time card data within Console

Time Cards

The time card feature tracks clock-ins and clock-outs for your employees. It also provides you the ability to
export time card information for payroll purposes (see the Export Time Card training module for more
information).
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To view time card data you will need to navigate to the Labor Management module and click Time Card.

(’1:) Work Schedule
../ Manage your staffs schedule. Try using the Auto
Schedule feature.

Roles
i Assign your crew members to various department
and roles to help you organize your team

Time Card Features

- )
o EIEVRE Dashboa Store Reports Resources
h 4 b4 v
0 P 0 (] VMO Da',f-tD—DE‘,F elp 0 = 0 og O
Labor
Dashboard Pl g Filter by Store: All Stores [ Change )
Alerts Product
Message Date
i Unavailability Received 32972016
L | vailabllity ! Monthly Progress
View All H

FE0K -
$438K l L

Current $36K ao |
j2ak| = 2T . ®

Sales By Day £121 EEH . § : =
Today Prev Week Prev Year $0 . -
Labor Management o Go Back
A 4
Employees »  Time Card
I Manage your employee information and their | Enter and manage the hours your employee clock-in
3 preferencas, including scheduling preferences /  for their shift

':") Employee Availability
x Setand track your employees’ schedule availability

1. Toggle to the week you want to view by clicking Previous or Next at the top of the page near the date

range
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a. Total hours and total wage will be displayed at the bottom of the time card
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Time Card ‘& © GoBack © More Options
£ Previous 6/2712016 - 71312016 Next 3
Name Pay Rate Total Hrs Wage

haley moore Enter Rate 5.100 50.00

Cynthia Ireland §10.00* 0.000 50.00

A JACKSON §7.25* 11.612 $84.19

ASHLY RAMUS $7.35* 16.704 $122.77

chandler tharp $7.25" 16.853 $122.19
Week Totals: 128.712 $646.49

* There was a pay rate change during this period

2. Click Enter Rate to set the pay rate for any employees that this has not yet been established for

3. Click Save
Name Pay Rate Total Hrs Wage
haley moore Enter Rite 5.100 50.00
Cynthia Ireland haley moore $10.00* 0.000 $0.00
A JACKSON Pay Rate: [10.00 $7.25* 11612 $84.19
Effective Date: |6/27/2014] | (e.g. 7/4/2008)
ASHLY RAMUS Save $7.35° 16.704 $122.77
chandler tharp $7.25* 16.853 $122.19

4. Click an Employee’s name to access their time card information

a. You have the option to view their hours by decimal value or by time value. At the bottom left

corner of the page click:

i. View as decimal value, or

ii. View as time value
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b. You can also edit time card information by click Edit Time Card at the bottom right corner of

the page

Time Card: A. JACKSON

€¢ Previous

Date Clock In
Monday, 6/27
Tuesday. 6/28
Wednesday, 6/29

Thursday, 6/30

Friday, 71
Saturday, 72

Sunday, 7/3

» View as decimal value View as time value

6/27/2016 - T13/2016

14.61

15.03

2024

Clock Out

21.06

20.19
2024

Week Total :

Next ¥

Hours

2 Go Back 2 More Options
Wage
0.000
6.451 $46.77
0.000 50.00
5.161 $37.42
0.000 50.00
0.000 50.00
0.000 50.00
11.612 $84.19
Edit Time Card

i. If you choose to edit time card information, make the necessary changes and click Save

and Finish

ii. Keep in mind that Console is continuously polling the POS. When we do, we go back
approximately 3 weeks each time we grab labor hours to ensure we reflect what occurs
on the POS. For this reason, we recommend that if changes need to be made to the time

Page 137 of 395



NCR Store User Guide - 2

card, they be made in NCR Silver.

Time Card: A. JACKSON & o Maore Oplions
€K Previous 612712016 - 7132016 Next ¥y
Date Clock In Clock Out Hours Wage
Monday, 6/27 [ Add More Shifts | 0.00
Tuesday, 6128 [14.61 ] [21.06 ] [ Add More Shifts | 6.45 54676
Wednesday, 629 [ Ao More Shifts | 0.00 $0.00
Thursday. 630 15.03 [50.19 516 3T
lio.u 0.24 [ Add More Shifts |
Friday, 7/1 [ Add More Shifta | 0.00 $0.00
Saturday, 7/2 [ Add More Shifts | 0.00 $0.00
Sunday, 7/3 [ Add More Shifts | 0.00 50.00
‘Week Total : 11.61 22497
Enter Total Hours Save | Save and Finish | Cancel |
® View as decimal value () View as time value

Related Topics:
Export a Time Card

Import a Time Card
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Export a Time Card

In this module, you will learn:
* How to export time card data within Console
Time Cards

The time card feature allows you to export time card information for payroll purposes.
To export time card data you will need to navigate to the Labor Management module and click Time Card.

St SiLvER Dashboard Store Reports Resources
v w v
ore: P 0 Brge DpO Day-to-Day alp 0 g g og O
Labor
Dashboard Planning Filter by Store: All Stores [ Change ]
Product
Alerts
Message Date
T Unavailability Received 3/29/2016
o y *‘Dl‘lﬂll' Progress
View All W
$60K .
$48K !
Current $36K ,‘;‘, :
$24K[ o % = - x
W s | o i
Setes B oy K Som ] = |
Week Prev Year o - -
i i May 16 Jun 16 Jul 16
Labor Management o Go Back
A 4
Employees . Time Card
J Manage your employee information and their 7) Enter and manage the hours your employee clock-in
A preferences, including scheduling preferences e/ fortheirshift
(’_"'.) Work Schedule 1 Employee Availability
&/ Manage your staffs schedule. Try using the Auto “/ Setand track your employees’ schedule availability
7 Schedule feature
Roles
n Assign your crew members to various depariment
and roles to help you organize your team
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1. Toggle to the week you want to view by clicking Previous or Next at the top of the page near the date

range
2. Click More Options
3. Click Export Time Card

Time Card ‘W

Name
haley moore
Cynthia Ireland
A JACKSON
ASHLY RAMUS

chandler tharp

4 Previous

More Options
711112016 - 711712016 Next ) e
Import Time Card
Pay Rate Total Hrs vwuge
$10.00 0.000 $0.00
$10.00 0.000 $0.00
$7.25 9.282 $67.29
$7.35 12714 $0345
$7.25 0.000 $0.00

Select the Start Date
Select the End Date

No o b~

Click Next

Click the dropdown arrow to the right of Format to select Comma Separated Values (CSV)

Export Time Card ‘W

Start Date:
End Date:

Format:

o Go Back

Saturday, 7/16/2016 v

Sunday, 7/31/2016 v

Select a format v

Select a format
Comma Separated Values (CSV)

8. Select the employees you wish to export timecard information for
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9. Click Export

Export Time Card ‘¥ o Go Back
Pay Period : 7/16/2016 - 7/31/2016

Employees at : Multiple Stores

Name D Total Hours
Employees at : Demo Store

Name D Total Hours
l# haley moore 14641
# Cynthia Ireland 26.653
# A JACKSON 20511
# ASHLY RAMUS 8978
¥/ CHAREKA JACKSON 4857
# christian paterson 25.966
¥ GARFEILD WOODRAFLE 28927
¥ Hailey brodie 28 565
¥ Eleni Vincent 6.239
# Brandon Tucker 25.360

[espon Jcancer

10. A file will appear at the bottom of the screen. Click the file to open it
11. Save it to your computer

TimeCard_Report_20...csv  ~

Related Topics:
Time Card
Import a Time Card
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In this module, you will learn:

* How to import time card data within Console

Time Cards

The time card feature allows you to import time card information for payroll purposes.

To export time card data you will need to navigate to the Labor Management module and click Time Card.

SILVER

¢ Store: PTC Concierge Support

Dashboard
Alerts
Message Date

il Unavailability Received 3/29/2016
View All »

Current

Sales By Day

Today Prev Week Prev Year

Store
v

Day-to-Day

Planning _ Filter by Store: All Stores [ Change |

Product

Monthly Progress

$60K
$a8K
$36K 3
$24K] o x= | " =
$1zk| 2 o B L= =]
- Rxa % E
May 16 Jun 16 Jul 16

2

{ T.']

Labor Management

Employees
Manage your employee information and their
preferences, including scheduling preferences

Work Schedule
Manage your staffs schedule. Try using the Auto
Schedule feature.

Roles
Assign your crew members to various depariment
and roles to help you organize your team

a Go Back

Y

Time Card
‘L) Enter and manage the hours your employee clock-in
for their shift

7 Employee Availability
s / Setand track your employees’ schedule availability
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1. Toggle to the week you want to view by clicking Previous or Next at the top of the page near the date

range
2. Click More Options
3. Click Import Time Card

Time Card ‘& ‘More Options
€ Previous 71112016 - 71172016 Next 3 Export ime Card
Import Time Card
Name Pay Rate Total Hrs rrugs
haley moore $10.00 0.000 $0.00
Cynthia Ireland $10.00 0.000 $0.00
A.JACKSON §7.25 9282 $67.29
ASHLY RAMUS $7.35 12.714 $93.45
chandler tharp $7.25 0.000 $0.00
4. The format defaults to the required file type (Excel)
5. Click Choose File to select the file
6. Click Upload
Import Time Card ‘& a Go Back

Format: Microsoft Excel ¥

Choose File Mo file chosen

I Upload |I Cancel |

Related Topics:
Time Card Overview

Export a Time Card
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Employee Training

This section illustrates how a manager can assign training videos and certification tests as well as how
employees access and complete those requests. Click on a topic below for more detailed information.

How to Assign Training Videos and Certification Tests

How Employees Access Training

Need a training video or certification test uploaded to your CimpleBox site? Contact us via email at
support@cimplebox.com so we can help!

! Remember: Training materials can be uploaded to your Resources section (within
Documents) for team member reference at any time. Click here for more detailed
information about how to upload a document.
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Assign Training

The purpose of this section is to illustrate how to assign training videos and certification tests to
your employees.

How to Assign a Test or Video

STEP 1: From your Dashboard view, mouse over the Resources tab and click Training.

@ D - Store Reports Resources
hd hd -
D D 0 uments 0
Training
Dashboard Filter by Store| pnoto Gallery 2]
Alerts Links
Message Date
V] |zed Clock-In Emplo from POS 5/16/2017
nrecogn n EMployee m M I PM
View All W
$300K -
Compare $240K 1 |
$180K| | © i
Sales By Day swokl | & . - i Lo o=
@ = et 2 |_@ 2 S
Today  ProvWeek  Prov Yoar i v 99 %R0
$0 — -
Sales $253 $562 $301 Mar 17 Apr 17 May 17
Checks 10 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $25.27 $56.22 $65.16 Huye ) S Sxpsby
1 Pravious Day
Sales By Week Weather Forecast
P o e PTC Concierge Support, Silver Gift Shoppe
Sales $313 $575 3456 | Mgt | R
Checks 14 1 1 63° 66° " 66
Average Check $22.36 $52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
May 2016
May Sales Target MTD Sales F g
PTC Conclerge Suppor.. §1,749 N/A $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $170 NA 82071 P $160,562 $3.088
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* Hint: You can also access Training by clicking on the Resources tab and then on Training
from the Resources screen.

@wcn O Dashboard Store Reports Resources
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Resources
Documents ‘ i Training
File and organize your documents online to be » Access training material for you and your crew
accessible to you at anytime b

A Photo Gallery
'pj Upload and manage your images for your store,
A including product and training pictures
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STEP 2: From the Training screen, select the class or subject you wish to access. You can set up subjects

(folders) within classes to drill down to specific training videos or certification tests.

Training &
Top Level

w Cake Decorator Training

|; Crew Member Training I

Total Classes

W/ Manager T
w Promotions

& Shift Leade)

Training &
Top Level > Crew Member Training

TN uestservice

@ Up One Level

Total Classes

L]

W lce Cream o
- Soft Serve 7
W SotSe Training W
w Store Top Level > Crew Member Training > Soft Serve @ Up One Level
Total Classes
‘ B ntroduction

B swis

H strawberry Sundae
[E Opening Procedure
B Daily Maintenance
B Ciosing Procedure
& Mocn Machine
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STEP 3: Select the video or test you want to assign and click Assign this class to the right of the image or
video.

Training ‘&
Top Level > Crew Member Training > Soft Serve & Up One Level

Introduction

6/5/2008
10

Assign this class

©0.00 00/00-00: 14

A E - Intraduction q
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STEP 4: Select the employees you wish to assign the video or test to and click Save. Click Cancel to
cancel your request and return to the previous screen.

Assign Class b * Gu Bac

Check an Employee’s Progress
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STEP 1: From your Dashboard view, mouse over the Store tab and click Labor.

@ SILVER "
Dashboard
Alerts
Message Date
Unrecognized Clock-In Employee from POS 51572017
View All »
Compare
Sales By Day
Today Prev Week Prev Year
Sales $50 $13 $65
Checks 3 1 5
Average Check $16.70 $12.50 $12.97
4 Previous Day

Store Reports Resources
-
-to-Day 0 Hing og O
Labor
Planning Filter by Store: All Stores [ Change |
Product
Monthly Progress
$300K .
$240K E! :
$180K = :
]
s120k| | @ 5 ¥ 2
S60K -4 —-——m__un B 1
"ERE R E IR E
$0 — L
Mar 17 Apr 17 May 17
PTC Conclerge Support [l Silver Gift
Shoppe ! Sliver Shopping

* Hint: You can also access Labor by clicking on the Store tab and then on Labor from the

Store Management screen.

Store Management

Day-to-Day
View dally, weekly, and monthly data for your store,
including sales and transaction count

* Planning
Increase value and efficiency by setting goals for your
store and tracking your performance against them

/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Labor

Manage your employees, roles and their shifts. One
place to manage your entire labor force

Product
Manage products and inventory items sold at your
store
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STEP 2: From the Labor Management screen, click Employees.

¢ Store: PTC Conclerge Support ® Search | Chat | ® Help | Shortcuts | Settings | Log Out

Labor Management

-, Employees Time Card

) J Manage your employee information and their -| Enter and manage the hours your employee clock-in
preferences, including scheduling preferences o/ Tor their shift
Work Schedule Employee Availability
Manage your staff's schedule. Try using the Auto . Set and track your employees’ schedule availability

Schedule feature.

Roles
\ Assign your crew members to various department and
roles to help you organize your team
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STEP 3: Select the employee you wish to view training information for.

@rcr JECNICY Dashboard Store Reports Resources

¢ Store: PTC Conclerge Support » Search | Chat | @ Help | Shortcuts | Settings | Log Out

Employee Management ¥ © GoBack © More Options
Name Contact Email Address

Aaron Smith 555-555-5555 asmith@console.com

o — -y -

e —

— —

—— -
E — ey
— — . —

- - ey -
b
T —

- — - —y -
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STEP 4: Click Show to the right of Training to view progress on any classes that have been assigned to

him/her.
|
Ty 1|_-|sn 22 1| Additional Information » Show
Training » Hide

Category Class Viewed  Certified  Approved
Oreo Explosion Oreo Explosion Intro v N/A Approve
Oreo Explosion Jamoca Oreo Sundae v N/A Approve
Orea Explosion Chocolate Oreo Sundae v NA _ Approve |
Soft Serve Introduction v N/A Apprave
Soft Serve Swirls v v Approve
Soft Serve Strawberry Sundae 4 NA Approve
Soft Serve - 31 Below 31 Below Strawberry Cream 4 N/A Approve
Soft Serve - 31 Below 31 Below Berry Pom Cream v NA _ Approve |
Soft Serve - 31 Below 31 Below Mango Cream v N/A Approve

STEP 5: Click Hide to the right of Training, once you have completed viewing the information to collapse

the expanded view.

Training

Category

Oreo Explosion Oreo Explosion Intro

How to Assign Multiple Training Videos & Certification Tests to an Employee
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STEP 1: Click Assign Training Classes at the lower right corner of the screen.

Additional Information »Show
Training ¥ Hide
Category Class Viewed Certified Approved
Oreo Explosion Oreo Explosion Intro [~ 4 N Approve |
Oreo Explosion Jamoca Oreo Sundae v N/A Approve |
Oreo Explosion Chocolate Oreo Sundae 4 NAA Approve |
Soft Serve Introduction " MNAA Approve |
Soft Serve Swirls 4 " 4 Approve |
Soft Serve Strawberry Sundae ¥ 4 /A Approve |
Soft Serve - 31 Below 31 Below Strawberry Cream "4 N/A Approve |
Soft Serve - 31 Below 31 Below Berry Pom Cream 4 MNAA Approve |
Soft Serve - 31 Below 31 Below Mango Cream L N#A Approve |
Assign Training Classes W
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STEP 2: Select those classes you wish to assign and click Save.
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Assign Training: Steven Kim

Categary. Oreo Explosion

Oren Explogion Intra

oo

Oreo Sundae

Jamoca Ored Sundag

3|

Chocolate Oreo Sundae
Jamoca Oreo Blast
Paach Fiuit Blast

Oren Cake

o000 ®

Dippad Do Cookias

%
?

|
:

9 Go Back

How to Approve Completion of Assigned Training Videos & Certification Tests
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STEP 1: Click Approve to the right of the applicable class.
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Additional Information » Show

Training ¥ Hide

Category

Oreo Explosion

Oreo Explosion

Oreo Explosion

Soft Serve

Soft Serve

Soft Serve

Soft Serve - 31 Below
Soft Serve - 31 Below

Soft Serve - 31 Below

Class
Oreo Explosion Intro
Jamoca Oreo Sundae
Chocolate Oreo Sundae
Introduction
Swirls
Strawberry Sundae
31 Below Strawberry Cream
31 Below Berry Pom Cream

31 Below Mango Cream

Viewed

C QL QL Q QL9

Certified

N

N/A

A
N/A

N4

N/A

N/A
N/A

L

Assign Training Classes W
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STEP 2: Click OK when asked if you are sure you want to approve the training class.

Store User Guide - 2

Training » Hide

Category

Oreo Explosion

Oreo Explosion

Oreo Explosion

Soft Serve

Soft Serve

Soft Serve

Soft Serve - 31 Below
Soft Serve - 31 Below

Soft Serve - 31 Below

Class

o Are you sure you want to approve this training class?

QK

31 Below Strawberry Cream
31 Below Berry Pom Cream

31 Below Mango Cream

A

MA

A

A

ALARLLLLE
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Once you approve a class, it will automatically update the employee file.

Additional Information » Show

Training » Hide

Category
Orea Explosicn

Do Explasion
Oreo Explosion

Crred Explasion Inbro
Jamaca Oreo Sundae

Chocolale Oreo Sundae

i

ALY

Store User Guide - 2

* Reporting Feature! To view the progress of all assigned classes, mouse over the Reports

tab and click Training.
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(Al SR Dashboard Store Resources
¢ Store: PTC Conclerge Support ® Search | (o, S Sples Reports 5 | Settings | Log O
Chily Summary
Dashboard wbor re: All Stores [ Change
Idvento
Alerts Links k.
Message Date Sprvey
Unrecognized Clock-In Employee from POS 51162017 o
View All I
$300K Ckher Data
Compare S24OK1 TR] | iy Indicators i
$180K| |8 !
Sales By Day s120k[ { % +’°“ Reports . _ — =
o -
Today Prov Week Prev Year — Training ¢ @ 2
$0——t -
Sales 546 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Chech $45.08 $56.22 $65.16 Shoppe [l Sliver Shopping
44 Previous Day
Sales By Week Weather Forecast
e e [ PTC Concierge Support, Silver Gift Shoppe
Today (5/16] Tomormow (5/1 Thu (5/18
Sales $106 $575 $456 e | i B
Checks 5 11 1 63° 66° VRS
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
o May 2016
sl Terg MTD Sales Forecast
PTC Concierge Suppor.. $1.715 N/A $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 N/A $2,071 4 Weeks $160,562 $3,088
Stivar Shopping S48 N N 8 Weeks $117,738 $2,264
Total: $2,301 N/A §13,551 52 Weeks $365,650 $7,032

Hint: You can also access the Training Report by clicking on the Reports tab and then on
Training from the Reports screen.
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~+) Sales Reports
H View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
‘ Run other reports for your store

Dashboard

son ) =S
® Search | Chat | @ Help | Shortcuts | Settings | Log Out

_ Dally Summary
View a summary of sales related data for a particular
day

Inventory
‘ View reports of your inventory

Reviews
@ View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and its progress

The following report will provide you with an overview of all classes assigned to your team
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and their progress in completing those assignements.
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Chocolate Oreo Sundae

Related Topics:
How Employees Access Training

Training o Go Back

[ Class Assigned Percent

Crew Member Training > Soft Serve

Swirls 1 i 100.0%

Crew Member Training > Sofl Serve - 31 Below

31 Below Strawberry Cream 1 1] 0.0%

31 Below Bemry Pom Cream 1 0 0.0%

31 Balow Mango Craam 1 o 0.0%

Promotions > Oreo Explosion

Oreo Explogion Intro 1 1 100.0%

Oriesd Sundie 1 o 0.0%

Jamoca Oreo Sundae 1 0 0.0%
1 0

0.0%
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Employee Access

The purpose of this section is to illustrate how an employee can access assigned training videos
and certification tests.

How to Access Training Videos & Certification Tests

STEP 1: From the Dashboard view, mouse over the Training tab and click it. You can also click View All
Training Materials located to the bottom right of the Training Alerts box on your dashboard.

Welcome, Steven | Settings Log Out

Training

Messages Date Course Name Classes Completed
No Message Crew Member Training 1o0f4
Promotions 0ot2
Contact

| view all training material » |

Contact Manager
Upcoming Schedule
View full schedule W
Time Card
Week Of Total Hours
72014 0.00

8242014
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STEP 2: Click the folder for the class that has been assigned to you. Keep in mind, you may be assigned
multiple classes, each of which may contain multiple videos and/or certification tests.

Employee Portal

Training
Top Level ¥+ Bookmarks

Training

Employee Portal Welcome, Steven | Settings Log Out

Training
Top Level > Crew Member Training @ Up One Level i+ Bookmarks

Course Name Viewed Certified Approved

1] son Serve 10f1 1011 ool

| | Soft

Training

Employee Portal Wwelcome, Steven | Settings | Log Out

Training
Top Level = Crew Member Training = Soft Serve @ Up One Level i Bookmarks

Course Name Viewed Certified Approved
B swiis
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STEP 3: After you have viewed the necessary training materials and/or videos, click Get Certified to begin
the test.

Training
Top Level > Crew Member Training > Soft Serve 4 Back kv Bookmarks
Swirls
Status | Viewed
odified - 6/5/2008
Total Views - 30
Rating . virirr

Bookmark this class

Get Certified o
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STEP 4: Click Submit Answers to complete the test. A message will pop up to notify you of your
completion status.

' Y
@ [ETTCH Home Schedule Training
Employee Portal Welcome, Steven | Settings  Log Out
Training
Top Level > Crew Member Training = Soft Serve & Back

Please answer the following questions based on the “Swirls” training.
You must answer the questions correctly to be certified for this class.

1. How many ounces are in a regular size Soft Serve?

) 4 ounces
O 6 ounces
O 8 ounces
10 ounces

2. How many ounces are in a large size Soft Serve?

O 5 ounces
7 ounces
9 cunces
) 11 ounces

Once you have completed a class, it will be automatically reflected in your employee file. At this time, your
supervising manager will review your progress to approve completion. Upon submitting approval, your
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employee file will be updated to reflect this change.

Training

Employee Portal

Welcome, Steven @ Settings | Log Out
|

Training

Top Level > Crew Member Training > Soft Serve @ Up One Level jj+ Bookmarks
Course Name Viewed Centified Approved
B swils 4 L

Training
Employee Portal Welcome, Steven | Settings | Log Out
Training

Top Level > Crew Member Training > Soft Serve -{EUpOmLavel i+ Bookmarks

Course Name Viewed Certified Approved
i Swirls

Related Topics:
How to Assign Training Videos & Certification Tests
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Inventory Management

Effective inventory management can help to reduce cost of goods (COGs) by quickly managing your
inventory through the NCR Console platform.

! Important: If you are entering inventory for the very first time, you must ADD Inventory for
all items you have on hand. Do NOT Take Inventory first. Adding inventory first STARTS
your inventory.

SILVER'
/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Product Management

Inventory Vendors
Manage your store's inventory Manage all of your inventory vendors
»

In this section you will find the following resources:

General
Add Inventory: How to add inventory.

Take Inventory: How to take inventory (raw ingredients/goods) to Console.

How to Hide or Display Items: How to hide or display inventory items.

Manage Products

Manage Inventory: How to manage your inventory in the system.
How to Select a Unit of Measure: How to select and create a unit of measure.

Correcting Errors: How to correct errors after you’'ve added or taken inventory.

How to Export Inventory: How to export your inventory database.

GLOSSARY OF TERMS
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Add Inventory: Occurs when you receive an order.

Take Inventory: When you take the inventory of what you have on hand the day you take inventory
(which may include recent deliveries).

On Hand: A snapshot of what you currently have in inventory.

Theoretical On Hand: Uses POS and Actual data to determine what you should currently have in
inventory. Inventory items must be tied to the POS to determine Theoretical On Hand totals.

Auto Depletion: When an item that correlates to a recipe is rung up on the POS, that item will auto-
deplete from inventory to give you what you should actually have on hand. Note: the item must be part
of a recipe that is also tied to the POS.

Actual Inventory: Reconciles with Auto Depletion to determine what you have on hand. This occurs
when you take inventory.

View History: Provides you with historical data to show how Theoretical On Hand totals were
calculated.

Cost of Goods (COGs): The value of goods sold during a particular period of time.

Inventory Discrepancy: Depicts actual vs. ideal inventory.
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Add Inventory

In this module, you will learn:

* How to add inventory (raw ingredients/goods) to Console

Adding Inventory

To add inventory you will need to navigate to the Product Management module and click Inventory.

ke Store ' Reports " Resources
- il bl
! Store: PTC Concierge Support Day-to-Day ® Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filter by Store: All Stores [ Change ]
Product
Alerts
Message Date
I Unavailability Received 3/29/2016 Monthly Progress
View All »
$60K
48K
Current $36K A
$24K| = ¥ = - ~
" - (=} .
Sales By Day $12K T iH 2 o
“'k (1] -
R e bl . May 16 Jun 16 Jul 16
Product Management o Go Back
Inventory
Manage your store’s inventory

To Add Inventory

Page 169 of 395



NCR Store User Guide - 2

1. Click Add Inventory

Inventory © Go Back
Add Inventory L Take Inventory
pdate your inventory with the latest delivery or o Take current inventory of your store and reconcile
purchase against theoretical inventory
" Inventory Tools
LLey e adient

2. Click the calendar icon to the right of As of to select the date and enter the time of the delivery
a. It's important the date you enter reflects the date that you actually received the delivery of
ingredients/goods (even if it is not the date that you are adding inventory to the system)
b. Inventory should always be entered in the sequence of events it occurred
3. Enter quantity of all items received
4. Select the unit size of each item received
5. Adjust the unit cost for each item received
a. The unit cost should always reflect the unit size that is shown
i. For example, if one case containing 100 gadgets costs $100, each gadget costs $1. The
unit size for a case should be Case and the Unit Cost should be $100. However, if you
change the unit size to Each the unit cost should be changed to $1 so that the totals
correctly calculate costs.
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6. Click Next

Add Inventory & o GoBack © More Options
As of :|8/82016 1 vi[sv][amv]
Category : Beverage

Item Min Qty Max Qty Quantity Units Unit Cost
Hide Coflee Regular Gold 4f-| Case 64ct(cs) v 50.00
Hide Freestyle Diet Sweetener of-| Container 2 5gal (cntr) » 025
Hide Freestyle Sweetener tf-| Container 5gal (cntr) « 1951
Hide Syrup Fruit Punch (3gal) +- | Container 3gal (cntr) v Fll 85
Hide Syrup Fruit Punch (5gal) of-| Container 5gal (cntr) v 745
Hide Syrup Lemonade Pink BIB 01-| BIB 3gal (bib) v 185
Hide Syrup Mountain Dew bf-| BIB 5gal (bib) ¥ 745
Hide Syrup Mountain Dew Diet 0:‘-| BIB 3gal (bib) v 185
Category : Test tems

Item Min Qty  Max Qty Quantity Units Unit Cost
Hide Bun Hamburger GF Clssc 3.20z ﬂ-| Case 24ct(cs) v [53.50
Hide Mushroom Slicd Thin 1/4in 0!-| Container 10Ib (cntr) v ﬁD.GG

Next>> | Cancel |

7. A summary of your add will be reflected in a floating window
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8. Click Finalize

Add Inventory Summary

Effective Date: 8/8/2016 1:28 AM
Total Items: 7

Invoice Total: $761.06

Finalize | Cancel |

Related Topics:
Correct an Inventory Add

Take Inventory
How to Hide or Display Items

Manage Inventory

How to Add a Custom a Unit of Measure

How to Export Inventory: How to export your inventory database.
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Import Invoices

In this module, you will learn:

* How to import vendor invoices to Add Inventory via the Store side portal.

Importing Invoices

The ability to import invoices allows you add items received from vendors into your inventory in
bulk with formatted Excel files. To import invoices you will need to navigate to the Product
Management module and click Inventory.

Store | Reports Resources
® siore: PTC Conclenge Support Dy -to-Day @ Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filler by Stora: All Stores [ Changa |
Alerts Product I
Message Dhatie
@ Unavailability Recernved 1RQZ06 thiy
Ve Al B
fe0K
FEK
Current $38K &
$24K] w2 = - .
Sales By Day $1zK -I‘ iH_ g =
o 1 —
Toduy L i : May 16 Jun 16 Jul 16
Product Management J o @o Back
Inventory
Manage your $loma's invenlony

To Upload Invoices

1. Click Add Inventory
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Inventory 9 Go Back

Add Inventory Take Inventory
Updade your inventary with the Eabest delivery or Take curment inventory of your stare and reconcile
purchase against theosatical inventory

Inventory Tools
Tools 1o creab and manage all your invenlony ilems

mﬁ’j including recipe and ingredients

1. Click More Options
2. Click Import Invoice

Add Inventory ‘b o Go Back | = More Options
Display Opfions

Asof :B212016 [T (1o v f[18 v |[AmM T Dewnioad SKU List
Import Invoice

Category - BAR e

Item Min Gty Max Gty Quantity Units Unit Cost

Hide 1235 - Select a unit v LU |

Hige Beer (zingle) H- Select a unit d

Hide BudLight - Select a unit . [

Hide Long lsland +- Select a unit r

Hide shot - Select a unit .

1. Click here to download the formatted template.
Import Invoice @ Go Back

Format| Micrasoft Excal »
Choose Fie Mo File Choosen

I Chck here 1o view 3 sample I
Upload Cancel

Upload status :

Important reminders about the format of your invoice

1. You MUST have SKU numbers set up in Console for each ingredient listed within your invoice
2. Those SKU numbers MUST match the SKU numbers listed within your invoice
3. Quantity field MUST include the quantity
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4. Quantity field CANNOT include non-numerical values

Al LR Irmvpice_samplel - Microsoft Eecel - o *
Home It Page Lapoadt Farmedan Data Heview Wiew =] g = ﬁ Ix
i j 3, - -
& Caliei i1 . v m - p | g™t E
v A A - gy - mp | General - | ,kr
P-Hj - il Fﬁt j 8% Duta - E ::'15. I}dh
te . - | g - - - WK Conditienal  Fanma el | o Find &
. B IO - - A- | EEW FE S L) d a3 Farmatting = ax Table = wLux- EYromat - 2T Figer- Sabict »
Cliphoard 1 Font O Albgnnent a Mumbe: O Stpies Clls Editing
id b, - £ | 81416 A
-
A B c [ E F & H i E
1 SKU Oty Unit Product Description Product Motes Wnit Cost Total
2 35854 1 Case Coffes Decaf Gold 33,16 393.16
3 81133 1 Case Coffee Regulsr Gold 50 50
4 81416 2 Containaer Fresstyls Diot Sweetenar BO.25 160.5
5
=]
¥
B
El
10
11
13
13
14
15 -
W 4k M| Sheetl Sheet? - Sheetd - F3 4 30
E 1088 (= )
Ready | | 0| 2 = o ]

1. Click Choose File to select the invoice you wish to upload
2. Click Upload

Import Invoice @ Go Back

Format | Microsoft Excel

Choose Fie | o File Choosen

Click here to view a sample

B Upcsd | Cance

Upload status |

1. You will be redirected to the Add Inventory page
a. This page will be populated with the totals from your imported invoice provided they meet the
required format criteria noted above
i. Those items that do not meet the required criteria will not be imported to show totals
b. From here you can made additional changes to any of the editable fields, including the date and
time
c. Ensure that the “As of” date reflects the date on the invoice

d. If the Units defined in the import file are not an exact match to what is set up in Console, then
the largest unit of measure will be populated on the page
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2. Click Next at the bottom of the page

Add Inventory ¥ & GoBack © More Options
A of | 10282018 f @ vl|3w | sy
Category | Beverage

item Min Gty Max Gty Guantity ibnits: Unit Cost
Hite Colfes Decafl Gold 50 Each 250 Each +- |1 Case Gdd cs) » 39,16
Hide Coffes Regular Gold 50 Esch 250 Each +- |1 Case Bddl jcs) v [sa
Hide Freestie Diel Sweetener 2 cnir 5 cnir - E Container 2.5gal (entr) v IE.ES
Hide Syrup Frut Punch (3gal) fentr  5ondr - | Container 3gal cnir) [a1.85
Hife Syrup Frud Punch (Sgal) +- Container Sgal (entr) « E?.AS
Hide Syrup Lemonade Pink BIB - BIB 3gal (k) * 1.85
Hide Syrup Mountain Dew - | BIB 593l (k) * [67.45
Hide  Syrup Motntain Dew Diet *- BB 3gal (bib) * 1.85
Calegory : Test ltems

e Min Gy Max Gy Cuantite Units. Uit Cosi
Hide Bun Hamburger GF Clese 3. 2oz 4 Case 24cl [cs) * 360
Hide Mushream Sied Thin 1/4in + Confainer 10 (crir) = 19,86

Cancei |

1. A summary of your Add will appear in a pop-up window
2. Click Finalize

Add Inventory Summary
Effective Date: 10/26/2016 9:29 AM
Total hems: 3

Invoice Total: $249.66

| Fraice || Cancel

Note: To ensure that the SKU numbers on your invoice match the SKU numbers in the application, click
More Options and Download SKU List. This will generate a file that allows you to compare what you have
set up for each item to the SKU listed on your invoice.
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Add Inventory ‘&
Asof: 6212016 [T (0w (18 v (AN ¥

Category - BAR
Item Min Gty Max Gty
Hide 1235

Hide Beer (single)
Hide BudLight
Hige Long Island

Hide  shot +-

Select a unit
Select a unit
Select a unit
Select a unit

Select a unit

b -0
Hame et

E:‘. Calir

Fage Lapoat Forrudm f"11] Rrecw ey

‘- K "wa® oo

L L Fadl angrawil . Pyt

E @

g "R E-SA FEERREE 4% - W Sodted fema o

Frimaling * i Tobie = Wplei =

el

B

¥ Deiete v

(1]

ko B

- o b4
aiffean
S B Frd &
" Ewe s Lol -
Eadng

a1 - [ |t L

hame
AMIANL Cotfes Decad Gold
B1LE3 Coffes Repulsr Gokl
B1416 Pty D6t Swisteir
Syiup Frull Pusich |Sgal)
Syrup Fruft Punch | Sgal)
Syrup Lamanads Pink BIR
Syrup Mosrrisin e
Fprup Mosntsin Des Diet
Synup Mug oot Beer | 3gal
i1 Sy bug Roaot Bear (Sgal
1z Syrup Pagi
13 Syrup Pami Dist
14 Fyrup Aink Lemcnads
15 Syrup Raspberry

|E|u:|-|u ﬂ-.lll.llmlm -

|

» Click here to see the full details

A n [ o | =& r

lIlhwd ¥[e]
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Correcting an Inventory Add

In this module, you will learn:

* How to correct an inventory add (for raw ingredients/goods) within Console

Correcting Inventory Adds

To correct an inventory add you will need to navigate to the Product Management module and click
Inventory.

SILVER'

Store Reports Resources
v v v
¢ Store: PTC Concierge Support Day-to-Day # Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Filter by Store: All Stores [ Change ]
Product
Alerts
Message Date
. e : 4
T Unavailability Received 3/292016 Monthly Progress
View All »
$60K
$48K
Current $36K A
$24K| = x E‘ S -
Sales By Day $12K Ein g =
Today Prev Week Prev Year $0
May 16 Jun 16 Jul 16
Product Management B Go Back

Inventory
Manage your store's inventory

To Correct an Inventory Add
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1.

Click Add Inventory

Store User Guide - 2

Inventory

Inventory Tools

ta-‘ including recipe and ingredients

2. Click More Options
3. Click View History

Add Inventory
Update your inventory with the latest delivery or
purchase

Tools to create and manage all your inventory items,

Take Inventory
E Take current inventory of your store and reconcile
against theoretical inventory

@ Go Back

Add Inventory ‘¥

Display Options
Asof:[882016 |T](o v (30 v|am v View History
Category : Beverage
Item Min Qty Max Qty Quantity Units Unit Cost
Hide Cofiee Regular Gold +J-| Case 64ct(cs) v 0.00
Hide Freestyle Diet Sweetener +J-| Container 2.5gal (cnfr) v 0.25
Hide Freestyle Sweetener +J-| Container 5gal (cntr) v 19.51
Hide Syrup Fruit Punch (3gal) +J-| Container 3gal (cntr) v 1.85
Hide Syrup Fruit Punch (5gal) L. Container 5gal (cntr) ¥ 7.45
4. Click View Details to the right of the inventory add that you wish to make corrections to
Inventory History o Go Back
Date Range : 7/9/2016 3 to |8/8/2016 z Update
Action By Effective Date Date
Add Inventory Wayback Demo 8/8/2016 1:28 AM 8/8/2016 12:43 AM [ View Details ]
Add Inventory Wayback Demo 7/20/2016 2:52 PM 7/20/2016 253 PM [ View Details ]
Add Inventory Wayback Demo TH9/2016 1:23 PM 7192016 1:23 PM [ View Details )
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5. Click Edit or Delete to right of the item you need to correct

History Details o Go Back
Action: Add Inventory
Effective Date: 7/19/2016 1:23 PM
Date Submitted: 7/119/2016 1:23 PM
User: Wayback Demo
Category : Freezer

item Quantity Unit Cost
Bacon Pre Ckd Reg Slcd 300ct 5¢s $2529 |[Edit] [Delete ]I
Chili Beef No Beans 5¢cs $47.04 [Edit] [Delete]
Chix Brst Fil B/S Mar Even Ck 5cs $32.37 [Edit] [Delete]
Chix Filet Brd Ital Ckd 5cs $33.19 [Edit] [Delete]

a. For edits
i. Adjust the quantity and/or price

Page 180 of 395



NCR Store User Guide - 2

ii. Click Save

Edit Inventory o Go Back

Action: Add Inventory

Effective Date: 7119/2016 1:23 PM
Date Submitted: 7/19/2016 1:23 PM
User. Wayback Demo

Category: Freezer

Item Quantity Units Unit Cost
Bacon Pre Ckd Reg Slcd 300ct B ] case2-150ctcs) v | 2529
Save | Cancel |

IMPORTANT REMINDERS ABOUT ADDING OR CORRECTING INVENTORY

The default UNIT shown (typically a case size) will always reflect the /argest unit of
measure for that item. The UNIT COST is always associated on the largest unit of
measure for that item. If you change the UNIT, you must also change the UNIT

COST.
For example:
Item Units Unit Cost
Item A Case (10 packs of 100) Unit Cost: $100 per case
Pack of 100 Unit Cost: $10 per pack
Each Unit Cost: $0.10 per ifem

When Adding Inventory, use the invoice you received with your order as your point
of reference. Enter the quantity and unit cost shown on the invoice for what you
received. The invoice total should match the inventory total; excluding tax, shipping
charges and/or items that are not part of the inventory shown on CimpleBox. Make
sure your totals match before clicking Finalize.

iii. You will be asked to confirm your choice. Click OK

store.cimplebox.com says:

Are you sure you want to make these changes?

| 0K \ ‘ Cancel

b. For deletions
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i. Click Delete to the right of the item
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History Details o Go Back
Action: Add Inventory
Effective Date: 7/19/2016 1:23 PM

Date Submitted: 7/119/2016 1:23 PM

User. Wayback Demo

Category : Freezer

Item Quantity Unit Cost
Bacon Pre Ckd Reg Slcd 300ct 5¢s $2529 [Edit] [Delete]
Chili Beef No Beans 5¢s $47.04 [Edit] |[ Delete ]
Chix Brst Fil B/S Mar Even Ck 5cs $3237 [Edit] [Delete]
Chix Filet Brd Ital Ckd 5cs $33.19 [Edit] [Delete]
ii. You will be asked to confirm your choice. Click OK
x

store.cimplebox.com says:

Are you sure you want to make these changes?

| 0K H Cancel

Related Topics:
Add Inventory

Take Inventory
How to Hide or Display Items

Manage Inventory
How to Add a Custom a Unit of Measure
How to Export Inventory: How to export your inventory database.
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Take Inventory

In this module, you will learn:

* How to take inventory (raw ingredients/goods) to Console.

Taking Inventory

Take Inventory means taking inventory of what you have on hand the day you typically take inventory
(which may include recent deliveries).

It can also be used to establish a starting inventory. If you are establishing your initial inventory for products
you already have on hand, you must perform a “Take” to set your starting quantities. This will allow you to
tell the system what you have on hand without skewing reporting costs.

Note: If you are a new business with NO starting quantities, you will need to instead
perform an “Add Inventory” as you receive order(s).

To take inventory you will need to navigate to the Product Management module and
click Inventory.
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RUVER Store Reports Resources
! v b w
# store: PTC Concherge Support Dany-to-Day @ Help | Shortcuts | Settings | Log Out
Labor
Dashboard Planning Fillet by Store: All Stores [ Change |
Alerts — I
Message Date
& Unavailability Receved 3202016 Monthly —
View All
$E0K
F40E
Current $ask x
$2ak)—mx = B Y
Sales By Day $42K I iH. 4 v
o . 1 ..
e e : May 16 Jun 16 Jul L&
Product Management 5 3o Back
Inventory
Manage your Slona's inveniony
To Take Inventory
1. Click Take Inventory
Inventory a9 G Back
Add Inventory Take Inventory
Updae your inventory with the Eatest delivery o Take curment invertary of your store and reconcile
purchase against theoratical inveniory
Il Inventory Tools
';" _" Tools o creabe and manage all your invenlony ilems
d‘h‘!‘ Including recipe and ingredients

2. Click the calendar icon to the right of As of to select the date and enter the time you took inventory
a. It's important the date you enter reflects the date that you actually took inventory of
ingredients/goods (even if it is not the date that you are entering the totals into the system)
b. Inventory should always be entered in the sequence of events it occurred
3. Enter quantity of all items received in the applicable fields
a. All units of measure that are set up for the items in your inventory will be shown so that you can
take inventory off of multiple units of measure for the same item
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4. Click Submit

Take Inventory = Go Back 9 More Opfions
Asul:lmﬂ‘lﬁ T vojssw jamw
Category | Beverage
Item Min Qity Max Qty Quantity Quantity Quantity Quantity
Hide Coffes Reguiar Gold c3 Each
Hide Freestyle Diel Sweelener [ enti gal
Hite  Freestyle Sweetensr cnir gal
Hide Syrup Fruil Punch (3gal) enlr gal
Hide Synup Frull Punch (Sgal) cntr gal
Hide Syrup Lemonade Pink BIB (-] gal
Category - Test lems
Item Min Gty Max Gty Quantity Quantity Cuantity Quantity
Hide Bun Hamburger GF Clesc 3.20z [ cs Each
Hide  Mushroom Sicd Thin 1/4n cnir b
Submit | Cancel |

5. You will be asked to confirm your choice. Click OK

]
store.cimpleboxcom says:

You have taken irventary for the fallowing date:
B/8/2016 1:56 AM

D you vaand o continge?

OK Cancel

p(banner important). Important: If you are entering inventory for the very first time, you must ADD
Inventory for all items you have on hand. Do NOT Take Inventory first. Adding inventory first
STARTS your inventory.

6. A summary of your take will appear

a. You can select a reason for the take of each item by clicking the dropdown menu to the right of
the item (optional)

Page 185 of 395



NCR

7.

8. You will be asked to confirm your choice. Click OK

Store User Guide - 2

b. Important: If you are establishing an initial inventory, you must select “Initial Inventory” in the

dropdown menu. This will allow you to tell the system what you have on hand without skewing

reporting costs.
Click Submit

Take Inventory
Category | Beverage
lem
Cofes Regular Gold
Fraestyle Digt Swestensar
Fraestyla Sweatensar
Syrup Frult Punch (3gal)

Syrup Fruit Punch (Spal)

Category : Test tems
Item

Bun Hamburger GF Clssc 3 202

Mushroem Slicd Thin 1/4in

Thearetical On Hand
138,00 Each
3.00 cnitr
0.00 cntr
1000 cnitr

B.00 cntr

Theoretical On Hand
4800 Each

£.00 cntr

Actual On Hand
64,00 Each
1.40 cnir
1.40 cnitr
1.00 cnitr

1.00 critr

Actual On Hand
24.00 Each

1.00 cntr

store.cimplebox.com says:

Are you sure you want to continue?

OK Cancel

Click here to see the full details.

o Ga Back 0 More Oplions

Difference
-74.00 Each
-1.60 cnir
-7.60 enir
-8.00 catr

-7.00 cnir

Difference
-24.00 Each

-1.00 cnir

Reason
Selecta reason v
Selecta reason v
Seleciareason v
Select a reason v

Select a reason v

Reason

Select a reason v

Select a reason v

Submit | Cancel |
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Hide or Display Items

The purpose of this section is to illustrate how to hide or display items within Inventory. You can do
this through the Adding, Taking or Managing of Inventory.

Hiding or Displaying Inventory

STEP 1: From your Dashboard view, mouse over the Store tab and click Product.

@ Dashboard . Reports Resources
hd b
2 U LICTge ol " D 0 [l 0 og O
Dashboard Filter by Store: All Stores [ Change ]
Alerts
w Date
Unrecognized Clock-In Employee from POS 5/15/2017
e Monthly Progress
View All b
$300K :
Compare $240K 5 :
$180K | © :
Sales By Day R e e
> - m |~ =
Today  Prev Week Prev Yoar $60K S B
’0 + — -
Sales §50 $13 $65 Mar 17 Apr 17 May 17
Checks 3 1 5 PTC Conclerge Support [l Silver Gift
Average Check $16.70 $12.50 $12.97 . L

# Previous Day
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Hint: You can also access Inventory by clicking on the Store tab and then on Product from
the Store Management screen.

@ L Dashboard Store Reports Resources

* Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Store Management

Day-to-Day Labor

View daily, weekly, and monthly data for your store, Manage your employees, roles and their shifts. One
including sales and transaction count place to manage your entire labor force

* Planning Product
Increase value and efficiency by setting goals for your Manage products and inventory items sold at your
store and tracking your performance against them store

STEP 2: From the Product Management screen, click Inventory. Select either Take Inventory or Add

Inventory.

¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Product Management = Go Back

Inventory Vendors
Manage your sione’s inventory ' Manage all of your inventory vendors

—

Inventory ® Go Beck

Add Inventory Take Inventory
Update your inventony with the iales! delvery of E Take curmenl inventory of your sione and recondile
purchase against theoretical inveniory

” Inventory Tools
Tools to create and manage all your imeniony items,
l_“‘ including recipe and ingredients

* If you choose to hide inventory via the Managing Inventory section, click More Options, and
then View Entire Inventory. From this screen, click More Options, and then Display
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Options.
Manage Inventory ‘& o Go Back] © More Option
Vi Entire lnvent
=59 My Inventory W ventory
Test My Inventory Add Inventory
- @ Test2 TS
Category : Test Wanage Units
ttem Theoretical o] POt Fventery
[Export Inventory
Widget 1 2
Widnat 3 AT Earh Vs st
View Inventory ‘& = Go Back
Category : Test Manage Inventory
- Add Inventory
| — - oo et
Hidge Widget 1 $2.97 / Each 20f Display Options
Hide Widget 2 51.90/ Each 42.00 Each View History B
Hide Widget 3 53.00/Each 0.00 Each View History b

Hide  Widget 4

STEP 3: Click the Hide link to the left of the item in the Inventory.

Take Inventory & o GoBack © More Options

Category : Cookie

Item Quantity Units
Drigi'-ull:hnc.nlate Chip | Case-30b (cs) ¥
Hide OatmealWalnut Raisin | Case-30b (cs) ¥

* Hint: You can also click More Options and then Display Options to deselect items so they
no longer appear in your list.

Add Inventory ‘¥ o Go Back | o More Options

Display Options

Category : Cookie

Page 189 of 395



NCR Store User Guide - 2

If you choose to hide items from the Display Options screen, click the box to uncheck
those items you wish to hide.

Display Options & o Go Back

Category - Cookie

Original Checolate Chip ¥
Catmeal Wainut Raisin
Pacan

Double Fudge

White Chunk Macadamia
Peanut Butter Supreme

Sugar

AR R R R R

Chewy Chocolate Suprems

! Once an item has been hidden from you, you will need to access the Display Options
screen to recheck those items you wish to make visible again.

Related Topics:
Add Inventory

Take Inventory
Manage Inventory

How to Add a Custom a Unit of Measure

How to Export Inventory: How to export your inventory database.
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Manage Inventory
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In this module, you will learn about:

* Inventory Management features
* Glossary of terms
+ Getting started with the inventory management platform

Inventory Management Features

Effective inventory management can help to reduce the Cost of Goods (COGs) by quickly managing your

inventory through the Console platform.

Inventory

Add Inventory
Jpdate your inventory with the

g- purchasa

] Inventory Tools
b Tools

e |

-

Take Inventory
Take current inventory of your
against theoretical inveniory

alest delivery or

'

; fo create and manage all your inventon
w88 including recipe and ingredients

y items

store and reconcile

0 Go Back

Manage Inventory

Download Products
Dowmload items from your Point of Sale to create
your store inveniory

Raw Ingredient Wizard

Easy to use fo

3 R

ncluding their package sizes

Manage Inventory
Manage inventory setlings for your products, raw
materials, and build-ofgoods

rm o define your raw inventory items

o Ga Back

» Add Inventory: Allows you to update your inventory of raw ingredients with the latest deliveries or

purchases

so that you can compare that against theoretical
inventory

Take Inventory: Allows you to take current inventory of raw ingredients to reconcile what you have left

* Inventory Tools: Allows you to create and manage all inventory items, which includes recipes and raw

ingredients. Those tools include:
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o Download Products: Allows you to connect to your POS so that you can download your POS

menu into a Product (Recipe) folder within Console
» Doing so gives you the ability to create recipes based off of the raw ingredients that you add to the
system

o Raw Ingredient Wizard: Allows you to create all of the raw ingredients
that you carry

o Manage Inventory: Provides you with access to all ingredients and
products that have been created or downloaded to the inventory
platform

Glossary of Terms
You will encounter the following inventory terms as you navigate the inventory management feature.

* Add Inventory: Occurs when you receive an order
+ Take Inventory: When you take inventory of what you have on hand the day you typically take
inventory (which may include recent deliveries), or to establish a starting inventory
o If you are establishing your initial inventory for products you already
have on hand, you can perform a “Take” to set your starting
quantities. This will allow you to tell the system what you have on
hand without skewing reporting costs
+ On Hand: A snapshot of what you currently have in inventory
* Theoretical On Hand: Uses POS and Actual data to determine what you should currently have in
inventory. Inventory items (products/recipes) must be tied to the POS to determine Theoretical On
Hand totals
+ Auto Depletion: When an item that correlates to a recipe is rung up on the POS that item will auto-
deplete from inventory to give you what you should actually have on hand. The item must be part of a
recipe that is also tied to the POS
+ Actual Inventory: Reconciles with Auto Depletion to determine what you have on hand. This occurs
when you take inventory
» View History: Provides you with historical data to show how Theoretical On Hand totals were
calculated
+ Cost of Goods (COGs): The value of goods sold during a particular period of time
* Inventory Discrepancy: Depicts actual vs. ideal inventory

Getting Started With Inventory Management
Complete the below checklist to get the most out of what the Inventory Management platform has to offer.

1. Download products from the Manage Inventory platform (see Download Products and Download
Modifiers training modules)



a. These products and modifiers are a duplicate of the buttons that have been set up on your POS
b. These products and modifiers are your ‘recipes’ which you will apply raw ingredients to for auto-
depletion purposes
Create your complete list of raw ingredients via the Raw Ingredient Wizard (see Raw Ingredient
Wizard training module)
a. Complete the Creating Custom Units of Measure training module which supports the
management of raw ingredients
Complete recipe creation for all of your products (see the Recipe Creation training module)
Establish par levels (see Establishing Par Levels training module)
. Take Inventory to establish your starting quantities (see Take Inventory training module)
a. If you are a new business with NO starting quantities, you will need to instead perform an “Add
Inventory” as you receive order(s)
. Add Inventory (see Add Inventory training module) for any new deliveries you receive
a. Important: If you have reconciled inventory (performed a “Take”), you can an “Add” prior to the
date of your last “Take,” as long as it is within 30 days of the current date
. Take Inventory as you normally would to reconcile inventory (see Take Inventory training module)

Click here to see the full details.
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Download Modifiers

In this module, you will learn:

* How to download modifiers (for recipes purposes) to the inventory platform within Console

Downloading Products to Inventory

Modifiers within Console refer to those modifiers that are tied to product items within the menu on your Point
of Sale (POS). Modifiers are made up of raw ingredients that will also need to be set up within Console for
effective inventory management.

To download modifiers you will need to navigate to the Product Management module and click Inventory.

Store Reports Resources
Cay-to-Day @ Help | Shortcuts | Settings | Log Out
Labor
Dashboard Blanning Filter by Store: All Stores | Change |
P
— [roae ]
Message Diate
§ Unavailability Recelved 3292016
g — i Monthly Progress
View All b
§60K
E48E
Current £I6K -
frak| = = '; " x
Sales By Day §17K Ein E =
Vioak $0 A
Todey || P Prey Yogr May 16 Jun 16 Jul 16
Product Management J o GoBack

Inventory
Manage your stare’s Inventory

To Download Products
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1. Click Inventory Tools

Inventory @ Go Back
Add Inventory Take Inventory
Update your inventary with the atest delivery or H Take curment inventary of your store and reconcile
purchase against heoralical iInveniory

Inventory Tools
Tools 1o creabe and manage all your innenony ilems
ﬂ' Including recipe and ingredients

2. Click Download Products

Manage Inventory o Go Back
Download Products Raw Ingredient Wizard
Download tems from your Point of Sale to create Easy to use form o define your raw Inveniory items
your siore invantory including their package sizes

Manage Inventory
Manage invenlory selings for your producls. raw
materials, and build-of-goods

3. Click Download Modifiers

Download Products © (G0 Back

Download Inventory llems

Loeaniosa voditers

4. Those modifier items set up on your POS will appear on the screen
a. You have the option to select those items you wish to import to inventory

Download Modifiers o Go Back

Salact All ] | Unselect All

ModifierGroup Modifier
¥  BURGER TOFFINGS Eacon
¥  BURGER TOPPINGS Lettuce
1 BURGER TOFPINGS Onions
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5. Click Download Modifiers

F YOGURT TOPFINGS banana
o YOGURT TOPPINGS machi

” YOGURT TOPPINGS strawberry
o YOGURT TOPPINGS Syrup

LDownioad Modifiers | Cance |

6. Navigate back to the Manage Inventory platform
a. The items you download will appear within a folder titled Modifiers

Manage Inventory ‘& o GgBack o More Options

=- My Inventory

- # P BURGER TOPPINGS
3l YOGURT TOPPINGS
Products
Raw Ingrediants
test

Category . BURGER TOPPINGS (Oplions)

Item Theoretical On Hand

Bacon

Latiuce

5....¢...$_..... ans

Onions

» Click here to see the full details
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Recipe Creation

Store User Guide - 2

In this module, you will learn:

* How to create recipes from your list of raw ingredients within Console.

Recipe Creation

Keep in mind that if Console is supporting your brand with inventory management, this feature may not be

accessible within your Console account.

To create recipes you will need to navigate to the Product Management module and click Inventory.

BILVER

& Store: PTC Concierge Support

Storg
v
Cay-to-Day
Lk

Flanning

@ Help | Shortcuts | Settings | Log Out

Product

Dashboard
Alerts
Message Date
f Unavailability Received ARAZO16
View Al B
Current
Sales By Day

Taday Prev Week Frew Year

Monthly Progress

Reparts

Resources
w

Filter by Store; All Stores [ Change |

FE0KE

f4BE
$36K B
e
Ci b 2 —
# " * -
o I | | .2
May 1& Jun 16 Jul 16

Product Management J

Inventory
Manage your siore’s imventory

9 Go Back

To Export Inventory

Page 197 of 395



NCR

1. Click Inventory Tools

Store User Guide - 2

Manage Inventory

Download Products
Download items from your Point of Sale o create

your siore invaniory

Manage Inventory
Manage inventory setings for your products. raw
materials, and build-of-goods

2. Click Manage Inventory

B G0 Back

Raw Ingredient Wizard
Easy o use form o define your raw Inveniorny fems
including their package sizes

Manage Inventory

Download Products
Download items from your Point of Sale o create

your siore mvaniory

Manage Inventory
Manage inventory settings for your products. raw
materials, and build-of-goods

o o Back

Raw Ingredient Wizard
Easy o uge form o define your raw Inveniory ilems
including their package sizes

3. Click the Products (or Modifiers) folder to the left of the screen to expand the

category
4. Click a subcategory
5. Click an item within the sub category

Manage Inventory i

o (30 Back © More Oplions

Category : BURGERS ( Options)

CARWASH
CBTEST
CLOTHES
DESSERT
DONATION
DRIMNKS
ESPANDL
FOOD
FREMCH
ICE CREAM

ICE CREAM

LUNCH

MAGIC BROW

MERCH

FASTA -

Theoretical On Hand
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6. Click Edit Recipe

Store User Guide - 2

Item: Hamburger ‘&

o Go Back

@ Maora Oplions

= Item Information

Name: Hamburger

Category: BURGERS Price:
t Uit Ty ez

Taxalble:
Discontinued:
Identified on the POS as:

53.00
Each

No
Mo
Hamburgar

Edit Rem Infermation

— Recipe
Hol Applicabla

7. Click Select Recipe Items
8. Click Add New Item

Edit Item: Hamburger ¥

fiem Infgrmation Ricipe

Mot Applicable
w  Select Recipe Ilemsl

List of fems

Add New liem

The recipe above producas the following quanfity of Hamburger:

I Seleta unit v

9. Click the Raw Ingredients folder to expand the selection
10. Select desired subcategory
11. Select applicable item within the subcategory

Save | Cancel |
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12. Enter quantity
13. Select Units
14. Click Save

Edit tem: Hamburger ¥

I — 1

Add [tem

=@ My Inventory
Not Applicable

#-(%J Procucts
& Select Recipe tems oy R Ingrodents

o oo
List of tems - Bag
S Gread

+
-
&- "‘ Carton'Can Cusantity
-
-

o
_

Add Mew liem Frozen

The racipe above producas tha  ehicken Breast

Selet a uni — ground besl
— pork bull

— & hiirmp

— lop sirlein sleak -

ltem Nama: Burger Save Cancel

Cuantity: 1
Units: | Each v

Save | Cancel
Capyright & 2018 HCR Corporation — = m
Frivacy Folcy - Terms of Service F

15. Each item will appear within the list of items for this recipe
a. Continue adding items until you have completed your recipe
b. Keep in mind that quantity and units will vary based off of how you receive the item
c. ltis important that the recipe usage compliments the unit of measure that the raw ingredient is
set up with. For example:
i. If you set up Burger Patties as a raw ingredient and they are delivered as a case of 100
patties, the recipe units should reference the number of patties used to create that recipe
(e.g. 1 each)
ii. If you set up a Ketchup as a raw ingredient and it is delivered as a 1 gallon container, the
recipe units should reference the number of ounces used to create that recipe (e.g. 2
ounces)
16. Enter the quantity of the item that the recipe build yields. For example:
a. For a hamburger, the total quantity for the recipe items shown yields 1 each (or 1 hamburger)
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17. Click Save

Edit ltem: Hamburger 4/

Bem Inler=abon Recips

ol Applicatie
® SelectFecpe kems

List of Rens

[Edit] [Daleta] Burger

Add Meaw Bam

1 Each

Tha recipe above produdas P foll weing quastty of Hamduier

L Soltaunt |

_Sawm | Canod |

Store User Guide - 2

18. You will be redirected to the Item Information screen which now reflects the cost of goods for that
item. Click Go Back to navigate back to the Manage Inventory screen to continue building recipes

tem: Hamburger & 2 pore Cpbons
— ltem Information
Mame: Hamburger
Calegory: BLURGERS Price: 580D
Unit Type: Esch
Taxabie: Mo
Discontinued: Ho
Ideilified om the POS g8 Hambwigei
Extil Hew Indarmation i
— Recipe
Wi Canlity Cost
Eurges 1 Each 5051
Tkl Coat 05
Price 5800
OGS % 6%
Margin 03 7%
The recips abovs prosiuces | Each of Hamburper,
Edil Foscins 1

» Click here to see the full details
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Export Inventory

The purpose of this section is to illustrate how to export your inventory database.
Exporting Inventory

STEP 1: From your Dashboard view, mouse over the Store tab and click Product.

@ SILVER : ( ( Resources )
b
0 - prge SUppg tting og O
Dashboard Filter by Store: All Stores [ Change ]
Alerts
Message Date
Unrecognized Clock-In Employee from POS 5M5/2017
View All b
i
Compare '
Sales By Day “— a3
- | X =
Today  ProvWeok  PrevYear I 1
$0°— g
Sales $50 $13 $65 Mar 17 Apr 17 May 17
Checks 3 1 5 PTC Conclerge Support [l Siiver Gift
Average Check $16.70 $12.50 $12.97 Shasre Q) Svar Shcoying
4 Previous Day
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Hint: You can also access Inventory by clicking on the Store tab and then on Product from
the Store Management screen.

@ L Dashboard Store Reports Resources

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Store Management

Day-to-Day Labor
View daily, weekly, and monthly data for your store, Manage your employees, roles and their shifts. One
including sales and transaction count place to manage your entire labor force

Planning Product
Increase value and efficiency by setting goals for your Manage products and inventory items sold at your
store and tracking your performance against them store
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STEP 2: From the Product Management screen, click Inventory and then Manage Inventory.

¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortouts | Settings | Log Out
Product Management = Go Back
Inventory Vendors
‘ Manage your stone’s inventory Manage all of your inventory vendors
Inventory © Go Back

Add Inventory Take Inventory
Update your inventory with the latest delivery or f:a Take current inventory of your store and reconcile
purchase against theoretical inventory

. Inventory Tools
' Tools to create and manage all your inventory items,
‘P‘ including recips and ingrediants

Inventory Tools © Go Back

Download Products Raw Ingredient Wizard
Downioad items from your Point of Sale to create your Easy to use form to define your raw inventory items
store inventory including their package sizes

Manage Inventory
Manage inventory setiings for your products, raw
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STEP 3: Click More Options at the top right corner and then Export Inventory.

Store

® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Category : Raw Ingredients > Bag
Item Theoretical On Hand

chocolzte cake mix G00.003 b chocoler®  view History

rice 96.95 12lbrice  View History
798.81 12 |b spanish rice

Your inventory database will automatically open in an excel file at the bottom of the screen.

@ 2014 CimpleBox. Inc All rights resarved
FPrivacy Policy = Terms of Service - Give Fescbao: - Follow us uﬂ“ [3

Save the database to your computer.

Related Topics:
Add Inventory

Take Inventory
How to Hide or Display Items
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Manage Inventory

How to Add a Custom a Unit of Measure
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Custom Unit of Measure

The purpose of this section is to illustrate how to add a custom unit of measure to your inventory.
Adding a Custom Unit of Measure

STEP 1: From your Dashboard view, mouse over the Store tab and click Product.

p p .
- vl D Reports Resources
b4 b
D A0 zlerge »U ppo ") D H 0 og O
Dashboard Filter by Store: All Stores [ Change |
Alerts
Message Date
Unrecognized Clock-In Employee from POS 5M5/2017
View All b
i
Compare '
Sales By Day - & -1!,,,‘1
I - S -
Today Prev Weok Prev Yoar BN R RN
Sales $50 $13 $65 Mar 17 Apr 17 May 17
Checks 3 1 5 PTC Conclerge Support [l Siiver Gift
Average Check $16.70 $12.50 $12.97 Shasre Q) Svar Shcoying

4 Previous Day
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Hint: You can also access Inventory by clicking on the Store tab and then on Product from
the Store Management screen.

@ L Dashboard Store Reports Resources

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Store Management

Day-to-Day Labor
View daily, weekly, and monthly data for your store, Manage your employees, roles and their shifts. One
including sales and transaction count place to manage your entire labor force

Planning Product
Increase value and efficiency by setting goals for your Manage products and inventory items sold at your
store and tracking your performance against them store
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STEP 2: From the Product Management screen, click Inventory and then Manage Inventory.

¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortouts | Settings | Log Out
Product Management = Go Back
Inventory Vendors
‘ Manage your stone’s inventory Manage all of your inventory vendors
Inventory © Go Back

Add Inventory Take Inventory
Update your inventory with the latest delivery or f:a Take current inventory of your store and reconcile
purchase against theoretical inventory

. Inventory Tools
' Tools to create and manage all your inventory items,
‘P‘ including recips and ingrediants

Inventory Tools © Go Back

Download Products Raw Ingredient Wizard
Downioad items from your Point of Sale to create your Easy to use form to define your raw inventory items
store inventory including their package sizes

Manage Inventory
Manage inventory setiings for your products, raw
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INVENTORY MANAGEMENT SCREEN

® Search |

Manage Inventory ‘&

Chat | @ Help | Shortcuts | Settings | Log Out

Store User Guide - 2

EE

Category : Raw Ingredients > Bag
Itermn

chocolate cake mix

Add a Custom Unit

STEP 1: From the Manage Inventory screen, click More Options and then Manage Units.

Theoretical On Hand

600.00 3 Ib chocolate '
cawe  View History

96.95 12lbrice  View History
798.81 12 |b spanish rice  View History
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STEP 2: Click More Options at the top right and then New Unit.

Units ‘& a

— Custom Units
Unit
— Available Units
Unit
Teaspoon tsp
Tablespoon tbsp
Fluid Qunce floz

Fint

STEP 3: Enter the unit information and click Save when done.

New Unit & @ Go Back

Hum&:|

Abbreviation : |
Does this unit have a conversion unit? © @& ves O No
Unit Conversion : 1 Unit = Selectaunit ¥
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* Hint: You can choose a unit of measure for any item by selecting that item from the Manage
Inventory screen and click Edit Item Information.

Related Topics:
Add Inventory

Take Inventory

How to Hide or Display Items

Manage Inventory

How to Export Inventory: How to export your inventory database.
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Set Par Levels

In this module, you will learn:

* How to set par levels from your inventory items within Console

Setting Par Levels
You must have access to the Manage Inventory module within Console in order to set part levels for
inventory items.

To set par levels you will need to navigate to the Product Management module and click Inventory.

‘f-
ke Store Reports RESOUTCES
v w w
* store: PTC Concierge Support Day-to-Day @ Help | Shortcuts | Settings | Log Out
Labar
Dashboard [ Planning Filter by Store: All Stores [ Change |
Product
Alerts
Massage Date
7 Unavailability Received 3292016
W Unavailability Receiv Monthly Progress
View All W
$E0K
F4BE
Current $36K -3
$24K]—ww= " -
Sats By Oay L R :
ek PFrew Year, o o -
Todey Prov ¥ May 16 Jun 16 Jul 18
Product Management J 9 Go Back
|l'|'lﬂ!l'l'|.'l:li‘y'
Manage your siora's inventory

To Set Par Levels
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1. Click Inventory Tools

Inventory @ Go Back
Add Inventory Take Inventory
Update your inventary with the Eatest delivery or H Take curment inventary of your store and reconcile
purchase against theomahcal iInveniory

Inventory Tools
Tools 1o creabe and manage all your inneniony ilems
4 Incluging recipe and ingredients

2. Click Manage Inventory

Manage Inventory o Gao Back
Download Products Raw Ingredient Wizard
Dawnload ilems from your Poind of Sala 1o creale Easy o usa form o defing your raw inventory items
your slore inveniony Inchuding feir package sizes

Manage Inventory
ﬂ Manage invenlory sellings for your products, raw
matenals, and busd-ct-goods

3. Click the Raw Ingredients folder to the left of the screen to expand the category
4. Click a subcategory
5. Click an item within the subcategory

Manage Inventory ‘& o GoBack © More Options
= My Inventory
4+ Products Categary : Bread (Options)
= rortentontiand
{9y Eag
- TEBEE2A I ew s
i CanoniCan
:‘ By Daiy hot dog bun 100.91 24 Casa hotgzﬁ View History
%y Frozen
_ ke Meal onion rimg bather 0,00 1 gal onion ring bat  \View Histary
Packaga i
: b PMU; pizza dough 49989 24 ':““d';'lmm;‘ View History
Retail - Baby strip batber 398.41 1 gal strip batter  View History
-5 Sauce
i Tortilla 1,190.88 & Each Tortilla  View Histary
tm Seasoning
-8y Zone 1
L&y zone2
- test
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6. Click Edit Item Information

Store User Guide - 2

Item: hamburger bun ¥

0 Go Back

& More Options

= Itern Infonmation

Name: hamburger bun
Category: Braad

Unit Type:
Theoretical On Hand:

Taxabla:
Discontinwad:

24 Casa hamburgar bun
Ta0 65

Mo
Mo

[ Edit Hem Informabon ke I

7. Enter Minimum Quantity

a. Quantity is based off the default unit type that is selected

8. Enter Maximum Quantity

a. Quantity is based off the default unit type that is selected

9. Click Save

Edit Item: hamburger bun ¥

J g Inormation |

Recipe

Category: Stead | Changa |
Haree [T 1)

arsibr g bun
Descripticn

SKL:

Modal Humibser:

W rrtschare r
Wandor

Seledt a vendaor v
Wendor Product Rams:

Wendor Product I0-

Identified om the POS as:

Category
* 5

ADMSEION
ADMSSION
ADMES0N

Admesion (ADULT)
ADMSSION  Admession (YOUTH)
ADMESION  Adult Fass
ADMNISSION

ADMISSIOMN

Admesson (SENIORS)

EmckStage Pass Adull

EmckStage Pass Chid

iem

Admession (12 & USNDER)

S-II'EI Cancel
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10. You will be redirected to the Item Information screen
Management screen

Item: hamburger bun &

— Item Information

Mame: hamburger bun
Category: Bread

— Recipe

Uit Type:
Theoretical On Hand:
Mimimim Cuantity:
Maximum Quantity:
Tanahle:
Discontinwed!:

24 Case hamburger bun
THRES

5.00

10.00

He

Mo

Edit e Infarmation s

Mot Appicabie

Edil Recipe W

11. Repeat this process for all items you want to apply par levels to

» Set par levels will be visible within the following Console features:

o Add Inventory

o Take Inventory

° Inventory on Hand Report
o Par Level Report

e Click here to see the full details

Store User Guide - 2

. Click Go Back to go back to the Inventory
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Reports

This section illustrates how to navigate to, and generate, reports. Please note that based on your
brand’s chosen solution, you may notice additional reports in the images throughout this section
that may not be visible on your platform.

Navigating to Reports
From your Dashboard view, mouse over the Reports tab and click on the report you wish to see.

Heiad B8
Cracki 1
Aparags Chiscs LR
i P, Dary
Salew By Waak Weather Forecast

Csrs WTD Pras WID PFrav ¥r WTD PTG Concierge Suppor, Sitver G Shopps

Today (518) Tomamos (BT} Tha (&'08)

Saes 5106 L1 A & g A
Cracis -1 " 11 [ aa" ¥ BE"
Anarags Chiss $21.3 §52 4 LTRET Vit Full BDiay Forooas! i

Today's Schedule
Current Sales Performance

by 2016
May Saien  Targal MTD

Sales Forecast
PTG Concangs Supgor. .7 A §11480 Basi Wikt Balih Wisirk Balid

Sihvar Gy Shopps . - R 4 Wasies $160.562 53,088
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* Hint: You can also access Reports by clicking on the Reports tab and then on the report
you wish to see.

... owvors | [ s | R | e

¢ Store: PTC Conclerge Support » Search | Chat | @ Help | Shortcuts | Settings | Log Out
Reports
=, Sales Reports . Daily Summary
e View sales data for your store including top level View a summary of sales related data for a particular
metrics and product sales details = day
Labor Inventory
Analyze your labor costs with detailed report by time View reports of your inventory
and employee
Su Reviews
View reports of guest satisfaction surveys submitted View reports of reviews submitted about your store
by your customers

. Other Data Key Indicators
View reports on your transaction count and any Run key indicator metrics for all your stores
custom data set up for your store

Run other reports for your store View cumrently assigned training materials for your

Other Reports Training
C store and its progress
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KEY REPORTS (Click on a report category to view more detailed information.)
Sales: View sales over any time period.

DﬂﬂSﬂlESH‘EDﬂI’I# o GsBack  © Mors Options

| Howtly ] Daily | WeekDay = Weskly |  ByPesed | Wanihy _ Yeary

| Cate Range : f232me ] © [Fooxm [ Update|
| | su mmary

Daily Sales TR2W2014 - 713012014
£1,100 High (729) 51,088
H Loy (7730 5110
$880 Average 5459
Tatal 53,501
a Awg Tickat £8.13

Add w Chan:

$350 10 Nere v

TR PT oo
Date
Date Sales (5)
Wednesday, 77232014 18,80 Hourly Breaksown
Thursday, 772472014 5580.00 Hourly Braakdown b
Frday, 77252014 555068 Houwrly Breakdown b
Sarurdey, 7282014 $1.087.80 Houwrly Breaksown
Sunday, T/2IT2014 540873 Hourly Braakdown b
Menday, T/28/2014 53504 Hourly Breaksown
Tuesday, 7232014 $410.53 Hourly Breakiown M
Wednesday, 773002014 511014 Howrly Breakdown
Total $3.991.02
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Inventory: View of inventory history, inventory movement, profitability, discrepancies, spending and cost of
goods sold.

Inventory Reports o Go Back
Inventory History Inventory Movement
View detailed history of each inventory item going in View items that were depleted from your inventory

and out of your store based on your products sold

Profitability Report
Analyze profitability of each of your products sold
based on its Cost of Goods Sold

Discrepancy Report
View discrepancies between your actual and
theoretical inventonies for any given period of time

Cost of Goods Sold
Calculate Cost of Goods Sold based on the
movement of your inventory

Spending Report
a View a report of spending on your inventory
categones and items

& N
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Product Mix: View breakdown of your products by category or department sold over any given period of
time.

Product Mix Report & o0 G Back 0 Mare Optices

Cae Rarge:Fzaags | ® [fassmu [ | Updsws |

Product Category Mix (By Sales Amount)
Click a section te view datailed braakdown

Labor: View labor costs, pay periods, employee history and time card discrepancies.

_Labor Reports © Go Back
Labor Costs =, Pay Period Report
q View your labor cost breakdown for any given period - View your payroll cost and trend from pay period to
of time pay penod
. Employee History Time Card Discrepancy
= View a history of notes on all of your employees Compare employee schedules and their actual time
cards
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Training: View currently assigned training materials for your store and team member progress.

Training o Go Back
Class Assigned Completed Percent
Recipe Creation
Spoonable Smoothie 6 1] 0.0%
Lemonade Yogurt, Lemonade Chillers & Coffee Chillers Cerdification Test 5 1] 0.0%
Frozen Coffee Chiller Creation 6 1] 0.0%
Frozen Lemonade Chiller Creation 3 o 0.0%
Caramel Apple Pie Dream Shake B 0 0.0%
Arlisan Hot Chocolate Certification Test 3 0 0.0%
Smoothie Certification Test [ 1 16.7%
Training Module Videos > Taylor Machine Operations Module
Assembling the Taylor Machine 6 1] 0.0%
Sanitizing the Taylor Machine 6 1] 0.0%
Priming the Taylor Machine [ 1] 0.0%
Disassembling the Taylor Machine [ 0 0.0%
Taylor Brush Cleaning [ ] 0.0%
Certification Test [ "] 0.0%

Survey: View reports for guest satisfaction surveys submitted by your customers. Surveys are not limited to
guest satisfaction and can pertain to an array of categories that yield some type of feedback. Surveys are
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customized to your brand’s specifications.

Aggregate Feedback Report W o Go Back
Survey : Share an Experience [ Perform New Search |
Date Range : 8/5/2013 - 91072014
Search Within © All Stores
Filters : None
Total Customer Satisfaction Surveys Submitied: 4 View Individual Surveys b
1a. Friendliness of Team Members View Breakdown M
Response Breakdown Total Responses
Extremely Dissatisfied 9o 0
Dissatisfied O 25 1
Average O 25° 1
Satsfied O 25% 1
Extremely Satisfied O 257 1
Total 4
1b. Cleanliness of Location View Breakdown W
Response Breakdown Total Responses
Extremely Dissatisfied S -5 1
Dissatisfied § 0% 0
average R 50% 2
Satisfied R 25% 1
Exiremely Satisfied 9% 0
4

* Did you know? You can export any report by clicking on the More Options link of the
report that you are viewing.

Related Topics
Sales Reports
Inventory Reports
Product Mix Reports

Labor Reports
Training Reports

Survey Reports
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The purpose of this section is to illustrate how to generate a sales report. This section will also
focus more specifically on the Daily Sales Report. For more detailed information on Hourly, Week
Day, Weekly, By Period, Monthly and Yearly reports, click here.
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Generate a Sales Report
From your Dashboard view, mouse over the Reports tab and click Sales.

@0 SILVER ' board Store Reports Resources
z
o ~onclerge Suppa Sales Reports i _—
Daily Summary
Dashboard Laboe re: All Stores [ Change
Invento
Alerts Links sl d
Message Date Survey
Unrecognized Clock-In Employee from POS 511612017 " T
View All b
$300K Other Data
Compare $240k1— Key Indicators
s180k| | 8
o Oth rts
Sales By Day SL20K)— = et ¥ o g
Today  PrevWeek  Prov Year $60K Training 4@ ¥
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Concierge Support [ Silver Gift
A Check $45.98 $56.22 $65.16 Shoppe ! Sliver Shopping
#{ Previous Day
Sales By Week Weather Forecast
e e s PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/1 Thu (5/18
sales $106 $575 $456 Al b e B
Checks 5 1 11 63° 66° T ee
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast p
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Sales Week Sales
Siver Git Shoppe — o ol 4 Weeks $160,562 $3,088
Siiver Shopping 488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 N/A $13,551 52 Weeks $365,650 §7,032
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* Hint: You can also access the Sales Report by clicking on the Reports tab and then on

Sales.

¢ Store:

Reports

SUVER

Dashboard

)

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

/® Search |

¥
&£
%
[
Q

Store
»

Chat | @ Help | Shortcuts | Settings | Log Out

Daily Summary
View a summary of sales related data for a particular
day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and its progress

The Daily Sales Report will automatically appear on screen. From here you will be able to:

» Select your view (e.g. Hourly, Daily, Week Day, Weekly, By Period, Month or Year). To do so, mouse

over to your preference at the top of the chart and click it.

+ Select your date range. Enter your preferred date range just above the chart and click Update.

* View by Transaction Count. To the right of your chart, click the drop down arrow beneath Add to

Chart and select Transaction Count.
+ Compare sales to previous year. Click on the Compare Sales to Previous Year link to see a

comparison.

* View individual transactions for a specified period of time. Click on any sales figure within the

chart detail section to see a breakdown of individual transactions within a specified period of time.

* View an hourly breakdown of sales. Click Hourly Breakdown to the right of any sales figure in the

chart detail section to see the hourly breakdown of sales for a specific day.
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+ Export your sales data. Click More Options at the top right corner and then Export Report.

Daily Sales Report ¥

= Go Bacx © More Optons

Moty Daily Weak Dy WWiichy By Peficd Maonthhy early
I Catw Range : ffzzon [ = faosou 0 Updase| l
“iew by haur, Summary

day, week day, Daily Sales TIZI20M - TR0

week, period, $1,100 R . ﬁ'-s-_'f:
W (T30
maonth or year. e bty Avacn o
sesn| %586 o e
& 544%41? e 55‘51 '-\._ £411 Avg Ticken §8.13
[ $46T T, % Add 1o Chart .
$220 $350 5110 i v Click the drop
down arrow to
5.113? i B b A ) s wiew Transaction
A N N N O P A Count
Date
Diate Sales (5]
Wednasday, TIV04 414 Heurly Srpakdown b
Themsday, /2472014 sk oty Sraakdown w
Fraay, Talaing LLE Hourly Sreakdown ke
Saturday, T4 1.057.80 Hourly Braakdowm
Sungay. TET04 00873 Heurty Srpaksiown b
Monday. 222014 3504 Heurly Braakdown
Toasdny. TII0N4 Hagrty Srppkdow
04

Daify Sais Rapomn

Transaction Count Report

Feonary Dty ety Eyreo oy vaaey
In-m-:.am = =] "'""'I
=
sy vabrs
13,300
T
[T
(L] wand
’ LB L
s B
K3 -
- ot
o> P . o &
) i o7 A o s W o
v T T oy
L= e Corrmd Yuae i
e, TRATM 47 BS. Tuw, TTIOOKN S4ET 1Y e, TI320N4 MW AT A%
Thas, DY FLITPRR R L T B4 The, MOAOHRE FT T T T
o, P01 S Th, TOS20KN B8 P TERGE0 Frere T T
e Rafend B P Fosdsa L AL LT ELEE .Y
Sen. PERTON SITERE Sal TETRRNE SN Se, TGRS MMATE s 1%
Mo, FIH01) 60408, Sum, TATHY SIT4 B Uhon, TORTH S % A%
Tos, PR 34K o, TERHAY B T, IR e i i 334
e FagEag BT Tes MOS0 LR R o] LI 41 Ain
sanz M 54080 18 3

When you select the option to view a sales report by Transaction Count, transaction counts will appear
with sales information on the chart and within the chart detail section below. You can also access individual
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Daily Sales Report i

Hourty Daily Week Day Weekly By Period
Date Range - 22014 =1 o o201 =1 update |
Daily Sales

$1,100 160

$880 \ 128 o
3 $660 f \ 96
$440 / 64 é
5220 H H _-H_ - 2 F
. ™
R N
I M Sales B Tranzaction Count I

o Go Back © More Oplions
Monthly earty

Summary

9/372014 - 9102014

High (5% 51,092

Lower (58 5183

Average 5369

Total 52953

#org Ticket $5.93

Add to Chant:

Transaction Count ¥

Compare to Previous Year

Date Sales ($) Transaction Count
Wednesday, 932014 520595
Thursday, 91472014 5288 33
Friday, 252014 530145
Saturday, N62014 51,092.04
Sunday, 9712014 5450 83
Monday, 982014 518255
Tuesday, 292014 5221.42
Wednesday, 9/10/2014 5201.54
Total 5295311

45 Hourly Breakdown b
44 Hourly Breakdown ks
51 Hourly Breakdown ke
152 Hourly Breakdown b
94 Hourly Breakdown b
49 Hourly Breakdown w
35 Hourly Breakdown ke
7 Hourly Breakdown m
495

Hourly Breakdown

When viewing the Hourly Sales Breakdown, you will have the option to compare those sales against sales of

the same date of the previous year, the same week day of the previous year, and/or the average around the

same day of the previous year. You will also be able to view your data as an aggregate; which tracks sales

growth throughout the day.
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Hourly Sales Breakdown d o GoBack © More Oplions
Hourty | Daily | WeekD | By Period Monthly Yeary
I 4 Date: puz014 ] Update | »I
Summary

Hourly Sales

Compare to:
o 94 Prev Year

# Thursday Prev Year
# Avg Around 42013

W 5/4/2014, Thursday H 3/4 Prev Year B Thursday Prev Year
W Average Around 9/4/2013

Hour Sales ($) Exact Date Day of Week Average |
Open - 12 pm 22347 23464 S3T.A5 52756
12-1pm 530,03 596.96 547.99 55269
1.2pm 5495 591.05 $117.68 58050
2-3pm 50.25 511866 $111.09 $105.04
3-4pm £8458 $157.36 $103.01 $101.74
4-5pm §72.05 S81.17 $98.55 $134.44
5.6pm 540,32 $123.16 515189 599.49
§-7pm ST7.75 $156.15 576,39 $105.30
7-8pm $114.99 $123.53 $130.97 £153.03

8-9pm $193.39 §244.62 $174.26 $183.41

9. 10 pm $178.49 $169.73 $108.78 $167.12
10-11pm 564,93 595.41 $99.23 $108.75

11 pm - Close SDC'IJ_ 3000 SQDIJ_ 50.00
' $1472.42 $1,319.16

Hourly Sales Breakdown &

Hourty Daity Week Day Wigekly By Penod
& Dae Ba2014 ] Update| W
Hourly Sales
$240
$120 o H .
460 ‘_._....-'
0 =
[ W 97372014, Wednesday |

Yoty
Summary
SR04
Hgh 55675
(-] S0.00
Sheowi:
Sales A
Worw 53 Bressdoan
Compare o
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Related Topics
Additional Sales Reports

Inventory Reports

Product Mix Reports

Labor Reports
Training Reports

Survey Reports
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Additional Sales Reports

The purpose of this section is to showcase the additional reports within the Sales Report category.
Click on a report below for more detailed information.

Hourly Sales Report

Week Day Sales Report

Weekly Sales Report

By Period Sales Report

Monthly Sales Report

Yearly Sales Report
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Hourly Report

The purpose of this section is to showcase the Hourly Sales Report category.

Hourly Sales Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Sales.

@ Ol Dashboard Store Reports Resources
v b
¢ Store: PTC Conclerge Support /® Search | o W I | Sales Reports 5 | Settings | Log O«
Daily Summary
Dashboard Labor re: All Stores [ Change
Inventol
Alerts Links skl
Message Date Survey
Unrecognized Clock-In Employee from POS S5M16/2017 .
Monthly Progress Reviews
View All W {
X101 —— Other Data
Compare R | Key Indicators
$180K [ | :
Sales By Day $120k| | % | Other Reports —
i SRR
Today  PrevWeek  Prov Year $60K Training 58 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Previous Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomormow (5/17 Thu (518
Sales $106 $575 $456 . il gl
91 91 B8’
Checks 5 1 1 63° 66° b e
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast py
Today's Schedule
Current Sales Performance
Sal May 2016
sl e MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Salas Week Sales
Silver Gift Shoppe $98 WA $2,071 4 Wosks $160.562 $3.088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2.264
Total: $2,301 /A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Sales Report by clicking on the Reports tab and then on

Sales.
@wcr EETUTOY o (
Dashboard Store Reports Resources
hd b
¢ Store: n /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Reports

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

Daily Summary
View a summary of sales related data for a particular
day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

g

Key Indicators
Run key indicator metrics for all your stores

=

Training
View currently assigned training materials for your
store and Its progress

STEP 2: The Daily Sales Report will automatically appear on screen. To select the hourly report view,

mouse over to the Hourly tab at the top of the chart and click it.

The Hourly Sales Report will provide you with sales information during specified times of day within the date

range you set. When viewing this report, you will have the option to:

+ Select your date range. Enter your preferred date range just above the chart and click Update.

* View by Transaction Count. To the right of your chart, click the drop down arrow beneath Add to

Chart and select Transaction Count.

+ Specify the day(s) of the week you wish to view. To do so, un-check those days you wish to

remove from view and click Update.
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+ Export your sales data. Click More Options at the top right corner and then Export Report.

Related Topics
Daily Sales Report
Week Day Sales Report

Weekly Sales Report

By Period Sales Report

Monthly Sales Report

Yearly Sales Report

Average Hourly Sales Report U © GoBack o More Options
Hourly Daity Week Day Weekly By Periad Monthly Yearty
| Date Range - 32014 ]: o [wi02014 : Update | I
Summary
Hourly Sales Average 32014 - D10/2014
£200 High 5103.07
Low $17.01
Satisd Add to Chart
a3
’E £120 £102 MHone ¥
T s24 !
finciude:
£ seo s53 558 PE T AL
F] $34 $42 542 -
$40 T $20 529 £25 ¥ Mon # Fri
50 '—1| ||_” I | h_|| ! # Tue + Sal
B € 8 0 0 0 S ? e
o - 4 5 )
f;‘ ‘fz.af e b ¥ L3 o A Update Chart
,"1-
Hour
Hour ; Sales Average () [
Open - 11 am 8441
11 am- 12 pm 7.0
12-1pm £29.51
1-2pm $29.04
2-3pm £34.05
3-4pm $53.02
4-5pm 580
5-6pm $41.69
6-7pm £25.48
7-8pm 54215
& pm - Close 5103.0?_
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Week Day Report

The purpose of this section is to showcase the Week Day Sales Report category.

Week Day Sales Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Sales.

@ Ol Dashboard Store Reports Resources
v b
¢ Store: PTC Conclerge Support /® Search | o W I | Sales Reports 5 | Settings | Log O«
Daily Summary
Dashboard Labor re: All Stores [ Change
Inventol
Alerts Links skl
Message Date Survey
Unrecognized Clock-In Employee from POS S5M16/2017 .
Monthly Progress Reviews
View All W {
X101 —— Other Data
Compare R | Key Indicators
$180K [ | :
Sales By Day $120k| | % | Other Reports —
i SRR
Today  PrevWeek  Prov Year $60K Training 58 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Previous Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomormow (5/17 Thu (518
Sales $106 $575 $456 . il gl
91 91 B8’
Checks 5 1 1 63° 66° b e
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast py
Today's Schedule
Current Sales Performance
Sal May 2016
sl e MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Salas Week Sales
Silver Gift Shoppe $98 WA $2,071 4 Wosks $160.562 $3.088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2.264
Total: $2,301 /A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Sales Report by clicking on the Reports tab and then on

Sales.
[OFSR suwviR Dashboard . Store Reports Resources
b b
¢ Store: n /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Reports
= Sales Reports Daily Summary
v View sales data for your store including top level = View a summary of sales related data for a particular
metrics and product sales details day
Labor Inventory
Analyze your labor costs with detailed report by time View reports of your inventory
and employee
) Surv % Reviews
View reports of guest satisfaction surveys submitted .E " View reports of reviews submitted about your store
by your customers .
Other Data ~ Key Indicators
View reports on your transaction count and any Run key indicator metrics for all your stores
custom data set up for your store &L
Other Reports Training
‘ Run other reports for your store View currently assigned training materials for your
_V store and its progress

STEP 2: The Daily Sales Report will automatically appear on screen. To select the week day report view,
mouse over to the Week Day tab at the top of the chart and click it.

The Week Day Report will provide you with sales information for each day of the week within the date range
you set. When viewing this report, you will have the option to:

+ Select your date range. Enter your preferred date range just above the chart and click Update.

+ Specify the day(s) of the week you wish to view. To do so, check those days at the bottom of your
chart that you wish to add to your view.
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+ Export your sales data. Click More Options at the top right corner and then Export Report.

Sales Report by Week Day b o GoBack  © Mors Options
Hourty. Dady Week Day Vieekly By Period Aormty Veary
Date Range | 3129014 I v e O update |
Summary
Sales by Week Day 122014 - 3902014
Hgh (671 718
Loww (57 5206
640 Aveiage 369
g ket 6.0
i = — i A\
$320 e Y. \
-"'G, -
$160 Sales Repoﬂ By Week Day -b’ 8 GoBack = More Options
=~ D Week By Peroa ¥
FPLRPF TP TSP Houny oy Day Weskty v Moety eary
Date Range - 2122014 [a o prozons 1 update |
1 Summa
I L3 Ffi o Sa gy Sen p Mon oy Tue g Wed J Tw I\ Sales by Week Day umﬁaﬂmt
$1.7K High (&74 51864
e Wied Sales [§) S oo —
6512, 2014 71408 $L.4K 1": g
B13- 619, 204 535768 Fovg Tieket
620626, 2014 5418.45 $ik
82T .73, 2004 543433 !
TH-THO 2004 $399 39 4600
TA1-TAT 2004 $375.18
Tre. T4 2014 $416.80 i
TRS-T31, 2004 3un
a-8T, 204 3365 69 o >
AB- A4, 2004 25317 } éo JP ‘ﬁ 4\. "I\‘ ‘\‘a ‘\“y @ w J& ﬂ JP "
815821, 2004 22024
822828 2014 HTLE Waak
T ———————— B me Ete Eie ETe @YW ™
Wesek Fri Sales ($) Sat Sales ($)
&6 612, 2014 573454 586260
13- 619, 2014 $820.66 $1,66353
620 626, 2014 561291 581517
627 .73, 2004 $670.00 $926.76
Tia. THO, 2014 545759 S6TR.IT
N -THT, 2014 %7291 5837.39
TNE-T24 2014 3575.16 12373
7125 - 731, 2014

Related Topics

Daily Sales Report
Weekly Sales Report
By Period Sales Report
Monthly Sales Report

Yearly Sales Report
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Weekly Report

The purpose of this section is to showcase the Weekly Sales Report category.

Weekly Sales Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Sales.

@ Ol Dashboard Store Reports Resources
v b
¢ Store: PTC Conclerge Support /® Search | o W I | Sales Reports 5 | Settings | Log O«
Daily Summary
Dashboard Labor re: All Stores [ Change
Inventol
Alerts Links skl
Message Date Survey
Unrecognized Clock-In Employee from POS S5M16/2017 .
Monthly Progress Reviews
View All W {
X101 —— Other Data
Compare R | Key Indicators
$180K [ | :
Sales By Day $120k| | % | Other Reports —
i SRR
Today  PrevWeek  Prov Year $60K Training 58 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Previous Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomormow (5/17 Thu (518
Sales $106 $575 $456 . il gl
91 91 B8’
Checks 5 1 1 63° 66° b e
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast py
Today's Schedule
Current Sales Performance
Sal May 2016
sl e MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Salas Week Sales
Silver Gift Shoppe $98 WA $2,071 4 Wosks $160.562 $3.088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2.264
Total: $2,301 /A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Sales Report by clicking on the Reports tab and then on

Sales.
@wcr EETUTOY o (
Dashboard Store Reports Resources
hd b
¢ Store: n /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Reports

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

Daily Summary
View a summary of sales related data for a particular
day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

g

Key Indicators
Run key indicator metrics for all your stores

=

Training
View currently assigned training materials for your
store and Its progress

STEP 2: The Weekly Sales Report will automatically appear on screen. To select the weekly report view,
mouse over to the Weekly tab at the top of the chart and click it.

The Weekly Report will provide you with sales information for each week within the date range you set.

When viewing this report, you will have the option to:

+ Select your date range. Enter your preferred date range just above the chart and click Update.

+ Compare sales to previous year. Click on the Compare Sales to Previous Year link to see a

comparison.
» View breakdown by day. Click Breakdown by Day to the right of the chart to see the breakdown by

day.
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Weekly Sales Report b

o GoBack o More Options

Houry Daity Week Day Weekly By Period Wonthiy Vearty
Dale Range : 8122014 ] e @ocna ﬂ _Update |
o -
Weekly Sales G204 - 9102014
5K High (2/1) 54929
, Low (3% 52478
[ / 3 " ’ Average 2™
g ; Total 551,961
- AHH'""“" g Ticked 56.07
! Add 1o Chart
s2K Hane v
$1K Compare 1 Frevious Yesr
$ Bresudown by Day
L G A
Week
Week Sales (3] Change
B - 612, 2014 5395 WA
613619 2014 54,78 35 | ~19.5%
620 - 626, 2014 &7 24.7%
627.73, 2014 | +7.3%
TH-THO , 2014 5346319 5%
T-TNT 2014 $330350 46%
THB-T24 2014 5420263 «29.9%
RS- 71,2014 53,663 87 146%
w1-87 2014 5492905 +345%
BB - 814, 2014 5348745 20.2%
815821, 2014 53363 57 -36%
822828, 2014 $366321 5 5%
829 - W4 2014 S|Ian 11.68%
WS- 911, 2004 $2476.07 234%
Weekly Sales Breakdown ® GoBack = More Dptions
Heurly Daly  WeekDay = Weekly | ByPeriod | Monthly Yeary |

Diate Range © 8122014

1 o boenas

Weekly Sales Breakdown by Day

£ vpdste|

TSP TP

R G R R U A

I B Sun B Mon

W Tua B wad

HThe HEF

Wsa |

w Total
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Related Topics
Daily Sales Report
Week Day Sales Report

By Period Sales Report
Monthly Sales Report

Yearly Sales Report
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By Period Report

The purpose of this section is to showcase the By Period Sales Report category.

By Period Sales Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Sales.

@ Ol Dashboard Store Reports Resources
v b
¢ Store: PTC Conclerge Support /® Search | o W I | Sales Reports 5 | Settings | Log O«
Daily Summary
Dashboard Labor re: All Stores [ Change
Inventol
Alerts Links skl
Message Date Survey
Unrecognized Clock-In Employee from POS S5M16/2017 .
Monthly Progress Reviews
View All W {
X101 —— Other Data
Compare R | Key Indicators
$180K [ | :
Sales By Day $120k| | % | Other Reports —
i SRR
Today  PrevWeek  Prov Year $60K Training 58 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Previous Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomormow (5/17 Thu (518
Sales $106 $575 $456 . il gl
91 91 B8’
Checks 5 1 1 63° 66° b e
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast py
Today's Schedule
Current Sales Performance
Sal May 2016
sl e MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Salas Week Sales
Silver Gift Shoppe $98 WA $2,071 4 Wosks $160.562 $3.088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2.264
Total: $2,301 /A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Sales Report by clicking on the Reports tab and then on

Sales.
@ Rl Dashboard Store [L— Resources
b b
¢ Store: ® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Reports
=| Sales Reports Daily Summary
v View sales data for your store including top level = View a summary of sales related data for a particular
metrics and product sales details day
Labor Inventory
Analyze your labor costs with detailed report by time View reports of your inventory
and employee
) Surv ~ % Reviews
4 View reports of guest satisfaction surveys submitted b View reports of reviews submitted about your store
y by your customers k
Other Data - Key Indicators
View reports on your transaction count and any Run key indicator metrics for all your stores
custom data set up for your store &L
Other Reports Training
‘ Run other reports for your store View currently assigned training materials for your
_V store and Its progress

STEP 2: The Daily Sales Report will automatically appear on screen. To select the by period report view,
mouse over to the By Period tab at the top of the chart and click it.

The By Period Report will provide you with sales information for each period within your fiscal calendar and
for the date range you set. When viewing this report, you will have the option to:

+ Select your date range. Enter your preferred date range just above the chart and click Update.

* View by Transaction Count. To the right of your chart, click the drop down arrow beneath Add to
Chart and select Transaction Count.

+ Set a sales target. Click Click to set Sales Target to the right of any period to enter your target.
Click Save when done.
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+ Export your sales data. Click More Options at the top right corner and then Export Report.

$18.518
$1.083
12,405

Related Topics
Daily Sales Report

Week Day Sales Report

Weekly Sales Report

Monthly Sales Report

Yearly Sales Report

Sales by Pariod ' s GoBad = Mors Opsions
Haaty Cladty ek Dy Vieesty By Period Wirthty earty
I Dute Range 2187044 0w [mass i “P'I-IHI
= —_—
Surnmary
Sales by Period AR - 10
$17.000 High =
LF -
$13,600 -
"\.
i $10.200 ,
56,800
%
#3.400 ~
o o A «
[ 5aias B Sales Taegat |
Persod Sales (4] Sales Difference (5 % of Tanget i$]
S . B $18.508 11 || itk o et Sbes Tan hita
5 - T S14506 16 Clck bo set Jlases Taiget
Fd.ba $16ART Gk bo et Rabes Target
10 - 08
BT Sales Tanget v
Totsl ASZ0H - TH 204

Click the drap
down arrow to
view Transaction
Zount.
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Monthly Report

The purpose of this section is to showcase the Monthly Sales Report category.

Monthly Sales Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Sales.

@ Ol Dashboard Store Reports Resources
v b
¢ Store: PTC Conclerge Support /® Search | o W I | Sales Reports 5 | Settings | Log O«
Daily Summary
Dashboard Labor re: All Stores [ Change
Inventol
Alerts Links skl
Message Date Survey
Unrecognized Clock-In Employee from POS S5M16/2017 .
Monthly Progress Reviews
View All W {
X101 —— Other Data
Compare R | Key Indicators
$180K [ | :
Sales By Day $120k| | % | Other Reports —
i SRR
Today  PrevWeek  Prov Year $60K Training 58 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Previous Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomormow (5/17 Thu (518
Sales $106 $575 $456 . il gl
91 91 B8’
Checks 5 1 1 63° 66° b e
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast py
Today's Schedule
Current Sales Performance
Sal May 2016
sl e MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Salas Week Sales
Silver Gift Shoppe $98 WA $2,071 4 Wosks $160.562 $3.088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2.264
Total: $2,301 /A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Sales Report by clicking on the Reports tab and then on

Sales.
[Tl swve Dashboard Store Reports Resources
b b
¢ Store: n /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Reports
=| Sales Reports Daily Summary
v View sales data for your store including top level = View a summary of sales related data for a particular

metrics and product sales details day
Labor Inventory
Analyze your labor costs with detailed report by time View reports of your inventory
and employee

Reviews
View reports of reviews submitted about your store

g

) Surv
4 View reports of guest satisfaction surveys submitted
/. by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Key Indicators
Run key indicator metrics for all your stores

=

Training
View currently assigned training materials for your

Other Reports
Run other reports for your store
» store and Its progress

STEP 2: The Monthly Sales Report will automatically appear on screen. To select the monthly report view,
mouse over to the Monthly tab at the top of the chart and click it.

The Monthly Report will provide you with sales information for each month within the date range you set.
When viewing this report, you will have the option to:

+ Select your date range. Enter your preferred date range just above the chart and click Update.

* View by Transaction Count. To the right of your chart, click the drop down arrow beneath Add to
Chart and select Transaction Count.

+ Set a sales target. Click Click to set Sales Target to the right of any period to enter your target.
Click Save when done.
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+ Export your sales data. Click More Options at the top right corner and then Export Report.

Monthly Sakes Report L s GoBak  © ber Opier

Pty Dy Wish Dy Wy By Perid Moathly Taary
Date Funge | Sototer 2300 ¥ W | deveteeitd 7| Updete Chae |

Summary
Homibly Sales Ot 7013« Sapt J0r0A
(L0 High (Cag 1 i1
sy [t ¥ F14 95T
ey Avmraga’ S50
- Ta RELU A ]

i e o . 1 ; — g skt e

LS Y &t Chan
FT )

A W B R R xR
AP AL e A A

Click the drap
down arrow to
view Transaction
Count.

T Sabei Targel (1)
Octobeni 2003
Horapmibaps 3013
Dt 2913
Samssary 2094
Pty 2014
Mok 1514
Aprl JN4

by 2l &

Juns 3004

Ay IO

Sales Target
2014

ales Target : |

Related Topics
Daily Sales Report

Week Day Sales Report

Weekly Sales Report

By Period Sales Report

Yearly Sales Report
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Yearly Report

The purpose of this section is to showcase the Yearly Sales Report category.

Yearly Sales Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Sales.

@ Ol Dashboard Store Reports Resources
v b
¢ Store: PTC Conclerge Support /® Search | o W I | Sales Reports 5 | Settings | Log O«
Daily Summary
Dashboard Labor re: All Stores [ Change
Inventol
Alerts Links szl
Message Date Survey
Unrecognized Clock-In Employee from POS S5M16/2017 .
Monthly Progress Reviews
View All W
X101 —— Other Data
Compare $240K TSl Kay Indicators
$180K [ | 1
Sales By Dﬂy 5120K :"., | Other ﬂneports T =
NG @
Today  PrevWeek  Prov Year $60K | Training 58 3
” - -
Sales $46 $562 £391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siiver Shopping
4 Previous Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomormow (5/17 Thu (518
Sales $106 $575 $456 Al il L8
91 91 B8’
Checks 5 1 1 63° 66° " eer
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast b
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Salas Week Sales
Silver Gift Shoppe $98 NA - $2071 4 Wosks $160,562 $3,088
Siiver Shopping $488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 N/A $13,551 52 Weeks §365,650 §7.032
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* Hint: You can also access the Sales Report by clicking on the Reports tab and then on

Sales.
@wcr EETUTOY ( (
Dashboard Store Reports Resources
hd b
¢ Store: n /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Reports

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

Daily Summary
View a summary of sales related data for a particular
day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

3

Key Indicators
Run key indicator metrics for all your stores

=

Training
View currently assigned training materials for your
store and Its progress

STEP 2: The Daily Sales Report will automatically appear on screen. To select the yearly report view,

mouse over to the Yearly tab at the top of the chart and click it.

The Yearly Report will provide you with sales information for the year and within the date range you set.

When viewing this report, you will have the option to:

+ Select your date range. Enter your preferred date range just above the chart and click Update.

+ View sales for all available years. To the right of your chart, click the View All Available Years link.

+ Set a sales target. Click Click to set Sales Target to the right of any period to enter your target.

Click Save when done.
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Yearly Sales Report

e GoBack  © More Options
Hourty Dy Week Day Weakly By Period Maonthby Yearly
' Summary
Yearly Sales 2014
$150K High (Mar £18,288
$135K Low (Jan 514 866
Average” $16.426
= Avg Ticket 5613
“includes only complste months
$00K
’ I [E T ——
$50K
$30K
$0
2014
Year
Year Sales ($) Target ($) Difference % of Target
5135247 T Click to set Sakes Target M NeA

ales Target :

Sales Target for 2014

l

Yearly Sales Report &

Houry Daiy Wesk Day Viemar By Pesiod Monery Yearly
Summary
Yearly Sales 012 - 2004
$200K — High (2011 =103.3%
Loww (2013 =103 3%
Aveiage =103 3%
$160K -
$139K * Change fram previdus el
l $120K ey Vigw Corrant Yaar
80K
S0k
- 2012 2013 2014
Year i Sales (§) i Target (5} Difference § % of Target |
2012 5048 SELTR A L | ()
3 S196. 282,25 | A A A
14 S135. 24771 Sl Tauped ] A
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Related Topics
Daily Sales Report

Week Day Sales Report

Weekly Sales Report

By Period Sales Report

Monthly Sales Report

Store User Guide - 2
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In this module, you will learn:

* How to navigate within the Modifier report

Modifier Report

To access the Modifier report you will need to navigate to the Reports module and click Sales Reports.

# Store: PTC Concienge Support

Dashboard
Alerts Links
Message Date:
Unrecognized Clock-in Employes from POS BEZ0E
& Unavailability Received BTG e ——
Vi Al 1 L
§a8%
e
Cuirrent

Sales By Day

1 RS = | Settings | Log Out
Daily Summary

Laibar F&: All Stores | Change |
Inventory

Survey

pss | REviews

Other Data

Key Indwcators

“ Other Reports

Traming

ﬂ PR Dashboard Stare
w

Reports

=| Sales Reports
‘ew sales data for your store inchading fop level medrics
l and product sales delails ﬁ

Labor
#Analyze your labor costs wilh detailed report by lims
and employee

Other Data
‘iew reparts an your iransaclion count and any cuslam
data sel up for your slore L

Other Reports
Run olhés reports for your slong
-

-

Daily Summary
Vew a sumimary of sakes related data for a partscilar
day

Inventory
WView reports of your imvenbony

Key Indicators
Run key indicator mebrics for all your siores

Navigating to the Modifier Report
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1. Click Modifier Report
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Sales Reports

Sales
View your sales report over by any tme period for
beter analysis

Modifier Report
Wiew a delailed summanry and breakdowmn of item
muodifiers used in your sales transactions

Product Mix
‘iew break-down of your products by category or
deparment sold in any given period of time

Item Sales By Employee
‘View a breakdown of #ems sold by your employees

2. This reports defaults to the current day going back one week

3. Enter the desired date range
4. Click Update

Modifiers 0 Go Back
I Duabe Range : 822018 D fo BR2018 ;l Update I
sodifier Brealdown
Bucan, 2%,
3 ~~Bacar, 16.7%
Spriaclen, £ 1% - o
wWeipped Tieam, E1% —Wrey, B.1%
Letlese, & 1% e, 16.4%
Damga, B 1% kg, B1%
Hai Chaoalais, B 1%
i
Greup : Modifier Quanbity  WetSales WOy % Bales  AvgPrice
TRUE BLOCK Vilawy 1 5250 8.3% 41.0% 5250
BURGER TOPPINGS Bacon 2 5200 16.7% 3258% 51.00
BURGER TOPPINGS Bacon 1 £1.00 8.3% 18.4% 1,00
ICE CREAM TOPPINGS Sprinkles 1 50.50 8.3% 8.2% 50.50
ICE CREAM TOPPINGS Whipped Cream 1 5010 8.3% 16% 30.10
BURGER TOPPINGS Lithce 1 50.00 8.3% 0.0% 50.00
BURGER TOPPINGS i 1 $0.00 8.3% 0.0% %0.00
ICE CREAM TOPPINGS Hot Chocolate 1 £0.00 8.3% 0.0% $0.00
TRUE BLOCK Malte 1 $0.00 8.3% 0.0% 50.00
BURGER TOPPINGS Lethsce 1 50.00 8.3% 0.0% 50.00
BURGER TOPPINGS Ciniors 1 $0.00 8.3% 0.0% 50.00
Total 12 S6.10)  100.0% |  100.0% 50,51
T

+ Click here to see the full details
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Inventory Reports

Effective inventory management can help to reduce cost of goods (COGs) by quickly managing your
inventory through the CimpleBox platform. The inventory reporting feature is meant to aide you in those

efforts!
Inventory Reports o Go Back
" 4} Inventory History
& fiew detailed history of each inventory item going in » oM YOur inventory
and out of your store W
- Drofitabi!ity ‘ Discrepancy Report
T"‘-‘-’ P.-b .h: :‘57‘:‘ s o ' I.'=:-_ etica " : od me

Cost of Goods Sold

r inventory Calculate Cost of Goods Sold based on the
o Ty e — s
v = =L } vE [Le

In this section you will find the following resources:

Inventory History

Profitability Report

Spending Report

Inventory Movement

Discrepancy Report
Cost of Goods Sold

For more on Inventory Management:
Add Inventory: How to add inventory.

Take Inventory: How to take inventory.

How to Hide or Display Items: How to hide or display inventory items.

Manage Inventory: How to manage your inventory in the system.
How to Select a Unit of Measure: How to select and create a unit of measure.

Correcting Errors: How to correct errors after you’'ve added or taken inventory.

How to Export Inventory: How to export your inventory database.
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* Add Inventory: Occurs when you receive an order.

+ Take Inventory: When you take the inventory of what you have on hand the day you take inventory
(which may include recent deliveries).

* On Hand: A snapshot of what you currently have in inventory.

* Theoretical On Hand: Uses POS and Actual data to determine what you should currently have in
inventory. Inventory items must be tied to the POS to determine Theoretical On Hand totals.

+ Auto Depletion: When an item that correlates to a recipe is rung up on the POS, that item will auto-
deplete from inventory to give you what you should actually have on hand. Note: the item must be part
of a recipe that is also tied to the POS.

+ Actual Inventory: Reconciles with Auto Depletion to determine what you have on hand. This occurs
when you take inventory.

» View History: Provides you with historical data to show how Theoretical On Hand totals were
calculated.

+ Cost of Goods (COGs): The value of goods sold during a particular period of time.

* Inventory Discrepancy: Depicts actual vs. ideal inventory.
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Inventory History

The purpose of this section is to showcase the Inventory History Report category.

Inventory History Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Inventory.

D R Dashboard Store Reports Resources |
v k4 b
. el LICTYe > L5 0 pg O
Dashboard re: All Stores [ Change
Alerts Links
Message Date Survey
Unrecognized Clock-In Employee from POS 5/16/2017 .
Monthly Progress Reviews
View All b '
X101 —— Other Data
Compare R | Key Indicators
s180k| |8 :
Sales By Day $120k| | % | Other Reports —
NG @
Today  PrevWeek  Prov Year $60K Training 4@ 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Provious Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/17 Thu (5118
Sales $106 $575 $456 Al e L8
91 91 B8’
Checks 5 1 1 63" 66° Y 66
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 NA $2,071 4 Weoks $160,562 $3,088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2,264
Total: $2,301 N/A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Inventory by clicking on the Reports tab and then on

Inventory.
outvows | [ sore | T (s
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

O u @ (&5

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Inventory Reports screen, click Inventory History.

Inventory Reports

#1 Inventory History
View Oetaned Mstor Y of each in E'..."} tem going n
and out of ur store

A Profitabtllty Report

. ” ~k af wveur
tab t, of each of you

~

Spending Report
Vew a2 repor

of spending on your

Inventory Movement

View items fro

that were cepleted from y

Cost of Goods Sold
Caiculate Cost of Goo

movement of your inventory

STEP 3: The Inventory History Report will provide you with inventory data for the date range you set. When

viewing this report, you will have the option to:

+ Select a date range. Enter your preferred date range at the top of the page and click Update.
+ View all items or a single item. Click the drop down arrow to the right of /tems and select All Items,
or a single item from the inventory list that appears. You can also view information for a single item by
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clicking on that item within the table.

Date

Inventory History &

Q42014 10:00 PM
42014 10:00 PM
942014 10:00 PM
V42014 10:00 PM
WA2014 10:00 PM
Q42014 10:00 PM
42014 10:00 PM
Q42014 10:00 PM
Q42014 10:00 PM
9i4/2014 10:00 PM
42014 10:00 PM
42014 10:00 PM
42014 10:00 PM
SI42014 10:00 PM
Q42014 10:00 PM
Q42014 10:00 PM
Si472014 10:00 PM
W42014 10:00 PM

e Go Back

Update

Date Range - 212014 5 o onzon =
Item - All Hems v
Item Details:

Q42014 10:00 PM  Dark Checalate Chunks
472014 10:00 PM  Chunky Chocolate Batter
42014 10:00 PM 2.5 Gal leae Syrup
9/42014 10:00 PM [ Whate Shopping Bag |

2.5 Gal Cherry Coke Syrup R

5 Gal Other lcee Syrup
Snickerdoodie

5 Gal Mr Pibb Syrup

5 Gal Sprite Syrup

Reconciled Inventory (Mot Provided)

Reconciled Inventory (Nof Provided)

Reconciled Inventory (Not Frovided)
{Not Provi

Reconcied Inventory (Not Frovided)
Reconcied Inventory (Not Provided)

5 GGal Diet Coke Syrup Reconciled Inventory {Not Froviged)
Chewy Pecan Supreme (Not Provi
Pecan Pietes Reconcded Inventory (Mol Provided)
Brilliant Orange lcing R ' {Not Provided)
Brilliant Green lcing R (Not K

2.5 Gal Coke Syrup (ot

Red Velvet C R (Not Provided)
Double Fudge R (Not Provided)
Rainbow Sugar (ot

Berilliant Pink lcing Reconcied Inventory (Not Provided)

Cheesecake
Red lcing
Brilliant Blue king

Reconciled Inventory (Neof Provided)
Reconciled Inventory (Mot Frovided)
(Not Provi

Quantity Theoretical On Hand

0731 0.00 16
+0.04 I 063
-0.35 gal 250gal
-7.50 Each 5.00 Each
-0.55 gal 535gal
-0.38 gal 6,04 gal

Store User Guide - 2

Inventory History &

Duate Rangs : B12014 B e wnze
Hem | Vihite Shopping Bag B
Date Details
WA2014 10:00 PM  Reconciled irvenbary (Mar Proviged)
B28/2014 10:00 PV Reconsciled brvenbory (Nor Provided)
&21/2014 10:30 PM  Reconciled inventory (Mot Provided)
BN42014 10015 PM Reconciled inventary (Mar Provided)
ATI2014 1055 PM  Reconciled kvenbary (Nof Proviged)

=381 19.93 b

-2101b 22,40 b
-3221b 232400
=350 Ib 2450 b

3 update |

Quantty
-7.50 Each
-37 50 Each
-25.00 Each
<2500 Each
0.00 Each

& Go Back

Theoretical On Hand
5.00 Each

1250 Each

5000 Each

75.00 Each

100.00 Each

* Hint: Quantity shown reflects adjustments made to specific inventory items for the date
reflected to the left of the inventory item name. The Details column will show the reason for
the adjustment (if one is provided) and the Theoretical on Hand column shows what you
should have on hand based on the adjustments made.

Related Topics

Profitability Report

Spending Report

Inventory Movement

Discrepancy Report

Cost of Goods Sold
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Spending Report

The purpose of this section is to showcase the Spending Report category.

Spending Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Inventory.

D R Dashboard Store Reports Resources |
v k4 b
. el LICTYe > L5 0 pg O
Dashboard re: All Stores [ Change
Alerts Links
Message Date Survey
Unrecognized Clock-In Employee from POS 5/16/2017 .
Monthly Progress Reviews
View All b '
X101 —— Other Data
Compare R | Key Indicators
s180k| |8 : e
Sales By Day - ]
NG @
Today  PrevWeek  Prov Year $60K Training 4@ 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Provious Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/17 Thu (5118
Sales $106 $575 $456 Al e L8
91 91 B8’
Checks 5 1 1 63" 66° Y 66
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 NA $2,071 4 Weoks $160,562 $3,088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2,264
Total: $2,301 N/A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Inventory by clicking on the Reports tab and then on

Inventory.
outvows | [ sore | T (s
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

O u @ (&5

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Inventory Reports screen, click Spending Report.

Inventory Reports o Go Back

View detailed history of each inventory item going in View items that were depleted from your inventory
and out of your store based on your products sold

ﬁ. Inventory History » Inventory Movement

= Profitability Report ‘ Discrepancy Report
W Analyze profitability of each of your products sold ' View discrepancies between your actual and
based on its Cost of Goods Sold theoretical mventones for any given penod of time

Cost of Goods Sold
» Calculate Cost of Goods Sold based on the
: movement of your inventory

» E‘rpending Report
e View a report of spending on your inventory
categones and items

STEP 3: The Spending Report will provide you with the total spent on inventory items for the date range you
set. To select a date range, enter your preferred date range at the top of the page and click Update. Keep in
mind that totals shown do not include the taking or depletion of inventory. This report only reflects the total
amount of money spent on inventory, within a specified date range.

Spending Report 8 Go Back

Il.mamnpu CTTC1E] 0 e Bz O [ Updaie | I

Spending Report

Spending Report

Cookis Cake. 8.5% - Cookie , 28.1%

Cookie Cake, 8.5% Coclde , $8.567 Cockie, 28.1%

ICEE. 19.9% Bottle Baversges. 0.39
- Toppings, 6.3% Brownie, 1.8%
ICEE, 19.9% —— Bottls Baverages, 0.3
“-Seds, 10.2%
Icing. 7.9% “~ Toppings, 6.3%
Paper Goods, 17% Soda,
Icing, 7.9% d o

Papar Goods, umJ
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* Hint: Click on any area of the pie chart to see a category total.

Related Topics
Inventory History

Profitability Report

Inventory Movement

Discrepancy Report
Cost of Goods Sold
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Discrepancy Report

The purpose of this section is to showcase the Discrepancy Report category.

Discrepancy Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Inventory.

D R Dashboard Store Reports Resources |
v k4 b
. el LICTYe > L5 0 pg O
Dashboard re: All Stores [ Change
Alerts Links
Message Date Survey
Unrecognized Clock-In Employee from POS 5/16/2017 .
Monthly Progress Reviews
View All b '
X101 —— Other Data
Compare R | Key Indicators
s180k| |8 :
Sales By Day $120k| | % | Other Reports —
NG @
Today  PrevWeek  Prov Year $60K Training 4@ 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Provious Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/17 Thu (5118
Sales $106 $575 $456 Al e L8
91 91 B8’
Checks 5 1 1 63" 66° Y 66
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 NA $2,071 4 Weoks $160,562 $3,088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2,264
Total: $2,301 N/A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Inventory by clicking on the Reports tab and then on

Inventory.
outvows | [ sore | T (s
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

O u @ (&5

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Inventory Reports screen, click Discrepancy Report.

Inventory Reports o Go Back

View detailed history of each inventory item going in View items that were depleted from your nventory

and out of your store based on your progucts soid

ﬁl Inventory History » Inventory Movement

=Y Profitability Report ‘ Discrepancy Report
“ir Analyze profitability of each of your products sold ' View discrepancies between your actual and
based on its Cost of Goods Sold theoretical mventones for any given penod of time

< Spending Report Cost of Goods Sold
é? View a report of spending on your inventory ” Calculate Cost of Goods Sold based on the
categonies and items ; movement of your inventory

STEP 3: The Discrepancy Report will highlight inventory discrepancies for the date range you set. To select
a date range, enter your preferred date range at the top of the page and click Update. Your inventory and
any noted discrepancies will appear on screen. To view details for an item, click View Details to the right of
the inventory total in the chart detail.
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Discrepancy Report & o Go Back

Date Range : 5/12014 B o iz 3 _update |

Item Total (+) Total (-) Total

16" Cake Box 200.00 Each -479.00 Each 679.00 Each View Details » | =
leee 16 oz Cup 350.00 Each -375.00 Each 725.00 Each | View Details »
Individually ours Pad 525.00 Each -406.00 Each 931.00 Each View Details w
Vanilla lcing 21200 16 -T40.50 b 952.001b  View Details 1
White Shopping Bag 494.00 Each -490.00 Each 984.00 Each View Details »
Everyday Dozen Box 59800 Each -450.00 Each 1,048.00 Each | View Details i
Clear Blended Drink Cup 924.00 Each -225.00 Each 1,149.00 Each  View Details »
Icee Dome Lid 16 oz 600.00 Each -600.00 Each 1,200.00 Each  View Details m
Domed Lid 1,099.00 Each -400.00 Each 1,499.00 Each  View Details
Jumbo Cookie Cake 13625 -1602.10 b 173855

Original Chocolate Chip 2575 -1,654.00 b 1880551

GAC Variety Box 613.00 Each|  -1.440.00 Each 2,053.00 Each
)

Discrepancy Report i/ o Go Back

Date Range - 512014 I w s 2 [Update |

Discrepancy Report 3,718.00 Each  View Details w

4 897 00 Each View Details
5,599.00 Each View Details »
9,249.00 Each

Sl -
BN e

L S ' I, I G S LB

Dats

Discrepancy (Each)

Date Theoretical Qty  Actual Qty Difference Reason
852014 200150Each  460000Each  +2.59850 Each Net Provided
6122004  6500.00Each  380000Each  -2800.00 Each Mot Provided
6192014  380000Each  300000Each  -500.00 Each Mot Provided
6262014  300000Each  3000.00Each  0.000000 Each Mot Provided
6262014  300000Each  250000Each  -500.00 Each Mot Provided
THOR2014  450000Each  250000Each  -2000.00 Each Mot Provided
8282014  420000Each  420000Each  0.000000 Each Mot Provided
942014 420000Each 180000 Each  -2.40000 Each Not Provided
TH72004  250000Each  320000Each  +700.00 Each Mot Provided
TR42014  320000Each  260000Each  -500.00 Each Mot Provided
TA12004  260000Each  220000Each  -400.00 Each Mot Provided
&72014  220000Each  200000Each  -200.00 Each Not Provided
8142014 200000 Each 40000 Each| 160000 Each | Not Provided
21704 40000 Each =200.00 Each Not Provided

Details will reflect:

+ The date an adjustment was made.

* Theoretical quantity (what you should have on hand based on POS rings and actual inventory).
» Actual quantity (what you have on hand based on the taking of inventory).

» Difference (the adjustment that was made; whether it was an addition or subtraction).

* Reason (the reason for the adjustment; you can elect not to include one).
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Related Topics
Inventory History

Profitability Report

Spending Report

Inventory Movement

Cost of Goods Sold

Store User Guide - 2
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Cost of Goods Sold

The purpose of this section is to showcase the Cost of Goods Sold Report category.

Cost of Goods Sold Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Inventory.

D R Dashboard Store Reports Resources |
v k4 b
. el LICTYe > L5 0 pg O
Dashboard re: All Stores [ Change
Alerts Links
Message Date Survey
Unrecognized Clock-In Employee from POS 5/16/2017 .
Monthly Progress Reviews
View All b '
X101 —— Other Data
Compare R | Key Indicators
s180k| |8 : e
Sales By Day - ]
NG @
Today  PrevWeek  Prov Year $60K Training 4@ 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Provious Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/17 Thu (5118
Sales $106 $575 $456 Al e L8
91 91 B8’
Checks 5 1 1 63" 66° Y 66
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 NA $2,071 4 Weoks $160,562 $3,088
Silver Shopping $488 N/A N/A & Weeks $117.738 $2,264
Total: $2,301 N/A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Inventory by clicking on the Reports tab and then on

Inventory.
outvows | [ sore | T (s
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

O u @ (&5

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Inventory Reports screen, click Cost of Goods Sold.

Inventory Reports o Go Back

ray Inventory History
‘ View detailed history of each inventory item going in

and out of your store

Inventory Movement
View items that were depleted from your inventory
based on your products sold

t

Discrepancy Report
View discrepancies between your actual and
theoretical inventones for any given penod of time

& Profitability Report
< Analyze profitability of each of your products sold
based on its Cost of Goods Sold

Cost of Goods Sold
Calculate Cost of Goods Sold based on the
movement of your inventory

& | "

Spending Report
@ View a report of spending on your inventory
categones and items

STEP 3: The Cost of Goods Sold Report will provide you with your total cost of goods sold for the date
range you set. To select a date range, enter your preferred date range at the top of the page and click
Update.

Page 273 of 395



NCR Store User Guide - 2

Cost of Good Sold o GoBack © More Options
Date Range : [8/1/2014 [ to mzois =1 | Update
Cookie

Inventory Item Unit Beginning  Received Ending Used UsedCost ~ Costte  Costto

Original Chocolate Chip 1] 31410 576.00 367.20 52290 $941.22 5.24% 9.31%
Oatmeal Walnut Raisin b 54.00 30.90 4560 39.30 $65.95 0.37% 0.65%
Pecan b 64 80 3090 56.40 3930 586.T1 0.48% 0.86%
Double Fudge 1] 7230 0.30 29.70 4290 56807 0.38% 0.67%
White Chunk Macadamia 1] 69.00 210.60 196.80 8280 5198.20 1.10% 1.96%
Peanut Butter Supreme 1] 13260 120.30 143.40 124.20 523325 1.30% 2.31%
Sugar Ib 90.60 300.00 219.00 171.60 $243.16 1.35% 241%
Chewy Chocolate Supreme b 40.80 90.00 58.20 7260 521027 1.17% 2.08%
Chewry Pecan Supreme b 30.60 60.00 30.00 60.60 $153.98 0.86% 1.52%
Snickerdoodle 1] 4290 30.00 16.80 26.10 597.18 0.54% 0.96%
Domino b 4140 30.00 5430 17.10 $29.22 0.16% 0.29%
Birthday Cake b 40.80 60.60 60.00 41.40 580.88 0.45% 0.80%
Chunky Chocolate Batter 1] 0.00 0 0.59 0.10 5020 0.00% 0.00%
Total 5240829 13.42% | 23.82%

Cookie Cake

Inventory Item Unit Beginning  Received Ending Used UsedCost Coatte  Costio

Jumbo Cookie Cake Ib 305.40 450.00 229.50 525.90 $905.76 5.05% 15.87%
Total 5905.76 5.05% 15.8T%

Cost %: 35.14%
Total Cost: $6,307.06
Net Sales: $17,946.37

Your report will be grouped by category and will reflect:

» Each inventory item name.

» The unit of measurement for each item.

* Beginning Inventory (your beginning inventory for the date range you set).

* Received Inventory (inventory received for the date range you set).

» Ending Inventory (your ending inventory as of the date range you set).

» Used Inventory (the amount of inventory used over the course of the date range you set).

+ Used Cost (the cost of each inventory item multiplied by the amount that was used).

» Cost to Sales (the percentage of inventory items against total sales for the date range you set).
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+ Cost to Category Sales (the percentage of inventory items against total category sales for the date
range you set).

* Note: Total cost of goods percentage (against total sales) for the date range you set will
appear at the bottom right corner of this report, along with total cost of goods and total net
sales. You can export this report by clicking More Options at the right top corner of the
page and then Export Report.

Related Topics
Inventory History

Profitability Report

Spending Report

Inventory Movement

Discrepancy Report
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Product Mix Reports

The purpose of this section is to illustrate how to generate, and view a Product Mix Report.

Product Mix Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Sales Reports.

e s ~
- I el ( soe [ Ren ][ e
b ¥
* Store: PTC Concierge Support /® Search | *Z* Chat | 1; | Settings | Log Out
Daily Summary
Dashboard [ Labor re: All Stores [ Change |
Inventory
Alerts Links |
Message Date Other Data
Unrecagnized Clock-In Employee from POS 6/28/2017 '
- "m P ress Key Indicators
o Unavailability Received 6/6/201T7 - |—
-to-Da
SS6KI | 2| Other Reports ||
co $7.2K " . L =
g sas¢ s B8 sge
Sales By Day $2.4K a w !I tg 2 i %DE
$0 —
Today Prev Weok Prev Yoar Apr 17 May 17 Jun 17
Sales $160 $é0 §116 PTC Conclerge Support [l Silver Gift
Checks 3 g y Shoppe ! Sliver Shopping
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* Hint: You can also access Sales Reports by clicking on the Reports tab and then on Sales

Reports.
ouvows | [ sore | [T (oo
® Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor

Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

O u @ i

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Sales Reports screen, click Product Mix.

/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports

Sales Product Mix

Q View your sales report over by any time period for View break-down of your products by category or
better analysis deparment sold in any given period of time
Modifier Report Item Sales By Employee

View a detailed summary and breakdown of item a View a breakdown of items sold by your employees
modifiers used in your sales transactions

DEP&I“E‘H ent Sales
- View a summary of your department salas for a Qi\'&ﬂ
@ time period.

STEP 3: The Product Mix Report will provide you with sales information related to product for the date range
you set. To select a date range, enter your preferred date range at the top of the page and click Update.

» Click Details at the bottom right of the chart details section to view sales information for items within a

specified category. Within this view, click Trend to the right of any category item to see the
purchasing trend for the date range you set. See STEP 3 for more detailed information.
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+ Click Employees, to view your item sales for that category by your employees.

Product Mix Report ‘& B GoBack 8 More Options

Ibnhhrm:hmm o [wazoT =] upchhll

Product Category Mix (By Sales Amount)
Check i gmcionn ve views dennied brmaedzum

ICE CREAM | 5.660 $1420291 o1LT% | 75.7% 5253 Detads

|MHOHE | 328 5284420 53% 153% Dot b | a1
RETAL [ [ $1,055.80 14% | 5% $11.85 | Deiskape | -
|Unspecited | [ $40341 m‘ i i |
BEVERAGES | 15 52836 0.2%, 0.1% $1.50 | Detas | Ermpleyells b
| GIFT CARDS | 85 5000, 0% $0.00| Detats »
| | 6178 18, ; 100.0% 100.0% $3.02

Store User Guide - 2
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STEP 4: To view your product mix report by quantity of items sold, click View Report by Quantity.

» Click Category Details at the bottom right of the chart details section to view sales information by
quantity for items within a specified category.

+ Click Display All Categories at the bottom right of your chart to view product mix detail as a list. This
report will show quantity and sales for all categories and items pertaining to each category within the
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date range you set.

Product Mix Report ‘i 5 GoBack & More Opfions

Date Range - 552074 0 w» ®zena O updwe |

Froduct Category Mix (By Quantity)
Click 2 sactian o view detailed breakdown

[ Coppuccing Blase 4.1%
o — —— Bre Packed Quarts. 4.7%

Product Mix Report & B GoBack 8 Mo Optons

Diate Rarge 333314 2 » s O _upame|

Breakdown (By Quantity)

- SinglaScesp. 434%

Catngory: Cup and Coney

Totsl  SuENIE

I om | el Guantty  (Quama)  COGSN

Skt Sootp S1.477.20 s12 anam 1% Trend s
Daule 5500 A4 35 Fora] i Trend
K Soeap R s s i Trandis
Wallle Cone Wi L B3N A Trand e
Trighe Seocp TS n 26% Ao Trend i
Ko Dowbie Scoop SHTY n 5% ) Trend e
Wafle Bowt #1334 % ALY rea Trend e
Cake Cione " 15 1y o Trand s
Sugar Cone S 4 0% N Trendie
Exira Kits So00p nn 3 [F13 o Trend i
Eutra Scoop 121} EH o nea Trend
K Trighe Scoop 0w 1 o o Trand e

7

Product Mix Repan b v o GoBack  ® Mors Options.

Dute Fangs 552015 o v pras O upsse|

Gategory em Quantity Salen Totat

Cup and Cones
Drsitie Scacy. ] 516164
Sargie Sroop o2 4T
Ky Senop m Y
Trgle Scoop o )
\afte Cane. 08 5105
bl Clonsbie Szop. n e
arse Bawd 15 51335
Eea Seanp. 2 5108
Eera Kada Scoep 3 3TE
Ky Trigie Sco0p " 200
Cabe Cons " HIT)
T Cone 4 09

Cup and Cones Toeal M7 LEN56

* Note: If you are looking at product mix by category, the quantity shown will be for the entire

category. If you are looking at a product mix report for individual items, the quantity shown
will be for the specified item only.
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! Did you know? You can export any Product Mix report by clicking More Options at the top
right corner of the page and then, Export Report.

Related Topics

Sales Reports
Inventory Reports

Labor Reports
Training Reports

Survey Reports
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Labor Reports

The purpose of this section is to illustrate how to generate, and view, various Labor Reports.

Labor Reports o Go Back
Labor Costs =) Pay Period Report
g View your labor cost breakdown for any given period of i View your payroll cost and trend from pay period to
time pay pariod
. Employee History Time Card Discrepancy
View a hlslnry of notes on all MYDUF BNDIOYBQS a Compare BI"I"IFHOYQO schedules and their actual time
cards

. Time Card
@ View time card details for a given period of time

For more detailed information, click on a topic below.
Labor Costs Report

Pay Period Report

Employee History Report

Time Card Discrepancy Report

Additional Related Topics

Sales Reports
Inventory Reports

Product Mix Reports

Training Reports

Survey Reports
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Labor Costs Report

The purpose of this section is to illustrate how to generate a Labor Costs Report.

Generate a Labor Costs Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Labor.

D R Dashboard Store Reports Resources |
v h 4 v
ore: P ~onclerge Suppo a 2 les Reports E atting og O
y Summary
Dashboard Labor re: All Stores [ Change
Invento
Alerts Links szl
Message Date Survey
Unrecognized Clock-In Employee from POS 5/16/2017 .
Monthly Progress Reviews
View All b '
X101 —— Other Data
Compare R | Key Indicators
s180k| |8 :
Sales By Day $120k| | % | Other Reports —
i SRR
Today  PrevWeek  Prov Year $60K Training 4@ 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Provious Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/17 Thu (5/18,
Sales $106 $575 $456 Al il L8
91 91 B8’
Checks 5 1 11 63° 66° b e
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 NA $2,071 4 Weoks $160.562 $3,088
Siiver Shopping $488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 N/A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Labor reports by clicking on the Reports tab and then on

Labor.
ouvows | [ sore | [T (oo
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

O u @ i

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Labor Reports screen, click Labor Costs.

Labor Reports © Go Back
Labor Costs =) Pay Period Report
q View your labor cost breakdown for any given period of It View your payroll cost and trend from pay period to
time pay period
F Employee History Time Card Discrepancy
View a history of notes on all of your employees @ Compare employee schedules and their actual time
cards

Time Card
@ View time cand details for a given period of time

STEP 3: This report will show the hours and corresponding pay for each of your employees within the date
range you set. To select a date range, enter your preferred date range at the top of the page and click
Update.

+ Keep in mind that you must have already entered a pay rate for each of your employees to generate
pay totals. Your total labor costs (for the selected date range) along with net sales will generate your
labor percentage, which will be shown at the bottom right corner of the screen.

Labor Costs ‘W o GoBack © More Options

| Date Range : 2114201 o to 2z720m = —U&”

Name Pay Rate Hours Amount ($)
P ald T . $8.00 36.87 $294.96
Lr=gp=y reg $8.00 26.81 $214.48
[ e e ] $8.30 5243 $43517
e i $8.00 37.90 $303.20
Total Labor Costs 154.01 $1,247.81
Total Sales $10,120.76

Labor % 12.3%
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! Did you know? You can export this report by clicking More Options at the top right corner
of the page and then, Export Report.

Related Topics
Pay Period Report

Employee History Report

Time Card Discrepancy Report
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Pay Period Report

The purpose of this section is to illustrate how to generate a Pay Period Report.

Generate a Pay Period Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Labor.

D R Dashboard Store Reports Resources |
v h 4 v
ore: P ~onclerge Suppo a 2 les Reports E atting og O
y Summary
Dashboard Labor re: All Stores [ Change
Invento
Alerts Links szl
Message Date Survey
Unrecognized Clock-In Employee from POS 5/16/2017 .
Monthly Progress Reviews
View All b '
X101 —— Other Data
Compare R | Key Indicators
s180k| |8 :
Sales By Day $120k| | % | Other Reports —
i SRR
Today  PrevWeek  Prov Year $60K Training 4@ 3
” - -
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [ Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Silver Shopping
# Provious Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/17 Thu (5/18,
Sales $106 $575 $456 Al il L8
91 91 B8’
Checks 5 1 11 63° 66° b e
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 N/A $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 NA $2,071 4 Weoks $160.562 $3,088
Siiver Shopping $488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 N/A §13,551 52 Weeks $365,650 §7.032
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* Hint: You can also access the Labor reports by clicking on the Reports tab and then on

Labor.
ouvows | [ sore | [T (oo
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

O u @ i

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Labor Reports screen, click Pay Period Report.

Labor Reports © Go Back
Labor Costs == Pay Period Report
View your labor cost breakdown for any given period of It View your payroll cost and trend from pay period to
time pay period
F Employee History Time Card Discrepancy
' View a history of notes on all of your employees @ Compare employee schedules and their actual time
cards

Time Card
View time cand details for a given period of time

STEP 3: This report will show what you spent on labor for each pay period within the date range you set. To
select a date range, enter your preferred date range at the top of the page and click Update.
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» This report will also reflect your labor percentage against net sales.
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a More Options

Pay Period Report ‘& 8 Go Back
Date Range - 5/14/2014 1 to 22014 Update |
Labor Cost (By Pay Period)
$3,700——————————————
53,Fs52 T $3.648 T ——
$2,960 $3.493 53528 3,423 43377 — -
g $2,220
=
§ £1,480
£740
3 > N
o & AV A & o
Pay Period
Pay Period Labor Cost ($) % of Sales
6/1-6/14, 2014 $3,552.04 17.4%
6/15- 628, 2014 $3,494.65 15.4%
6/29-7112, 2014 $3,648.36 17.0%
713 - 7126, 2014 $3,528.47 16.3%
727 - 819, 2014 $3,423.37 16.8%
810 - 823, 2014 $3,277.10 17.3%
824-9/6, 2014 $3,109.12| 17.0%

! Did you know? You can export this report by clicking More Options at the top right corner
of the page and then, Export Report.

Related Topics
Labor Costs Report

Employee History Report

Time Card Discrepancy Report
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Employee History Report

The purpose of this section is to illustrate how to generate an Employee History Report.

Generate an Employee History Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Labor.

D R Dashboard Store Reports Resources |
v h 4 v
ore: P ~onclerge Support a 2 les Reports E . og O
y Summary
Dashboard Labor re: All Stores [ Change
Invento
Alerts Links sidaisl
Message Date Survey
Unrecognized Clock-In Employee from POS 5/16/2017 .
Monthly Progress Reviews
View All !
X101 —— Other Data
Compare R | Key Indicators
sisok| (@}
Sales By Day $120K -4 | Other Reports N
i SRR
Today  PrevWeek  Prov Year $60K Training 58 3
” - -
Sales $46 $562 £391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Silver Gift
Average Check $45.98 $56.22 $65.16 Shoppe ) Shver Shapping
# Previous Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/17 Thu (5/18
Sales $106 $575 $456 y(518) e ey B
91 91 88
Checks 5 1 1 63° 66° Y e6
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast py
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 WA $11480 Basis i Week Sales
Silver Gift Shoppe 598 /A $2,071 4 Weaks $160,562 $3,088
Siver Shopping $488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 N/A $13,551 52 Weeks $365,650 $7,032
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* Hint: You can also access the Labor reports by clicking on the Reports tab and then on

Labor.
ouvows | [ sore | [T (oo
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

O u @ i

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Labor Reports screen, click Employee History.

Labor Reports © Go Back
Labor Costs =) Pay Period Report
q View your labor cost breakdown for any given period of It View your payroll cost and trend from pay period to
time pay period
F Employee History Time Card Discrepancy
View a history of notes on all of your employees @ Compare employee schedules and their actual time
cards

Time Card
@ View time cand details for a given period of time

STEP 3: This report will show any notes that have been added for an employee (General, Positive and

Negative) within the date range you set. To select a date range, enter your preferred date range at the top
of the page and click Update.
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» To view notes on an employee, click View Details to the right of the employee’s name.

p i e .
Dashboard Store Reports Resources
v hd
¢ Store: BR - Mission Grove w Shortcuts | Settings | Log Out
Employee History & o Go Back

Date Range : 173172008 o o aze0m 1 [Update} |

Name General Notes  Positive Notes  Negative Notes
-H-l.-l--l- 0 0' 0 '
e T 0 0 0 View Details »
s bpegefial 0 0 0| View Details »
(R LI SN PR 0 0 0 View Details »
el aa i 0 0 1, View Details »
Py — 0 0 0| View Details »
rwlemy 0 0 0| View Details W
Ltul] Tip ™. 1] 0 0| View Details »
P& o Tl i 0 0 0| View Details »
rr= e 1 0 0| View Details »
b o o ] 0 0 0| View Details »
| e Pl & 0 0 0 View Details »

Related Topics
Labor Costs Report

Pay Period Report

Time Card Discrepancy Report
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Time Card Discrepancy

The purpose of this section is to illustrate how to generate a Time Card Discrepancy Report.

Generate a Time Card Discrepancy Report
STEP 1: From your Dashboard view, mouse over the Reports tab and click Labor.

D R Dashboard Store Reports Resources |
v h 4 v
ore: P ~onclerge Support a 2 les Reports E . og O
y Summary
Dashboard Labor re: All Stores [ Change
Invento
Alerts Links sidaisl
Message Date Survey
Unrecognized Clock-In Employee from POS 5/16/2017 .
Monthly Progress Reviews
View All !
X101 —— Other Data
Compare R | Key Indicators
sisok| (@}
Sales By Day $120K -4 | Other Reports N
i SRR
Today  PrevWeek  Prov Year $60K Training 58 3
” - -
Sales $46 $562 £391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Silver Gift
Average Check $45.98 $56.22 $65.16 Shoppe ) Shver Shapping
# Previous Day
Sales By Week Weather Forecast
Curr WTD Prev WID Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Today (5/16 Tomorrow (5/17 Thu (5/18
Sales $106 $575 $456 y(518) e ey B
91 91 88
Checks 5 1 1 63° 66° Y e6
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast py
Today's Schedule
Current Sales Performance
- May 2016
ol o MTD Sales Forecast
PTC Concierge Suppor.. $1,715 WA $11480 Basis i Week Sales
Silver Gift Shoppe 598 /A $2,071 4 Weaks $160,562 $3,088
Siver Shopping $488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 N/A $13,551 52 Weeks $365,650 $7,032
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* Hint: You can also access the Labor reports by clicking on the Reports tab and then on

Labor.
ouvows | [ sore | [T (oo
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

O u @ i

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress
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STEP 2: From the Labor Reports screen, click Time Card Discrepancy.

Labor Reports o Go Back
Labor Costs 7 Pay Period Report
q View your labor cost breakdown for any given period of Mg View your payroll cost and trend from pay period to
time l pay period
F Employee History », Time Card Discrepancy
View a history of notes on all of your employees —ﬁ,) Compare employee schedules and their actual time
J - A cards

» Time Card
—{L View time card details for a given period of ime

STEP 3: This report will show scheduled hours versus actual hours worked by your team members within
the date range you set. Any discrepancies will be noted in the Difference (Hrs) column with an over or under
percentage to the right of each discrepancy. From this screen, you will have the option to:

* View scheduled hours via the Work Schedule, by clicking on a hours total within the Scheduled Hrs
column.

» View actual hours worked, by clicking on an hours total within the Actual Hrs column. Note, you will be
able to edit hours worked by an employee by clicking Edit Time Card at the bottom right corner of the
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employee screen. For more on Time Cards, click here.
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Related Topics
Labor Costs Report
Pay Period Report

Employee History Report

tore: BR - Mission Grove

Time Card Discrepancy ‘¥

Imnmm:mmn 0 o 22

0 updae ||

Name ~ Scheduled (Hrs)  Actual (Hrs)  Difference (Hrs) Overiunder (%)

Go Back

e e
RS, Y
e r—

| Wit i

255 27.3 18 7.06%
18.0 18.6 0.6 333%
80.5 822 1.7 211%

E 0.1 -0.54%

17.9 -0.6 -3.24%
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Training Reports

The purpose of this section is to illustrate how to generate a Training Report.

Important: Training materials, videos and certification tests are brand specific and
customized to fit your brand’s needs. Therefore, this section will primarily focus on how to
navigate to, and generate, a training report. What you see when a report is generated will
be based on your brand’s specific training program.

o =
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Generat

e a Training Report

From your Dashboard view, mouse over the Reports tab and click Training.

Store User Guide - 2

@D SILVER' D 0
Dashboard
Alerts
Message Date
Unrecognized Clock-In Employee from POS S5M16/201T
View All W
Compare
Sales By Day
Today Prav Week Prev Year
Sales $46 $562 $391
Checks 1 10 6
Average Check $45.98 $56.22 $65.16
#{ Previous Day
Sales By Week
Curr WTD Prev WTD Prev Yr WTD
Sales $106 $575 8456
Checks 5 1" 1
Average Check $21.29 $52.24 $41.44
Current Sales Performance
May 2016
May Sales Target MTD
PTC Concierge Suppor.. $1,715 A $11,480
Silver Gift Shoppe 5§98 N/A $2,07
Silver Shopping §488 NA NA
Total: $2,301 N/A $13,551

Store Reports Resources
L
les Reports 0 og O
ily Summary
"‘I"“’ re: All Stores [ Change
I{Jento
Links ol
e
Monthly Progress “l"‘“"
$300K l{hel’ Data
$240K Kly Indicators
$180K[ |8
o~
s120| | % #er Reports T
$60K Training 4 e ¥
- Mar 17 Apr 17 May 17
PTC Conclerge Support [l Siiver Gift
Shoppe ! Sliver Shopping
Weather Forecast
PTC Concierge Support, Silver Gift Shoppe
Today (5/16) Tomorrow (5/17) Thu (5/18)
a1° 91* - 3
63° 66° r’v 66°
View Full 5-Day Forecast pp
Today's Schedule
Sales Forecast
Basis Year Sales Week Sales
4 Weeks $160,562 $3,088
B Weeks $117,738 $2,264
52 Weeks $365,650 §7,032
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* Hint: You can also access the Training report by clicking on the Reports tab and then on

Training.
(OUSE  suveR Dashboard Store Reports Resources
“ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Sales Reports
View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitted
by your customers

Other Data
View reports on your transaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

From the Training Reports screen, you will see:

« A list of all current coursework.

Daily Summary
View a summary of sales related data for a particular

day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitied about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and Its progress

+ How many team members have been assigned specific coursework.

+ How many team members have completed assigned coursework.
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» A completion percentage for each course.
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Related Topics

Sales Reports
Inventory Reports

Product Mix Reports

Labor Reports

Survey Reports

Training o Go Back
| Class Assigned Completed Percent
Recipe Creation |
Spoonable Smoothie ] 0 0.0%
Lemonade Yogurt, Lemonade Chillers & Coffee Chillers Cerfification Test 5 0 0.0%
Frozen Coffee Chiller Creation -] 0 0.0%
Frozen Lemonade Chiller Creation 3 0 0.0%
Caramel Apple Pie Dream Shake 5 0 0.0%
Artisan Hot Chocolate Certification Test 3 0 0.0%
Smoothie Certification Test 6 1 16.7%
Training Module Videos > Taylor Machine Operations Module

Assembling the Taylor Machine 6 0 0.0%
Sanitizing the Taylor Machine 6 0 0.0%
Priming the Taylor Machine -] 0 0.0%
Disassembling the Taylor Machine 6 0 0.0%
Taylor Brush Cleaning 6 0 0.0%
Certification Test -] 0 0.0%
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The purpose of this section is to illustrate how to generate a Survey Report.

=

Important: Surveys are brand specific and customized to fit your brand’s needs. Therefore,
this section will primarily focus on how to navigate to, and generate, a survey report. What
you see when a report is generated will be based on your brand’s specific survey

program(s).

Generate a Survey Report
From your Dashboard view, mouse over the Reports tab and click Survey.

=) Sales Reports
T View sales data for your store including top level
metrics and product sales details

Labor
Analyze your labor costs with detailed report by time
and employee

Survey
View reports of guest satisfaction surveys submitied
by your customers

Other Data
View reports on your ransaction count and any
custom data set up for your store

Other Reports
Run other reports for your store

Store Reports Resources
v -
Chat | @ Help | Shortcuts | Settings | Log Out

® Search |

Daily Summary
View a summary of sales related data for a particular
day

Inventory
View reports of your inventory

Reviews
View reports of reviews submitted about your store

Key Indicators
Run key indicator metrics for all your stores

Training
View currently assigned training materials for your
store and its progress
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* Hint: You can also access the Survey reports by clicking on the Reports tab and then on

Survey.
Rl suveR Dashboard Store Resources
hd hd
¢ Store: PTC Conclerge Support /® Search | +Zs Chat | b | Settings | Log Of
Dpily Summary
Dashboard bor re: All Stores [ Change
e nto
Alerts Links dd
Message Date [suvey
Unrecognized Clock-In Employee from POS 5116/2017 .
Monthly Progress Reviews
View All !
$300K Other Data
Compare $240K1 151 Key Indicators
$180K 3' t T
Sales By Day $120K - | Other Reports HR——
———li ¥ = d
Today  ProvWeek  Prov Year 00K Training a9 5
Sales $46 $562 $391 Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support M Siiver Gift
Average Check $45.98 $56.22 $65.16 Shopoe M Siver Shopoing
4 Previous Day
Sales By Week Weather Forecast
) P e PTC Concierge Support, Silver Gift Shoppe
Today (5/16 T 517 Thu (5/18
Sales $106 $575 $456 v 91). m(m.) A, ;a-
Checks 5 1 1 63° 66° Y s
Average Check $21.29 $52.24 $41.44 View Full 5-Day Forecast by
Today's Schedule
Current Sales Performance
Sal May 2016
i Targ MTD Sales Forecast
PTC Concierge Suppor.. $1.715 NA $11.480 Basis Year Sales Week Sales
Siiver Gift Shoppe $98 NA  $2407 4 Weeks $160,562 $3,088
Siiver Shopping $488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 N/A $13,551 52 Weeks $365,650 $7,032

From the Survey Reports screen, you will have the option to:

» Select which survey you'd like to see. To do so, click the drop down arrow to the right of Survey to

select from your list of available surveys.
+ Select a date range to view.

» Search a single store or within a group of stores (if you operate multiple locations). To do this, click
Change to the right of Search Within and check only those stores you wish to view results for.
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» Filter your survey down to specific questions. To do this, click Change to the right of Filters and select
the question you wish to view results for.

Once you have modified your search criteria, click Run Report.

Survey Report ‘&

Date Range
Search Within

Survey

Share an Experience

L Bn32014 I::::

v

o Bizzos I

Filters

. All Stores [ Change ]
. None [ Change )

RmRepclt'

o Go Back

Aggregate Feedback Report i 'v o Go Back
Survey : Share an Experience [ Perform New Search |
Date Range - 8/5/2013 - 9/110/2014
Search Within . All Stores
Filters - None
Tolal Customer Safisfaction Surveys Submitted: 4 View Individual Surveys B
1a. Friendliness of Team Members View Breakdown b
Response Breakdown Total Responses
Exremely Dissatisfied §ox 0
Dissatisfied O 5% 1
Average O 5% 1
Satisfied O 5% 1
Extremely Satisfied O 5% 1
Total 4
1b. Cleanliness of Location View Breakdown M
Response Breakdown Total Responses
Extremely Dissatisfied S 25 1
Dissatisfied FLES 0
Average C__ E& 2
Satisted O 25% 1
Extremely Satisfied (L3 0
4
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* Note: Once you generate a survey report, you will have the option to view individual
surveys or question breakdowns.

Related Topics
Sales Reports
Inventory Reports
Product Mix Reports

Labor Reports
Training Reports
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Other Reports

The purpose of this section is to showcase the reports within the Other Report category. Click on a

report below for more detailed information.

Please note that based on your brand’s chosen solution, there may be reports that are not visible on your
platform.

Discount Details Report

Discounts by Employee Report

Employee Productivity Report
Red Flag Report

Shift Details Report

Store Productivity Report

Summary Report

Tender Type Report
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The purpose of this section is to showcase the Discount Details Report, which provides you with

your store’s discount details for any date range you specify.

Generating the Discount Details Report
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STEP 1: From your Dashboard view, mouse over the Reports tab and click Other Reports.

@® SILVER

Dashboard Store Reports Resources
ore: F ~onclerge Suppa ea 3 les Reports atting og O
ily Summary
Dashboard ,_I.,,, re: All Stores [ Change
I{aento
Alerts Links i
Message Date -‘-l"‘ev
Unrecognized Clock-In Employee from POS 5/16/2017 " 5 [
View All b
$300K Ofher Data
$240K
Compare » Indicators
- S$180K g v
o s
Sales By Day $120k} | % || Other Repo ¥ e 3
Today  Prev Week Prov Year $60K Training 4@ 3
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siver Shapping
# Previous Day
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Tomorrow (5/1 Thu (5/18
Sales $106 $575 $456 e A B bl e B
Checks 5 11 11 63 66° Y e
Average Check $21.29 §52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 hA- $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 A $2,0m 4 Weeks 160,562 $3,088
Silver Shopping s488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 NA $13,551 52 Weeks $365,650 $7,032
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STEP 2: Within Other Reports, click Discount Details.

¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Other Reports

Cleared Checks
Cleared ltems
Discount Details
Discounts By Employee
Empioyee Productivity
Price Overrides
Red Flag Report
Shift Details

Store Productivity
Summary Report
Tender Type Report

Page 311 of 395



NCR Store User Guide - 2

STEP 3: Select your preferred data range and click Run Report.

/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Discount Details

Report Name : Discount Details

Date Range : 5/16/2017 O To srer=o17 iz

Run Report

Discount Details
Once the report is generated, discounts will be listed to the left, under Discount Name. Each discount is
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broken down into further details, shown to the right.

,® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Discounts © Go Back |= More Opumsl
Date Range: 4/16/2017 - 5/16/2017 [[ Change | e

Discount Nama Appilss To Quantit Sales Before Discount Sales After &.ﬂdfﬂ
$10M Ticket 2 $14.99 $1.00 (7%) | $13.99 $13.99
$1 OFF Item Line 3 $82.50 $3.00 (4%) $79.50 §1,708.59
10% off Ticket $15.50 $1.55 (10%) $13.95 §13.95
10% off Ticket Ticket 13 $169.52 $16.80 (10%) $152.72 $151.22
15% Line 1 $16.50 $2.47 (15%) $14.03 $12.63
25% off ltem Line 10 $51.91 $14.35 (28%) $37.56 $272.54
50% Off Discount Ticket 6 $40.99 $20.49 (50%) $20.50 $20.50
BOGO SERVICES Line a3 $480.00 $480.00 (100%) $0.00 $700.12
Dollar off Tieket 2 $12.00 $1.00 (8%) $11.00 $11.00
Employee Meal Ticket 14 $254.48 $127.23 (50%) $127.25 §127.25
Free Pie Ticket 0 $0.00 $0.00 (0%) $0.00 $0.00
$667.89

* Hint: You can change your date range from a generated report by clicking Change to the
right of Date Range.
Did you know? You can export this report by clicking More Options at the top right corner
of the page and then, Export.

Related Topics within Other Reports
Discounts by Employee Report

Employee Productivity Report
Red Flag Report

Shift Details Report

Store Productivity Report

Summary Report

Tender Type Report
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The purpose of this section is to showcase the Discounts by Employee Report, which provides you
with your store’s discounts by employee data for any date range you specify.

Generating the Discounts by Employee Report
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STEP 1: From your Dashboard view, mouse over the Reports tab and click Other Reports.

@® SILVER

Dashboard Store Reports Resources
ore: F ~onclerge Suppa ea 3 les Reports atting og O
ily Summary
Dashboard ,_I.,,, re: All Stores [ Change
I{aento
Alerts Links i
Message Date -‘-l"‘ev
Unrecognized Clock-In Employee from POS 5/16/2017 " 5 [
View All b
$300K Ofher Data
$240K
Compare » Indicators
- S$180K g v
o s
Sales By Day $120k} | % || Other Repo ¥ e 3
Today  Prev Week Prov Year $60K Training 4@ 3
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siver Shapping
# Previous Day
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Tomorrow (5/1 Thu (5/18
Sales $106 $575 $456 e A B bl e B
Checks 5 11 11 63 66° Y e
Average Check $21.29 §52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 hA- $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 A $2,0m 4 Weeks 160,562 $3,088
Silver Shopping s488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 NA $13,551 52 Weeks $365,650 $7,032
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STEP 2: Within Other Reports, click Discounts By Employee.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Other Reports

Cleared Checks
Cleared ltems
Discount Detalls

| Discounts By Employee |
Employee Productivity
Price Overrides
Red Fiag Report
Shift Details

Store Productivity
Summary Report
Tender Type Report
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Discounts By Employee

Discounts by Employee

¢ Store: PTC Concierge Support

® Search | Chat |

Report Name : Discounts By Employee

® Help | Shortcuts | Settings | Log Out

| Dste Range : 582017 o To emror

Run Report

Once the report is generated, employee names will be listed to the left, under Employee. To the right are

discount details associated with that employee.

Discounts By Employee

/® Search | Chat |

Date Range: 5/8/2017 - 6/7/2017 |[ Change |

Employee NetQuantity — NetDiscounts  NetSales  Avg Net Discount
Amber Kelley 38 $429.50 ST16.74 $11.30 $59.73 12
Dana Perryman 2 $5.16 $31.75 $2.58 $12.58 3
dwyane clark 21 $151.23 $378.71 $7.20 $34.43 1
Rondy 6 $21.30  $1.331.68 $3.55 $95.12 14

Total 67 $607.19 $2,464.88 $9.06 $61.62 40

® Help | Shortcuts | Settings | Log Out
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* Hint: You can change your date range from a generated report by clicking Change to the
right of Date Range.
Did you know? You can export this report by clicking More Options at the top right corner
of the page and then, Export.

Related Topics within Other Reports
Discount Details Report

Employee Productivity Report
Red Flag Report

Shift Details Report

Store Productivity Report

Summary Report

Tender Type Report
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The purpose of this section is to showcase the Employee Productivity Report, which provides you

with employee productivity data for any date range you specify.

Generating the Employee Productivity Report
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STEP 1: From your Dashboard view, mouse over the Reports tab and click Other Reports.

@® SILVER

Dashboard Store Reports Resources
ore: F ~onclerge Suppa ea 3 les Reports atting og O
ily Summary
Dashboard ,_I.,,, re: All Stores [ Change
I{aento
Alerts Links i
Message Date -‘-l"‘ev
Unrecognized Clock-In Employee from POS 5/16/2017 " 5 [
View All b
$300K Ofher Data
$240K
Compare » Indicators
- S$180K g v
o s
Sales By Day $120k} | % || Other Repo ¥ e 3
Today  Prev Week Prov Year $60K Training 4@ 3
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siver Shapping
# Previous Day
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Tomorrow (5/1 Thu (5/18
Sales $106 $575 $456 e A B bl e B
Checks 5 11 11 63 66° Y e
Average Check $21.29 §52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 hA- $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 A $2,0m 4 Weeks 160,562 $3,088
Silver Shopping s488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 NA $13,551 52 Weeks $365,650 $7,032
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STEP 2: Within Other Reports, click Employee Productivity.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Other Reports

Cleared Checks

Cleared ltems

Discount Details

Discounts By Employee
| Employee Productivity |

Price Overrides

Red Flag Report

Shift Details

Store Productivity
Summary Report
Tender Type Report
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STEP 3: Select your preferred data range and click Run Report.

/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Employee Productivity

Report Name : Employee Productivity

| Date Range : 411672017 j To  516/2017 E

Run Report

Employee Productivity
Once the report is generated, employee names will be listed to the left, under Employee. To the right are
productivity details associated with that employee (calculated by net sales to hours worked, with additional
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details such as transactions and average invoice totals).

Store User Guide - 2

Employee Productivity

Date Range: 4/16/2017 - 5/16/2017

Employee Net Sales
Amber Kelley $2,858.74
Bob Cohen $130.99
Dana Perryman $2,200.58
dwyane clark §1,636.54
Greg Cook $89.50
keisha Furlow $0.00
Lizzy Duncan $4,617.47
Mike Jones $1.69
Rondy $30.78
Timmy Tumer $0.00

$11,466.29

/® Search |

Hours Worked
0.00
0.00
0.00
0.00
0.00
0.00
6.72
0.00
0.00
0.00

o Go Back |l= MoreOpﬁonsl

Chat | @ Help | Shortcuts | Settings | Log Out

Print
Export
Productivity Transactions
$0.00 1
$0.00 4
$0.00 16
$0.00 51
$0.00 3
$0.00 0
3687.46 5
$0.00 3
$0.00 4
$0.00 2

$1,707.14

$115.82

* Hint: You can change your date range from a generated report by clicking Change to the

right of Date Range.

Did you know? You can export this report by clicking More Options at the top right corner

of the page and then, Export.

Related Topics within Other Reports
Discount Details Report

Discounts by Employee Report
Red Flag Report

Shift Details Report

Store Productivity Report

Summary Report

Tender Type Report
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Red Flag Report

The purpose of this section is to showcase the Red Flag Report, which provides you with red flag
data (including, but not limited to, average invoice amounts, discount quantities, discount amounts,

cleared ticket information, refunds, etc...) for any date range you specify.

Generating the Red Flag Report
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STEP 1: From your Dashboard view, mouse over the Reports tab and click Other Reports.

@® SILVER

Dashboard Store Reports Resources
ore: F ~onclerge Suppa ea 3 les Reports atting og O
ily Summary
Dashboard ,_I.,,, re: All Stores [ Change
I{aento
Alerts Links i
Message Date -‘-l"‘ev
Unrecognized Clock-In Employee from POS 5/16/2017 " 5 [
View All b
$300K Ofher Data
$240K
Compare » Indicators
- S$180K g v
o s
Sales By Day $120k} | % || Other Repo ¥ e 3
Today  Prev Week Prov Year $60K Training 4@ 3
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siver Shapping
# Previous Day
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Tomorrow (5/1 Thu (5/18
Sales $106 $575 $456 e A B bl e B
Checks 5 11 11 63 66° Y e
Average Check $21.29 §52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 hA- $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 A $2,0m 4 Weeks 160,562 $3,088
Silver Shopping s488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 NA $13,551 52 Weeks $365,650 $7,032
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STEP 2: Within Other Reports, click Red Flag Report.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Other Reports

Cleared Checks
Cleared ltems
Discount Details
Discounts By Employee
Employee Productivity
Price Overrides
[RedFlagRepot |
Shift Details

Store Productivity
Summary Report
Tender Type Report
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STEP 3: Select your preferred data range and click Run Report.

/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Red Flag Report

Report Name : Red Flag Report

| DateRange: 4162017 0 T sier017 o]

Run Report =

Red Flag Report
Once the report is generated, employee names will be listed to the left, under Name. To the right are details
associated with that employee (which include invoice, discount, cleared ticket, refund and price change
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information) for the date range you set.

@wce PETLTOY Dashboard Store Reports Resources
- hd
 Store: PTC Conclerge Support ,/® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Red Flag Report © GoBack | © More Options
Print
Date Range: 4/16/2017 - 5/16/2017 [[Change ]
Export
Average Net Cleared Cleared Price
Namo  '™3® invoico Difgount DIsolnt pigcount Check  Check Reund REUAY  change Change item itom
Amt % Qty Amt Qty Amt Qty Amt
m’ 11 $259.89 33 $476.35 18.7% 4 $56.38 1 $50.50 1 8000 4 827
Bob
Cohen 4 $32.75 1 $1.00 08% 0 $0.00 0 $0.00 0 $0.00 1 50
Dana
Pamyman 16 §$137.54 2 s26.24 12% §  $27046 6 $110.91 0 $000 4 $103
:m"'“" 51 $30.13 15 $163.30 10.6% 22 $1,001.35 3 $2650 0 $0.00 34 $340
g‘;gk 3 $29.83 0 $0.00 0.0% 0 $0.00 0  $0.00 0 $0.00 1 s10
keisha
Furiow 0 0 $0.00 1 $6.17 0 $0.00 0 $0.00 [} 50
Lizzy
o A 5 592349 1 $1.00 0.0% 1 $0.00 0 %000 1 ($30.00) B %800
Mike
l 3 $0.56 0 $0.00 0.0% 4  §$3954 1 $50.50 0 $0.00 2 $6
Rondy 4 §7.70 0 $0.00 0.0% 0 $0.00 0 $0.00 0 $0.00 0 50
Timmy
e 2 %000 o soo0 0 5000 1 s1298 0 S0 0o S0
Total 98 811582 52 $667.89 58% 37 §1,37388 12 $251.40 0 ($30.00) 54 $1387

* Hint: You can change your date range from a generated report by clicking Change to the
right of Date Range.
Did you know? You can export this report by clicking More Options at the top right corner
of the page and then, Export.

Related Topics within Other Reports
Discount Details Report

Discounts by Employee Report
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Employee Productivity Report

Shift Details Report
Store Productivity Report

Summary Report
Tender Type Report

Store User Guide - 2
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Shift Details Report

The purpose of this section is to showcase the Shift Details Report, which provides you with shift
detail information (specifically, over/short amounts, pay in/pay out totals, and cash deposit
information) for any date range you specify.

Generating the Shift Details Report
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STEP 1: From your Dashboard view, mouse over the Reports tab and click Other Reports.

@® SILVER

Dashboard Store Reports Resources
ore: F ~onclerge Suppa ea 3 les Reports atting og O
ily Summary
Dashboard ,_I.,,, re: All Stores [ Change
I{aento
Alerts Links i
Message Date -‘-l"‘ev
Unrecognized Clock-In Employee from POS 5/16/2017 " 5 [
View All b
$300K Ofher Data
$240K
Compare » Indicators
- S$180K g v
o s
Sales By Day $120k} | % || Other Repo ¥ e 3
Today  Prev Week Prov Year $60K Training 4@ 3
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siver Shapping
# Previous Day
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Tomorrow (5/1 Thu (5/18
Sales $106 $575 $456 e A B bl e B
Checks 5 11 11 63 66° Y e
Average Check $21.29 §52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 hA- $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 A $2,0m 4 Weeks 160,562 $3,088
Silver Shopping s488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 NA $13,551 52 Weeks $365,650 $7,032
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STEP 2: Within Other Reports, click Shift Details.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Other Reports

Cleared Checks
Cleared ltems
Discount Details
Discounts By Employee
Employee Productivity
Price Overrides
Red Flag Report
Shift Details

Store Productivity
Summary Report
Tender Type Report
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STEP 3: Select your preferred data range and click Run Report.

¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Shift Details

Report Name : Shift Details

[ Date Range : 411622017 T To snerot7 0|

Run Report

Shift Details
Once the report is generated, shift times and employee names will be listed to the left of the screen. To the
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right are the shift details associated with each employee for the date range you set.

@rcr EETUTGY Dashboard Store Reports Resources
- -
¢ Store: PTC Conclerge Support /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Shift Details © Go Back | © More Options
Print
Date Range: 4/16/2017 - 5/16/2017 [[Change ]|
Export
Pay Pay
Date Start End Device Employse OwerShort In  SO¥In  ou  POYOUL  peposit Deposit
Qty Qty Qty Amount
5152017 5152017 Amber
SNMsR2017 11:20 AM 1122 AM Amber Kellay $234.80 0 $0.00 0 $0.00 1 $234 80
5152017 5152017 Amber
SMSRz0T 11:23 AM 1124 AM Amber Kelley $0.00 0 $0.00 0 $0.00 0 $0.00
5/8/2017 5182017 Amber
592017 e o7 s Aober $0.00 0 $0.00 0 $0.00 0 $0.00
592017 5192017 Amber
59/2017 Logeigil 11T AM Amber Lo (59.87) 0 $0.00 0 $0.00 1 $458.53
582017 51172017 Amber
5/8/2017 L paspy Amber O (550.00) 1 $50.00 0 $0.00 0 $0.00
8172017 5172017 Amber
512017 S 40 Al oo ns Amber (LN (5297) 0 $0.00 0 $0.00 1 $81.30
41282017  4/28R2017 Amber
41282017 302 PM 341 pw Amber L $309.12 0 $0.00 [} $0.00 1 $369.36
41202017 4212017 TT dwyane
412012017 ey AN T con $1,150.66 0 $0.00 0 $0.00 1 §1,212.00
4192017  4R172017 Sivers dwyane
41912017 10 AM S e $450.00 0 $0.00 0 $0.00 1 $450.00
4192017 420017 TT dwyane
411812017 327 Pat DM The ook $238.83 0 $0.00 0 $0.00 1 §323.50

* Hint: You can change your date range from a generated report by clicking Change to the

right of Date Range.
Did you know? You can export this report by clicking More Options at the top right corner
of the page and then, Export.

Related Topics within Other Reports
Discount Details Report

Discounts by Employee Report

Employee Productivity Report
Red Flag Report
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Store Productivity Report

Summary Report
Tender Type Report
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Store Productivity Report

The purpose of this section is to showcase the Store Productivity Report, which provides you with
each day’s store productivity (measured by net sales divided by hours worked) for any date range

you specify.

Generating the Store Productivity Report
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STEP 1: From your Dashboard view, mouse over the Reports tab and click Other Reports.

@® SILVER

Dashboard Store Reports Resources
ore: F ~onclerge Suppa ea 3 les Reports atting og O
ily Summary
Dashboard ,_I.,,, re: All Stores [ Change
I{aento
Alerts Links i
Message Date -‘-l"‘ev
Unrecognized Clock-In Employee from POS 5/16/2017 " 5 [
View All b
$300K Ofher Data
$240K
Compare » Indicators
- S$180K g v
o s
Sales By Day $120k} | % || Other Repo ¥ e 3
Today  Prev Week Prov Year $60K Training 4@ 3
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siver Shapping
# Previous Day
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Tomorrow (5/1 Thu (5/18
Sales $106 $575 $456 e A B bl e B
Checks 5 11 11 63 66° Y e
Average Check $21.29 §52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 hA- $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 A $2,0m 4 Weeks 160,562 $3,088
Silver Shopping s488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 NA $13,551 52 Weeks $365,650 $7,032

Page 337 of 395



NCR Store User Guide - 2

STEP 2: Within Other Reports, click Store Productivity.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Other Reports

Cleared Checks
Cleared ltems
Discount Details
Discounts By Employee
Employee Productivity
Price Overrides
Red Flag Report
Shift Details

Store Productivity
Summary Report
Tender Type Report
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STEP 3: Select your preferred data range and click Run Report.

/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Store Productivity

Report Name : Store Productivity

| Date Range : 41672017 : To 51612017 E

Run Report

Store Productivity
Once the report is generated, you will see each day’s net sales, hours worked, and the store productivity(net
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sales divided by hours worked).

Store User Guide - 2

@uce EETINY

Store Productivity

Date
41772017
411872017
41872017
41202017
412112017
412472017
412672017
42672017
412772017
42812017

§M1r2017
S2r2017
5132017
5/4r2017
5/5/2017
5/8r2017
5/972017
5M0/2017
sMir2017
5M2/2017
S116/2017
5/M16/2017
Total

¢ Store: PTC Conclerge Support

Date Range: 4/16/2017 - 5116/2017 [[Change ]|

Net Sales
$2,126.64
§2,032.62

$66.99
$79.50
$65.08
$159.41
$4,718.96
$313.37
$0.00
§116.95
$127.11
$383.50
$373.17
$108.46
$29.79
$12.50
$497.25
$16.19
$75.00
$35.50
$10.35
§79.95
$11,448.29

Dashboard

2 Search |

Chat |

0.00
0.00
0.00
0.00
0.00
0.00
6.72
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
6.72

@ Help | Shortcuts | Settings | Log Out

$1,704.46

Page 340 of 395



NCR Store User Guide - 2

* Hint: You can change your date range from a generated report by clicking Change to the
right of Date Range.
Did you know? You can export this report by clicking More Options at the top right corner
of the page and then, Export.

Related Topics within Other Reports
Discount Details Report

Discounts by Employee Report

Employee Productivity Report
Red Flag Report

Shift Details Report

Summary Report

Tender Type Report
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Summary Report

The purpose of this section is to showcase the Summary Report, which provides you with a
summary of key sales and labor metrics, for any date range you specify.

Generating the Summary Report
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STEP 1: From your Dashboard view, mouse over the Reports tab and click Other Reports.

@® SILVER

Dashboard Store Reports Resources
ore: F ~onclerge Suppa ea 3 les Reports atting og O
ily Summary
Dashboard ,_I.,,, re: All Stores [ Change
I{aento
Alerts Links i
Message Date -‘-l"‘ev
Unrecognized Clock-In Employee from POS 5/16/2017 " 5 [
View All b
$300K Ofher Data
$240K
Compare » Indicators
- S$180K g v
o s
Sales By Day $120k} | % || Other Repo ¥ e 3
Today  Prev Week Prov Year $60K Training 4@ 3
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siver Shapping
# Previous Day
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Tomorrow (5/1 Thu (5/18
Sales $106 $575 $456 e A B bl e B
Checks 5 11 11 63 66° Y e
Average Check $21.29 §52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 hA- $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 A $2,0m 4 Weeks 160,562 $3,088
Silver Shopping s488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 NA $13,551 52 Weeks $365,650 $7,032
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STEP 2: Within Other Reports, click Summary Report.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Other Reports

Cleared Checks
Cleared ltems
Discount Details
Discounts By Employee
Employee Productivity
Price Overrides
Red Flag Report
Shift Details

Store Productivity
Summary Report
Tender Type Report
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STEP 3: Select your preferred data range and click Run Report.

/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Summary Report

Report Name : Summary Report

| Date Range : 411622017 ] To snem017 =

Run Report

Summary Report
Once the report is generated, each day will be broken down to show several key data points (including but
not limited to, Gross Sales, Net Discounts, Total Sales, Net Refunds, Net Sales, Gift Card Sales, Labor
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Hours, etc...).

Store User Guide - 2

@ncr EETLTGY —
¢ Store: PTC Concierge Support /® Search
Summary Report
Date Range: 4/16/2017 - §/16/2017 [[Change ]

Gift
Gross Net Total Net

Date  Sales  Discounts  Sales  Refungs NetSales Card

4712017 $2,140.99 §735 §213364  §7.00 $212664 $0.00

41872017  82.126.30 $2275 8210355 §7093 8203262 $0.00
4Mer2017 $87.99 $1.00 $86.98 $0.00 $86.89 S0.00
472002017 §159.99 $80.48 §79.50 $0.00 §79.50 $0.00
472172017 §173.48 $7.40 $166.08 $101.00 $6508 $0.00
4242017 $181.78 $18.87 $162.91 $3.50 $159.41 $0.00
4/25/201T  $4,.761.44 $10.50 $4,750.94 §31.98 S$471896 $0.00
412612017 $469.98 $156.61 $313.37 $0.00 $313.37 $0.00
4r701T $0.00 $0.00 $0.00 $0.00 $0.00 s0.00
472872017 $130.50 $13.55 §116.95 $0.00 $116.95 $0.00
sMroT $138.34 §11.23 §127.11 $0.00 §127.11  $0.00
S2rzo1T $383.50 $0.00 $383.50 $0.00 $383.50 $0.00
532017 $373.17 $0.00 837317 $0.00 $373.17 $0.00
Si42017 $124.48 $16.00 $108.46 $0.00 §108.46 S0.00
S/52017 §29.79 $0.00 $29.78 $0.00 $29.79 $0.00
smro17 $12.50 $0.00 $12.50 $0.00 $12.50 $0.00

S@z017 $805.25 $300.00 $505.25 $8.00 $49725 $0.00

St'ore Reports Reso:lrcns
Chat | @ Help | Shortcuts | Settings | Log Out
o Go Back |© More Options
Print
Export
Toxos  Rocopws Donstions Cards (LS, UL
$14552 §2.272.16 $0.00 $0.00 000 §19.71
$132.12  §2,164.74 $0.00 $0.00 000 $6.70
$5.74 $92.73 $0.00 $0.00 000 §31.42
$5.17 584 67 $0.00 $0.00 000  $0.00
$3.82 $68.90 $0.00 $0.00 000 $5.86
§10.24 $169.65 $0.00 $0.00 000 §1225
$306.73  §502569 $0.00 $0.00 672 $46.86
$20.15 $333.52 $0.00 $0.00 0.00 $0.00
§0.00 $0.00 $0.00 $0.00 0.00 $0.00
$7.61 $124.56 $0.00  $0.00 000 S14.86
§8.27 $135.38 $0.00 $0.00 0.00 $0.00
$24.93 $408.43 $0.00  $0.00 000 S70.29
$24.45 $397.62 $0.00 $0.00 000 S27.04
$7.07 $115.53 $0.00 $0.00 000 $20.76
$2.09 $31.88 $0.00 $0.00 000 §1225
$0.81 $13.31 $0.00 $0.00 0.00 $0.00
§31.54 $528.79 $0.00 $0.00 0.00 $0.00

* Hint: You can change your date range from a generated report by clicking Change to the

right of Date Range.

Did you know? You can export this report by clicking More Options at the top right corner

of the page and then, Export.

Related Topics within Other Reports
Discount Details Report

Discounts by Employee Report

Page 346 of 395



NCR

Employee Productivity Report

Red Flag Report
Shift Details Report
Store Productivity Report

Tender Type Report

Store User Guide - 2
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Tender Type Report

The purpose of this section is to showcase the Tender Type Report, which provides you with a
breakdown of tender types for each day’s sales, for any date range you specify.

Generating the Tender Type Report



NCR Store User Guide - 2

STEP 1: From your Dashboard view, mouse over the Reports tab and click Other Reports.

@® SILVER

Dashboard Store Reports Resources
ore: F ~onclerge Suppa ea 3 les Reports atting og O
ily Summary
Dashboard ,_I.,,, re: All Stores [ Change
I{aento
Alerts Links i
Message Date -‘-l"‘ev
Unrecognized Clock-In Employee from POS 5/16/2017 " 5 [
View All b
$300K Ofher Data
$240K
Compare » Indicators
- S$180K g v
o s
Sales By Day $120k} | % || Other Repo ¥ e 3
Today  Prev Week Prov Year $60K Training 4@ 3
Sales $46 $562 $391 " Mar 17 Apr 17 May 17
Checks 1 10 6 PTC Conclerge Support [l Siiver Gift
Average Check $45.98 $56.22 $65.16 Shoppe M Siver Shapping
# Previous Day
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
Tomorrow (5/1 Thu (5/18
Sales $106 $575 $456 e A B bl e B
Checks 5 11 11 63 66° Y e
Average Check $21.29 §52.24 $41.44 View Full 5-Day Forecast pp
Today's Schedule
Current Sales Performance
Sal May 2016
May Targ MTD Sales Forecast
PTC Concierge Suppor.. $1,715 hA- $11.480 Basis Year Sales Week Sales
Silver Gift Shoppe $98 A $2,0m 4 Weeks 160,562 $3,088
Silver Shopping s488 NA NA 8 Weeks $117,738 $2,264
Total: $2,301 NA $13,551 52 Weeks $365,650 $7,032
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STEP 2: Within Other Reports, click Tender Type Report.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Other Reports

Cleared Checks
Cleared ltems
Discount Details
Discounts By Employee
Employee Productivity
Price Overrides
Red Flag Report
Shift Details

Store Productivity
Summary Report
Tender Type Report
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STEP 3: Select your preferred data range and click Run Report.

® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Tender Type Report

Report Name : Tender Type Report

| DateRange: si102017 ] To sne=017 1'

Run Report

Tender Type Report
Once the report is generated, each day will be broken down to show tender types for each day, over the
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date range you set.
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EESRINEN -~
¢ Store: PTC Conclerge Support /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Tender Type Report o Go Back | © More Options
Date Range: 5/10/2017 - 511672017 [[Change ] iy

PTC Concierge Support

Date Cash Credit  Check  Debit  GiftCard  Online  Amex  Visa mc Discover  Other
5M10/2017 $17.24| 3000  $0.00  $0.00 $0.00  $0.00 $000 $000  $0.00 $0.00  $0.00
5112017~ $79.88 $0.00  $0.00  $0.00 $0.00 5000 $000 $0.00  $0.00 $000  $0.00
5122017 $37.84 3000 $0.00  $0.00 $0.00 $000 $000| $0.00 $0.00 $0.00 $0.00
§13/2017 $000 S000  $0.00  $0.00 $0.00  §0.00 $000  $0.00  $0.00 | $000  $0.00
51472017 $000 $000  $0.00  $0.00 $0.00  $0.00 $000 $0.00  $0.00 $0.00  $0.00
5162017 §11.02 $000  $0.00  $0.00 $0.00  $0.00 $0.00 $0.00| $0.00 $000  $0.00
516/2017  $177.41  50.00  $0.00  $0.00 $0.00  50.00 $0.00 $0.00  $0.00 $0.00  $0.00
Total ~ $323.39 $0.00 5000  $0.00 $0.00  $0.00 $0.00 $0.00  $0.00 $0.00  $0.00
Silver Gift Shoppe
Date Cash Credit Check  Debit  GiftCard  Online  Amex Visa mc Discover  Other
510/2017 | $0.00 $10.10| $0.00  $0.00 $0.00| $0.00  $0.00 §10.10| 5$0.00 $0.00| S$0.00
5112017 | $0.00 $46.14| S0.00  $0.00 $0.00| $0.00| $0.00 $46.14|  $0.00 $0.00|  $0.00
5122017 |  $0.00 $0.00  $000  §0.00 $0.00 $0.00| $0.00 $000  $0.00 $000  $0.00
513/2017 |  50.00 $0.00| §0.00  §0.00 $0.00| $0.00| $0.00 5000  $0.00 $0.00| $0.00
5142017 $0.00 $000  $0.00  $0.00 $0.00 $0.00| $0.00 $0.00  $0.00 $0.00  $0.00
5/15/2017 |  $0.00 $0.00| $0.00  §$0.00 $0.00| $0.00| $0.00 5000  $0.00 $0.00| $0.00
5/16/2017 |  $0.00 $76.93| 000  §0.00 $0.00  $0.00| $0.00 §78.93  $0.00 $0.00  $0.00
Total ~ $0.00 $13517  $0.00  $0.00 $0.00| $0.00| $0.00| §13517  $0.00 $0.00| $0.00
Silver Shopping
Date Cash Crodit  Check Debit  GiftCard  Online  Amex  Visa mC Discover  Other
5/10/2017 $69.78 $3.96 §0.00  §0.00 $0.00 §0.00  $0.00 $396  $0.00 $0.00, $0.00
§/11/2017 $8199  $3461| 000  $0.00 $0.00  $0.00 $0.00, §$3461| $0.00 $0.00| $0.00
5/12/2017 $0.00 $000  $0.00  $0.00 $0.00  $0.00  $0.00 $0.00  $0.00 $0.00| $0.00
51312017 $0.00 $000  $000  $0.00 $0.00  $0.00  $0.00 $0.00  $0.00 $0.00| $0.00
5/14/2017 $0.00 $0.00  $0.00  $0.00 $0.00  $0.00  $0.00 $0.00  $0.00 $0.00| $0.00
515/2017 §56.11 $000  $0.00  $0.00 $0.00  $0.00  $0.00 $0.00  $0.00 $000  $0.00
5/16/2017 $15.32 $000  $000  $0.00 $0.00  $0.00  $0.00 $0.00  $0.00 $0.00| $0.00
Total §$223.20  $38.57 §0.00  §0.00 $0.00 $0.00  $0.00 $38.57 | $0.00 $0.00 S0.00
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* Hint: You can change your date range from a generated report by clicking Change to the
right of Date Range.
Did you know? You can export this report by clicking More Options at the top right corner
of the page and then, Export.

Related Topics within Other Reports
Discount Details Report

Discounts by Employee Report

Employee Productivity Report
Red Flag Report

Shift Details Report

Store Productivity Report

Summary Report
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Settings

This section will illustrate how to manage your personal, store and notification settings. Click on a topic
below for more information.

Settings ‘W
My Settings Store Settings
Set your personal preferences for experience Set your store preferences or add additional store
£ throughout CimpleBox locations to manage

=

.. Notification
Configure notification events for your email and mobile
phone

Personal Settings

Change Password

General Information

Time Zone

Store Settings
General Settings

Integration

Notification
Notification Settings
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Personal Settings

The purpose of this section is to illustrate how to change your password, modify general
information, and adjust the time zone for your location. Click a topic below for more information.

Change Password

General Information

Time Zone
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Change Password

The purpose of this section is to illustrate how to change your CimpleBox password.

Change Password
STEP 1: From your Dashboard view, mouse over to, and click, Settings.

® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Filter by Store: All Stores [ Change ]

STEP 2: From the Settings screen, click My Settings.

Settings ‘W
My Settings Store Settings
Set your personal preferences for experience Set your store preferences or add additional store
'{,J throughout CimpleBox locations to manage

Notification
Configure notification events for your email and mobile
phone
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STEP 3: From the My Settings screen, click Change Password.

My Settings ‘&

J My Information Local Settings
&. 4 Update your information and preferences Set local, regional and time settings

G Change Password
\ Change your CimpleBox login password

STEP 4: Enter a current password and a new password. Confirm password and click Save.

Change Password ‘¥

Related Topics
General Information

Time Zone

Page 357 of 395



NCR Store User Guide - 2

General Information

The purpose of this section is to illustrate how to adjust general information.

Adjust General Information
STEP 1: From your Dashboard view, mouse over to, and click, Settings.

® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Filter by Store: All Stores [ Change ]

STEP 2: From the Settings screen, click My Settings.

Settings ‘W
My Settings Store Settings
Set your personal preferences for experience Set your store preferences or add additional store
'{,J throughout CimpleBox locations to manage

Notification
Configure notification events for your email and mobile
phone
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STEP 3: From the My Settings screen, click My Information.

My Settings ‘&
: My Information Local Settings
&,_‘_ Update your information and preferences Set local, regional and time settings
G Change Password
\ Change your CimpleBox login password

STEP 4: Adjust desired information, select your default location and click Save.

My Information

First Name: bamuei

Last Name:  Kim

Email Address:  samk@cimplebox.com

Default Location: | Imagination Studios ¥

Imagination Studios

Orange Oyster

Surf Turf

Related Topics
Change Password

General Information

Time Zone
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Time Zone

The purpose of this section is to illustrate how to manage time zone information for your location.

Manage Time Zone Information
STEP 1: From your Dashboard view, mouse over to, and click, Settings.

® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Filter by Store: All Stores [ Change ]

STEP 2: From the Settings screen, click My Settings.

Settings ‘W
My Settings Store Settings
Set your personal preferences for experience Set your store preferences or add additional store
'{,J throughout CimpleBox locations to manage

Notification
Configure notification events for your email and mobile
phone
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STEP 3: From the My Settings screen, click Local Settings.

My Settings ‘&

J My Information Local Settings
&. 4 Update your information and preferences Set local, regional and time settings

G Change Password
\ Change your CimpleBox login password

STEP 4: Select the time zone for your location and click Save.

Local Settings ‘&

Time Zone : | (GMT -08:00) Pacific Time (US & Canada); Tijuana ¥

_Save | Cancel |

Related Topics

Change Password
General Information
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The purpose of this section is to illustrate how to change manage general information and the
integration of information for your location(s). Click a topic below for more information.

General Settings
Integration
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General Settings

The purpose of this section is to illustrate how to manage general information for your location.

General Information
STEP 1: From your Dashboard view, mouse over to, and click, Settings.

® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Filter by Store: All Stores [ Change ]

STEP 2: From the Settings screen, click Store Settings.

Settings
My Settings Store Settings
Sel your personal preferences for experience Sel your store preferences or add additional store
£ throughout CimpleBox locations to manage

Notification
Configure notification events for your email and mobile
phone
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STEP 3: From the Store Settings screen, click General Information.

Store User Guide - 2

Store Settings

2% General Settings
Configure your store to manage and track through
CimpleBox

Custom Data
”L Manage any custom data to track and report for your
store

A Integration
Integrate your store with other applications to
a ‘ streamline your day-to-day operations

STEP 4: The Store Information tab will appear, along with Payroll Information and General Settings.

» Store Information: Store Name, Store Type, Time Zone and Hours of Operation are required. Fill in
additional information as desired and click Save when done.

Edit Store: Imagination Studios

J Store Information Payroll Information Settings
Store Name (Required): Store Type (Required).
|Imagination Studios Other v
Street Address: Time Zone (Regquired):
| (GMT-08:00) Pacific Time (US & Canada); Tijuana ¥
Street Address Line 2.
| ¥ Specify store hours for each day
City: State: Day Open / Closed Hours of Operation
| | Sun Open ¥ SelectTime ¥ - SelectTime ¥
%":— Mon Open ¥  SelectTime ¥ - SelectTime ¥
Tue Open ¥  SelectTime ¥ - Select Time ¥
Wed Open ¥ SelectTime ¥ - Select Time ¥
Thu Open ¥ Select Time ¥ . Select Time ¥
Fri Open ¥ SelectTime ¥ - SelectTime ¥
Sat Open ¥  SelectTime ¥ - Select Time ¥
Sa\re| Cancel

Page 364 of 395



NCR Store User Guide - 2

+ Payroll Information: Select pay frequency and the end of last pay period. Click Save when done.

Edit Store: Imagination Studios

Store Information Payroll Information Settings

How often do you pay your employees?
) Weekly
® Bi-weskly
O Monthly
) Twice a month (15th and last day of the month)
O 1 will specify later
End of Last Pay Period:

+ Settings: Click to display weather forecast. Select start day of operations for your location and week

start day for your work schedule. You can also upload product mix data from this screen. Click Save
when done.

Edit Store: Imagination Studios

Store Information Payroll Information Settings |_
Weather Forecast: Upload Data:
[ Display weather forecast Fraduet [Select a format v
Days of Operation: Select a format

Week Start ©  Sund v

Ay Par PixelPoint - Sales by Type Summary (MS Excel)
Schedule: Par PixelPoint - Sales by Type Detailed (MS Excel)
Week Start: Monday ¥

Related Topics
Integration
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Integration

The purpose of this section is to illustrate how to manage POS and Payroll integration of information
for your location.

POS Integration
STEP 1: From your Dashboard view, mouse over to, and click, Settings.

® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Filter by Store: All Stores [ Change ]

STEP 2: From the Settings screen, click Store Settings.

Settings &
My Settings Store Settings
Set your personal preferences for experience Set your store preferences or add additional store
£ throughout CimpleBox locations to manage
=

Notification
Configure notification events for your email and mobile
phone
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STEP 3: From the Store Settings screen, click Integration.

Store Settings ‘&

A~24  General Settings & Integration
[ Configure your store to manage and track through Integrate your store with other applications to
CimpleBox streamline your day-to-day operations

Custom Data
l JL Manage any custom data to track and report for your
store

STEP 4: From the Integration screen, select POS Integration.

Integration &

~ POS Integration Payroll Integration
| Integrate your POS to automatically download any Integrate with your payroll service to directly export
data, including sales numbers, for tracking and reports n employee time cards

Page 367 of 395



NCR Store User Guide - 2

STEP 5: From the POS Integration screen, click on the POS name that appears and then on Configure
Users to enter your employee’s POS IDs. Click Save when done.

Integration ¥

Micrsoft Dynamics POS |

© Go Back

[T your employees use your POS to clock in and out for their shifts, this will download their time cards daily.

#ne Card Integration

- 52051
-_— fezoss
- — [262043
—— H&‘m.ﬂ
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Payroll Integration
STEP 1: From the Store Settings screen, click Integration.

Store Settings ‘&

424 General Settings & Integration
[ Configure your store to manage and track through - Integrate your store with other applications to
CimpleBox ARy streamline your day-to-day operations

Custom Data
l JL Manage any custom data to track and report for your
store

STEP 2: From the Integration screen, select Payroll Integration.

Integration &

~ POS Integration t Payroll Integration
' Integrate your POS to automatically download any Integrate with your payroll service to directly export
. data, including sales numbers, for tracking and reports employee time cards
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STEP 3: From the Payroll Integration screen, select your payroll provider and click Next. From the screen
that follows, enter your employees’ payroll ID numbers and click Save when done.

Payroll Integration ‘i

Payroll Provider : | ADP v
Next == || Cancel |
ADP Payroll Integration ‘& ¢
ADP Company Code pam
Employees at : Multiple Stores
Name ADP Employee ID
John Test [
Sam King l
Samuel Kim [izz

Related Topics
General Settings
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Notification Settings

In this module, you will learn:

* How to set notification preferences within Console

My Settings
The Notification settings platform allows you to set notification preferences for available reports.
To set notification preferences you will need to click Settings (within the blue bar at the top of the page) and

click Notification.
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“ Store: Demo Store

Dashboard

Alerts
Mes sage
Unracognized Clock-In Employee from POS
@ Requestto Cover Shift Received
il Reguestto Cover Shift Received
il Unavailability Received
@ Message from Employee 4

Current
Sales By Day
Today Prey Week
Sales 50 $1.139
' v
Settings ¥

throughout CimpleBox

Date
882016
872016
12002016
7182016
TN2016

View All

Prew Year
50

My Settings
. Set your personal preferances for axperience
i [}

mobile phone

Notification
Configure notiicaton events for your email and

To Set Notification Preferences

Filter by 5 All Stores [ Change |

Limks
Monthly Progress

$E0K

faek : ]

$36K - ﬁ -

$zaK =

$12K |_|""

$0
Jugfié Jul 16 Aug 16

2

Store Settings

Sat your stora prefarencas or add additional store

locations 10 manage

1. Under the Mobile Text Message column, check the boxes to the right of each report that you wish to

receive notifications for

a. This option will not be available for all reports
2. Under the Email column, check the boxes to the right of each report that you wish to receive

notifications for

a. This option will not be available for all reports
3. If you want report notifications to be sent to additional recipients, check the
boxes to the right of each report under the Additional Recipients column
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a. This option will not available for all reports

Store User Guide - 2

Motification Settings @
Mabibe Text Additional
Notification Message Message Email Reci " Send Time
Daily Summary @
Gel a slore daily summary, including sales rumbers and J _I . 128M =
transaction coums [Edit Lisf]
Detailed Daily Summary y [} 12 AM ¥
Racaive a copy of your shone’s Daily Summary Report - [Edit List]
Sales Entry =
Ba notified when a sales number is manually enlered for your I -
Siong [Edit Lisf]
Unrecognized Time Card User
¥ youw have enabled Time Card import, be notiffed when one = ] 1248M v
of your POS users is not malched bo a CimpleBox user
Survay . B o
Receive 8 nobfcation when a Suney is submitied for your I i
store [Edit List]
Review o
Racaiw tificat when a Review himitted fo i o _
srzf: we & nolification when a Review is submi F you = [Edit List
Inventory Par Level Report B =
Receive a report listing inmvenfory items thaf are above or i . 12AM *
below your par levels [Edit List]
Send message to: (Clck here lo change]  (Click here o changs)
Save | Cancel
b. You may edit the recipient list at any time by clicking Edit List
Notification Settings J
Mobile Teat
Motification Message i Send Time
Daily Summary
Gt 3 Stove dally summary, incluting saked 12AM *
FRREICION Cm Additional Email Reciplents
Detailed Dasy Summary Sakect a Notification Type 124M v
Recsive & copy ol your slane s Daiy Sumamasd Daily Summary =
Sales Emiry
Be nodmied whan a sales numbar /8 manuaiy
sove Zad Recipien
Umrecognized Timse Card Usar
¥ yow have enabded Time Cavd impon, be nolfed when ong i L 12 &M w
af pour POS uSers i3 nof makched o 8 Cimple Sor uder

4. Select delivery times by checking the dropdown arrow to the of each report
under the Send Time column
a. This option will not available for all reports
5. Click Save

» Click here to see the full details

Page 373 of 395


http://cdn.cimplebox.com/help/documents/Notification%20Settings%202_0.pdf

NCR

Resources

Store User Guide - 2

This section will illustrate how to manage available resources (e.g. documents, training videos and

certification tests and photos). Click on a topic below for more information.

¢ Store: PTC Conclerge Support

Documents
Flle and organize your documents online to be
accessible to you at anytime

A including product and training pictures

Resources
Documents
Videos & Training

Photo Gallery

@ Ml Dashboard

wAs Photo Gallery
- "2 Upload and manage your images for your store,

Store Reports Resources
b b 4
® Search | *I* Chat | @ Help | Shortcuts | Settings | Log Out
Training

Access training material for and I crew
» * g you and you
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Documents

The purpose of this section is to illustrate how to manage the document storage feature on
CimpleBox. This includes personal documents, documents shared with you by others, and corporate
resources.

Chat | @ Help | Shortcuts | Settings | Log Out

| ¢ Store: PTC Conclerge Support ® Search |

Resources

Documents Training
File and organize your documents online to be ~ Access training material for you and your crew
accessible to you at anytime ."

vAs Photo Gallery
- . Upload and manage your images for your store,
including product and training pictures
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My Documents
STEP 1: From your Dashboard view, mouse over the Resources tab and click Documents.

@ Rt Dashboard Store Reports Resources
b
0 alp . Documents
Training
Dashboard Filter by Store| ppoto Gallery 2]
Alerts Links
Message Date
Unrecognized Clock-In Employee from POS 5/16/2017
Monthly Progress
View All b
$300K |
$240K |- T
Compare = |
e $180K| | @ !
Sales By Day sk | S . % - i R
o - w | =
Today  Prev Week Prev Yoar $ooK - I B
$0 - — .
Sales $253 §562 §391 Mar 17 Apr 17 May 17
Checks 10 10 6 PTC Conclerge Support [l Silver Gift
Average Check $25.27 $56.22 $65.16 Swvee 8 Stewr Sxppit
# Previous Day
Sales By Week ‘Weather Forecast
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
1 17 1
Sales $313 $575 $456 Today (5/ :‘:. Tomorrow {5; 1.) Thu E&" Ba].g'
Checks 14 1 1 63° 66° 66
Average Check $22.36 $52.24 $41.44 View Full 5-Day Forecast p
Today's Schedule
Current Sales Performance
May 2016
May Sales  Target MTD Sl
PTC Concierge Suppor.. §1,749 NA $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $170 N/A $2,0mM 4 Weeks $160,562 $3,088

Page 376 of 395



NCR Store User Guide - 2

* Hint: You can also access Documents by clicking on the Reports tab and then on

Documents.
[OTSl suveR® Dashboard Store Reports Resources
- -
¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Resources
—: Documents Training
File and organize your documents online to be » Access training material for you and your crew
r accessible to you at anytime )

v Photo Gallery
. ", Upload and manage your images for your store,
A including product and training pictures

STEP 2: From the Documents screen, click My Documents.

/® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Documents '

Documents

a Documents Shared with Me

oV Resources

STEP 3: The My Documents screen will appear. My Documents are those documents that you upload and
manage. You can choose to share documents or folders with others and there is no limit to the number of
folders or documents you can store!

Page 377 of 395



NCR Store User Guide - 2

» Click Upload File at the top right corner of the page to add a new file.
+ Click Create Folder at the top right corner of the page to create a new folder.

Documents &
4y Back Ome Level o) Back 1o Top E Uplaad File) 2 Creabe Folder
-] Ll

My Documents View: List v
Hame Description Type  Size  Date Modified

W Marketing Material 4] (5]
W Personnel [ 4] O
W Produst Launch 9 O
i Desant BEKE 1121201 [ 4] O
B mMe_2min test 1551KE 11

= IMGOOOOT-20100514-1145
£ INGO0023.20110214.1429
B IMG-20110317-00005

L wicHITlodw_usaeng_aus_a

g test

TR FEELE

@ 0 0% o

Viaw Ranama Replace Share Delete

* Note: Files that have already been uploaded can’t be “moved” to another folder. The folder
must be opened and the file must be uploaded to that folder.
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Documents Shared with Me
STEP 1: From the Documents screen, click Documents Shared with Me.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Documents ‘¥

W My Documents

IN Dommntssruredudeal

u{m

STEP 2: Any document or folder that has been shared with you by others will appear on your screen. Most
recent files will appear at the top of the list.

Documents

@ Back One Level @ Back 1o Top

Documents Shared with Me View: List v

Name Description Type  Size  Date Modified  Shared By

a 2 R — pdf 960 KB 112872011 Ncole Anderson
a T = paf  154KB 112872011 Necole Anderscn
- 2 - pdf  SISKB 1122872011 Nicole Anderson
- 2 . At ESKB 11222011 Nicole Anderson
a 2 pat 62KB 112272011 Nicole Anderson
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Resources
STEP 1: From the Documents screen, click Resources.

¢ Store: PTC Concierge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Documents ‘¥

W My Documents

™ Documents Shared with Me

STEP 2: Any document or folder that has been uploaded to this folder will appear on your screen.

Documents ‘¥
@ Back One Level gl Back to Top
Resources View: List v

Name Description Type Size Date Modified
W/ Corporate Communications
Wy Development

& Distribution

W/ Intemational

.'i-
-
-
-
1
a
;} W/ Human Resources
.'D
-
;; W/ Job Aids, Recipes, Nutrition Information & Flavor Labels
.
-

W Kosher Certificates

Related Topics
Videos & Training

Photo Gallery
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The purpose of this section is to illustrate how to access training videos and certification tests on

CimpleBox.
sl sivER
Dashboard Store Reports Resources
hd b4
* Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out
|
Resources
Training

Documents
Flle and organize your documents online to be
accessible to you at anytime

~ A including product and training pictures

wAs Photo Gallery
- "2 Upload and manage your images for your store,

Access training material for and I crew
» * g you and you
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Videos & Training
STEP 1: From your Dashboard view, mouse over the Resources tab and click Training.

@ Rt Dashboard Store Reports Resources
b
0 s 0 Documents 0
Training
Dashboard Filter by Store| ppoto Gallery 2]
Alerts Links
Message Date
Unrecognized Clock-In Employee from POS 5/16/2017
Monthly Progress
View All b
$300K |
$240K |- T
Compare = |
e $180K| | @ !
Sales By Day sk | S . % - i R
o - w | =
Today  Prev Week Prev Yoar $ooK - I B
$0 - — -
Sales $253 §562 §391 Mar 17 Apr 17 May 17
Checks 10 10 6 PTC Conclerge Support [l Silver Gift
Average Check $25.27 $56.22 $65.16 Swvee 8 Stewr Sxppit
# Previous Day
Sales By Week ‘Weather Forecast
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
1 17 1
Sales $313 $575 $456 Today (5/ :‘:. Tomorrow [5; 1.) Thu (‘Emr Ba].g'
Checks 14 1 1 63° 66° 66
Average Check $22.36 $52.24 $41.44 View Full 5-Day Forecast p
Today's Schedule
Current Sales Performance
May 2016
May Sales  Target MTD Sl
PTC Concierge Suppor.. §1,749 NA $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $170 N/A $2,0mM 4 Weeks $160,562 $3,088
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* Hint: You can also access Training by clicking on the Resources tab and then on Training.

® Search |

Chat | @ Help | Shortcuts | Settings | Log Out

Documents
File and organize your documents online to be
accessible to you at anytime

*y

Training

Access training material for you and your crew

wAs Photo Gallery
'A; Upload and manage your images for your store,
including product and training pictures

STEP 2: From here, click on the course you wish to access. The course folder will contain any applicable

videos and/or certification tests. Click on the video or test you wish to access.

Training Videos and Certification Tests &
Top Level

ABergen Best Practices
Current Program Certific. 5
POP Installation

Recipe Creation

7 Training Module Videos

) Frozen Latles

Total Classes

2
1

2

leed Coffee
Training Videos and Certification Tests ‘U
Top Level > Allergen Best Practices

Iced Latles

& 8 8 8 B K B K B

leed Teas

T o o et Pracices

[¥] Peanul Butter Test

@ VUp One Level

Total Classes
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Related Topics
Documents

Photo Gallery
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Photo Gallery

The purpose of this section is to illustrate how to access your photo gallery.

¢ Store: PTC Conclerge Support ® Search | Chat | @ Help | Shortcuts | Settings | Log Out

Documents Training
Flle and organize your documents online to be ™ Access training material for you and your crew
accessible to you at anytime Y

vAs Photo Gallery
- "> Upload and manage your images for your store,
including product and training pictures
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Photo Gallery
STEP 1: From your Dashboard view, mouse over the Resources tab and click Photo Gallery.

@ Rl Dashboard Store Reports Resources
b
0 s 0 Documents 0
Training
Dashboard Fitter by Store| pnoto Gallery r]
Alerts Links
Message Date
Unrecognized Clock-In Employee from POS 5/16/2017
Monthly Progress
View All b
$300K |
240k | % T
Compare = |
e $180K| | @ !
Sales By Day sk | S . % - i R
o - w | =
Today ~ PrevWeek  Prev Yoear 20 - R B
$0 : — '
Sales $253 §562 §391 Mar 17 Apr 17 May 17
Checks 10 10 6 PTC Conclerge Support [l Silver Gift
Average Check $25.27 $56.22 $65.16 Simppe Bl $iver Shopsing
# Previous Day
Sales By Week ‘Weather Forecast
Curr WTD Prev WTD Prev Yr WTD PTC Concierge Support, Silver Gift Shoppe
1 17 1
Sales $313 $575 $456 Today (5/ :‘:. Tomorrow [5;1.) Thu (ji" Ba],g-
Checks 14 1 1 63° 66° 66
Average Check $22.36 $52.24 $41.44 View Full 5-Day Forecast p
Today's Schedule
Current Sales Performance
May 2016
May Sales  Target MTD Sl
PTC Concierge Suppor.. §1,749 NA $11,480 Basis Year Sales Week Sales
Silver Gift Shoppe $170 N/A $2,0mM 4 Weeks $160,562 $3,088
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Hint: You can also access Training by clicking on the Resources tab and then on Photo

Gallery.
(OFS suviR Dashboard Store Reports Resources
¢ Store: PTC Conclerge Support /® Search | Chat | @ Help | Shortcuts | Settings | Log Out
Resources

Documents Training
File and organize your documents online to be » Access training material for you and your crew
accessible to you at anytime )

A Photo Gallery
‘ ", Upload and manage your images for your store,
A including product and training pictures

STEP 2: From here, click on the photo or album wish to access. Keep in mind that others can post to your
Photo Gallery as well. There is no limit to the number of albums or images you can store! To create an
album, click Create Album at the top right corner of the page.

Resources

® Store: BR - Mission Grove % Shortcuts | Settings | Log Out

Photo Gallery ‘¥
All Albums €, Create Album

i ——

1 Photo(s 43 Photo(s

Rename | Delete Rename | Delete
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Related Topics
Documents
Videos & Training
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With each version, we’re bringing you more great features that will make running your business even

smoother and more time efficient! For detailed information and articles, please select a release below.

v4.3.3 Release (July 2017)
v4.3.2 Release (July 2017)
v4.3.1 Release (June 2017)
v4.3.0 Release (June 2017)
v4.2.7 Release (June 2017)
v4.2.6 Release (May 2017)
v4.2.5 Release (May 2017)
v4.2.4 Release (April 2017)
v4.2.3 Release (April 2017)
v4.2.2 Release (March 2017)
v4.2.1 Release (March 2017)
v4.2.0 Release (March 2017)
v4.1.0 Release (February 2017)

Page 389 of 395



v4.3.3 — July 2017

Release Notes

Salaried Employee Costs included in Work Schedule

Labor costs are now calculated for your salaried employees included in the work schedule. Now, the total
labor costs and estimated labor percentages more accurately measure planned labor expenses. Salaried
costs are normalized to a daily rate, that is applied regardless of scheduled hours.

Requires Employee Management subscription. Available with all POS integrations.

Take Inventory History

Now you can review the history of inventory takes directly from the Take Inventory module. Simply click
“View History” from “More Options” to view submission details and/or modify records.

Requires Inventory Management subscription. Available with all POS integrations.



v4.3.2 — July 2017

Release Notes

NEW! Aloha Labor Reports
Detailed labor reports are now available to Console customers with the Aloha point of sale integration.
Reports include:

+ Employee History: View a history of notes on all of your employees
+ Time Card: View time card details for a given period of time
+ Time Card Discrepancy: Compare employee schedules and their actual time cards

Requires Employee Management subscription. Available with Aloha POS integration.

NEW! Aloha Tax Category Report
Now you can easily access details as tax category, tax amount, and tax rate from the new Tax Report.
Requires subscription to Console Advanced Reporting. Available with Aloha integration.

Employee Notes Enhancement

Employee notes have been enhanced to display the creator’s name and timestamp. This enhancement also
identifies the user and timestamp for which a note was last modified.

Requires Employee Management subscription. Available with all POS integrations.

“Mistake” Inventory Reconciliation Reason
By popular demand, “Mistake” is an available inventory reconciliation reason.
Requires Inventory Management subscription. Available with all POS integrations.



v4.3.1 — June 2017

Release Notes

Sales Breakdown from Day-to-Day

With the 4.3.1 release of NCR Console, you can drill down to the Sales Breakdown from the Day-to-Day
calendar. When viewing the daily details in the Day-to-Day calendar, just click the net sales link to access
the Sales Breakdown.

Requires Advanced Reporting subscription. Available with all POS integrations.

Sales Breakdown from Daily Summary

You now have easy access to the Sales Breakdown directly from the the Daily Summary. Simply click the
net sales amount in the Daily Summary report to view more detailed transactional information.

Requires Advanced Reporting subscription. Available with all POS integrations.



v4.3.0 — June 2017

Release Notes

Guest Count

Guest count details captured at the point of sale are now available throughout Console reporting. Guest
count is available in the Sales report, the Daily Summary, and the Key Indicator. Additionally, guest count
can be found on the dashboard, in the Sales Breakdown, and in Check Details.

Don’t fret if your POS brand doesn’t capture guest count. In these cases, the guest count quantity will equal
the check count quantity.

Requires Advanced Reporting subscription. Available with all POS integrations.

Custom Suggested Sales Target

The suggested sales target tool was enhanced to give you more control over your goals. You can now use
the tool to set goals in any amount (positive or negative).

Requires Advanced Reporting subscription. Available with all POS integrations.



v4.2.7 — June 2017

Release Notes

Day-to-Day Report

The Day-to-Day report is now available in the store portal reports module. You can now easily view
information captured in the day-to-day calendar through a single report. This level of reporting allows you to
track the daily activity that is meaningful to your business.

Requires Advanced Reporting subscription. Available with all POS integrations.

Inventory Reconciliation Reasons
Create inventory reconciliation reasons that are unique to your business, so that you can more effectively
track your inventory history. Follow these steps to manage custom reasons:

Log into your store portal account
Navigate to the “Take Inventory” page
Click “Manage Reasons” from the “More Options” link

o Dd -~

Voila! Create and modify reconciliation reasons
Requires Inventory Management subscription. Available with all POS integrations.

Time Card Discrepancy Report Enhancement

Understanding the financial impact of utilizing your workforce outside of scheduled hours has never been
easier. The Time Card report has been updated to include the cost difference between scheduled and actual
labor. For example, Bobby was scheduled to work 20hrs, but he actually worked 25hrs this week. At $10 an
hour, that’s $50 in unplanned labor costs!

Requires Employee Management subscription. Available with all POS integrations except Aloha.

Employee Record

Now you can quickly download an employee’s record from their employee profile. The file captures personal
information, contact information, pay history, and any notes for the employee.

Requires Employee Management subscription. Available with all POS integrations.
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With each version, we’re bringing you more great features that will make running your business even

smoother and more time efficient! For detailed information and articles, please select a release below.

v4.3.3 Release

v4.3.2 Release

v4.3.1 Release

v4.3.0 Release

v4.2.7 Release

v4.2.6 Release

v4.2.5 Release

v4.2.4 Release

v4.2.3 Release

v4.2.2 Release

v4.2.1 Release

v4.2.0 Release

v4.1.0 Release
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