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Cash Systems — Counting Tills (NCR Systems)

Managing cash in RTl includes the following items:

1. Counting tills (NCR Only)
2. Entering safe counts (petty cash)
3. Entering deposits (NCR Only)

NOTE FOR SICOM POS USERS: Tills (inserts) must be counted and entered into SICOM.

Step 1

From the “Deposits, Drawers & Sales Activity” tab, select “Balance Drawers”, then “Import” from the bottom
right of the pop up windows.

This will bring the till information from the register into RTI.

Qrdering, Invoices &Food Cost l scheduling, Punches & Labor Cost ] Deposits, Drawers & Sales Activity l Importing [_L
L1 €3 Till Search = x i
Search Cntena
Stores: Store # |Descript. | Till # Cashier Date | Status Qiver/Short
I i _ gefg oefEliE] 8/30/2020 Pending -5680: [
L | Store # Description 0| [s18 ssiz-. 279 | 2302020 Counted 018 [
| 134 194 - Brentwood ~ — 5518  9518-.  2793(2) 8/30/2020 Pending 0.00
u] 383 383-Florissant & 9518  9518-. 6409 8/30/2020 Pending -5.39
— /65 os1g  9512-. 754 [ 2202020 Counted -850
9518 9518-. 7548(2) 8/30/2020 Pending 7.85
8518  9518-. 2918 8/31/2020 Pending -121.32
9518 9518-. 6737 8/31/2020 Pending 2184
| Begin Date: 8/30/2020 [ -]
End Date: 8/31/2020 [~
— Pending Tills Only: |

: Search ﬂ add | % Change | i Delete | E Print .

Once the POS Data has been imported, Review the “Status” to determine which tills need to be counted.
Pending tills have not yet been counted. Counted tills have been counted.

To count a “Pending” till, highlight the till and select “Change”. This will open the till information.
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Enter the following information:

1. Cashier (from the drop down)

2. Counted By (name of the person counting)

3. Till Amount (NOTE: The POS amount is the expected cash that was rung up and the Till amount is the actual
amount of cash counted).

4. The box with 3 dots next to the Till amount is a pop up calculator allowing you to enter the count of bills and
coin.

5. Click the “OK” button to save and exit.

T

{:} Till Becenciliation - x i
Shw= 3513 - Manchesier . Businzss Covie L2020 | - |
Till & 2753 Caakiar Juhin Siruith I=1
Cowntend By, Jahn 5 nith POS Employes | =ausha
Till Reconcilialio Oither Inlor malicn
It FOs Till Cifterence
Cash 22018 220.00 -018
Skim 000
Faid Uuts - I 0w
Furds Lccoured For 2600 Funds &vailable For Deposit 2E00
- Furds To Accou: For X 18
Orvan'Short 018
Commenis
E & Fim Fi ok Cancy |
"g 1
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Cash Systems — Counting Tills (Sicom Systems)

Managing cash in in Sicom systems includes the following items:

1. Counting tills (Sicom)
2. Closing Shifts/Entering Deposits (Sicom)
3. Entering safe counts (petty cash)

NOTE FOR SICOM POS USERS: Tills (inserts) must be counted and entered into SICOM.

From the Main Menu in the POS, go to “Tasks” tab, and select “Insert Close”.

, LOGOUT 'MAINMENU | INSERTCLOSE | QUICKREPORTS = REAL TIME MONITOR

View sales reports,

_ Insert Close
Labor

Manage employees,
clocksets and
restaurant payroll.

BK Exports

Cancel Deposit

Inventory

(&
View usage, count

items, edit recipes, and

€
@

Cancel Skim

Timing

See how fast your
customers are being
served.

Cancel Petty Cash

Cancel Miscellaneous Income

System
System maintenance

t Edit Miscellaneous Daily ICR
tools and settings.

Edit Daily Exchange Rate
Powered By

This will bring up the “Insert Close” Screen.
[ ]

b , LOGOUT | MAIN MENU | INSERTCLOSE QUICKREPORTS | REAL TIME MONITOR
ESEN S o e

Insert Close

Select an Insert to Close
1-John Smith - Logged Off

ame Computed Counted Variance Currency Calc.

Drawer Skims 500.00 500.00 N/A N/A
Declared Cash 24772 247.00 000 ]

Total Cash 74772 747 72 0.00 N/A
Petty Cash 0.00 0.00 N/A N/A
Misc Income 0.00 0.00 N/A N/A
Credit Receipts 1360.10 1360.10 0.00 N/A
Gift Card Recharge 0.00 0.00 0.00 N/A
Gift Card Redeem 3.57 ST 0.00 N/A
Total Receipts 2111.39 2111.39 0.00 N/A
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Step 1 cont.

Once the “Insert Close” screen appears, from the drop down menu labeled “Insert Close”, select the name of the
cashier who's drawer you are counting.

Enter the total amount of money counted in the drawer in the space on the “Declared Cash” line and “Counted”
column.

You will see that it auto populates any drawer skims, credit cards, etc so you should not count those.

Click the “Submit” button on the top left of the screen.

JRESER [susurt | ancx Juece

NOTE:

# Please enter EXACTLY what you are depositing into the safe. For Example, if you count
$247.72, you will only deposit $247 in the safe so you should enter $247 in the box.

+ Only Logged Off or Deactivated inserts can be closed. If the insert you want to close is not
in the “Insert Close” dropdown list, go to the POS terminal where the insert is still logged
on, and log it off or deactivate it. The logged off or deactivated insert will not be on the
insert closed list until you exit and the reenter the Insert Close function.

Step 2

The second piece to counting drawers in Sicom systems is to complete the shift close and enter your deposit.

Each manager should complete a shift close and enter a deposit at the end of their shift. There should never be
two managers using one shift.

From the “Sales” main menu, select the “Tasks” tab, and then “Shift Close” And this will bring up the
“ShiftClose” screen.

LOGOUT |IMANMENU INSERTCLOSE QUICKREPORTS | REAL TIME MONITOR

Sales

View sales reports, |
manage restaurant
finances, and more.
) Insert Close Shift Close
Labor
Ma"age e’“p"”'“s @ BK Exports Add Deposit
restaura m payloll
Inventory R ‘Cancel Deposit Add Skim
View usage, count
Reme edi fecp a2 and @ Cancel Skim Add Petty Cash
~
;rlmhlnfg . Cancel Petty Cash Add Miscellaneous Income
ee how fast your
e, @
SN Cancel Miscellaneous Income Enter Daily Coupon Information
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( NSERTCLOSE QUICKREPORTS REAL TIME MONITOR
(ST oack HELP)
Shift Close # 1
Closed Inserts from this Shift
3 4224 Madison, Patricia 247.72 243.00 -4.72 28.09 0.00 -28.09 -32.81 743.00 Nrobinson
Active Inserts Cash Deposits Made this Shift
| 8 1 Qrdering, BK Mobile 0.00 0.00
10 301 1, Kiosk 0.00 0.00 Include a Deposit with Shift Close
1 4224  Madison, Patricia 0.00 0.00 Bag Id
2 4224  Madison, Patricia 0.00 0.00 Amount
4 1328 Brown, Alexius 0.00 0.00
| (1 use Currency Calculator
Expected Cash this Shift Actual Cash this Shift
Shift Starting Cash 1700.00 Safe Count
[ Declared Total Cash this Shift 243.00 L) Use Currency Calculator
4 Skims this shifts (from inserts closed in this shift) 500.00 + Cash in Active Inserts 0.00
+  Misc Income from this Shift [Safe] 0.00 + Other Cash On-site/Receipts 0.00
NA Misc Income from this Shift [Drawer) 0.00 + Cash Deposits this Shift 0.00
- Petty Cash from this Shift [Safe] 0.00 = Total Cash 0.00
NA  Petty Cash from this Shift [Drawer] 0.00 Ending Cash 0.00
+  Skims this shift (from unclosed inserts) 0.00
! NA Skims in previous shifts (from inserts closed in this shift) 0.00
= Computed Shift Cash 2443.00
Cash Reconciliation
Total Cash - Computed Shift Cash = Shift Cash Over/Short Manager
0.00 2443.00 -2443.00
Shift Cash Over/Short Breakdown
Shift Over/Short Manager + Shift Cash Qver/Short Cashier + Shift Others Over/Short Cashier = Shift Over/Shornt
-2443.00 -4.72 -28.09 -2475.81
Running Daily OveriShort -2475.81
Show Over/Short Incident Report

Enter the following information in the appropriate block:

*
*

Bag ID — IF you use bank bags, enter the bag number. If you use a smart safe, enter 12345.

Amount — This is the actual dollar amount of your deposit. If you take deposits to the bank, this will be
the counted total of all of your tills. If you use a smart safe, you will run a report from the safe showing
the total amount of deposits from your shift and enter that number here.

Safe Count — Enter the total amount of change on hand in your safe.

+

Once all data is entered, click on the “Submit” button on the top left.

NOTE:

If your cash Over/Short exceeds tolerance levels, a pop up window will appear and require you to

enter the reasons for the variance, and any coaching steps taken. Once this is entered, you may close
this window out and hit “Submit” again.

When RTI completes the next import, it will automatically pull all information on counted tills, and deposits into
the system.

Sicom systems should never need to manually enter a deposit into RTI. If this is the case, you should contact
your support team right away.

=
[ S—
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Cash Systems — Safe Counts

At open, close and each shift change, the manager on duty must verify the safe count.

From the “Daily Checklist” tab, select “Opening Tasks”, “Shift Change Tasks”, or “Closing Tasks” depending on
what time of day it is. Select the “Add” button to enter a new safe count.

Complete the following information:

e Item Count: Select the quantity of each item: Headsets, cash, and coin
e Counted By: Enter the name or initials
e Comments: If the balance does not match, a comment must be entered.

Safe Count Data Entry X
Store 9518 - Manchester [+] Business Date 8/31/2020 [ =]
ltem L Item Amount A
Headsets 0.00
Penny Rolls .50 0 0.00
Nickle Rolls 2.00 0 0.00
Dime Rolls 5.00 0 0.00
Quarter Rolls 10.00 g. 0.00
Ones 1.00 0 0.00
Twos 2.00 0 0.00
Fives 5.00 0 0.00
Tens 10.00 0 0.00
Twenties 20.00 0 0.00
Fifties 50.00 0 0.00
Totals 0.00 @
Safe Base Amount 1300.00
Counted By: Short Balance By -1,300.00
Comments:
oK & cancel
= Page | 8
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Cash Systems — Adding a Deposit (NCR only)
Step 1

From the “Daily Checklist” tab, select “Shift Change Tasks” or “Closing Tasks” depending on time of day and then
select “Enter Deposit (ALOHA STORES ONLY)”.

A Deposit Search box will pop up — clock “Add” to add a new deposit.

1 SearchCriteria
Stores:

[ Store # Description ~

5203 Holt

5214 Delhi

5255 5255

5267 NineVanDyke

5235 \waterford

5358 Rie 100

5385 Chambiss Durwiood e

2425 Covington (2¢hr)

5502 5502

v
>
1/48

¥+~10000000”0

Begin Date:| 11/15/2016 [=] E
End Datec! 11/15/2016 | =

All Open Deposits: I

| /@ ssarch BB ndd B4 Changs [ Delets W veity Validate

[ oz

Step 2

Clicking “Add” will bring up a “Create New Deposit” box with the restaurant and business date pre-populated.
Select the “Till” button to view all of the counted tills that are available to be included.

To complete the deposit, fill in the following information:

1. Deposit Bag #

2. Created By (name of manager creating the deposit)
3. Comments — Any issues or feedback entered here.

Store: Eastman Rd [-]
Bag # [16121385 Business Date: 11/12/2016 []
Deposit Amount: [~ 254935 =Ri Created By: chris
Comments: |Dropped into inner safe
7] LESFESY
= Page | 9
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Sales Projections — Add / Update Projections

Step 1

From the “Schedule, Punches & Labor Cost” tab, select “Projections”

Step 2

Start by selecting the week you are creating projections for by clicking the calendar icon, selecting the proper
date range, then press “Search”

Step 3

If no projections exist for the week selected, you will “Add new projections.
Step 4

To “Add” projections select any day in the week you are projecting, then select the “Add” button.

=

[~ Search Criteria

Stores

Store # | Description ~
171 Peachtree Rd NE
282 Exeter
315 Madison Heights
323 Wwhite Hall
331 7 Mile Livonia
336 Stefko
417 Dix Rd
427 Union Blvd -
482 South 4th St S
581 Bridgeport Pa
612 Bridgetown
638 Montgomery
758 Elizabeth Lake Rd
1/ 230

 00000000000Ors

Begin Date:|  11/14/2016 E E

End Date:  11/20/2016 [=]

(@ search Stors: 171 Peachires RONE =) [ Add || [ Crenge | B Delets

Date: 11/14/2016 |=

E3 Close

Tips

e |f you “Add” projections for a time period where projections already exist, you will
delete and overwrite your previous work.

e |f you see projections after searching, do not Add - you should highligh t a day
within that week and press the “Change” button to edit the e xisting projections.

= Page | 10
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Good to Know

There are several important areas of the Projections function:

+ Trend: This is a weighted average of 4 previous sales days. The trend determines “how” sales are spread
hourly throughout the day — it does not determine what you projection should be.
+ Projections: This area will be populated with you sales proejctions for the week — the projected sales wil
be “spread acrtoss the hours within the day based on your trend.
4% Special Even / Promotions: You may attach comments to sales days about coupon drops, holidatys, etc.
to better inform future trends. Special Events can be added through the Labor tab.
#* Use Trend: This button allows you to use your trend as your projection. While this is a good starting
point, you must still adjust your projections by what you anticipate happening in the future.
#* Trend Dates Tab: This tab allows you to select which 4 previous sales days will be used to create your
trend.
#+ Daily Projections Tab: This is where you will enter your projections for the week.
#* Day Part Projections Tab: This tab allows you to enter projections in specific day parts, rather than have
daily projections spread according tio you trend.
+ Detail Projection Tab: This tab allows you to enter projections in 30 minnte increments to help smooth
sales when trend dates have unusual spikes and dips in sales.
[ Q Projectionsfor9518 9518 - Manchester (9/16/2020 t09/22/2020) = x
I Trend Dates ] Diaily Projections ] Diay Part Projections ] Detail Projections [ T Projections vs. LY Sales
Projection Date.  Trend  Projection Special Events/Promotions [~ Completed| [~ Approved
- Wednesday 19/16/2020; 2,180 r r
Thursday 09/17/2020 1,884 - I
Friday 09/18/2020 2,185 - r
Saturday 09/19/2020 2,091 - -
Sunday 09/20/2020 1,602 r r
Manday 08/21/2020 1,749 ™ I
Tuesday 09/22/2020 1,936 ™ I~
Total: 13,627 0 W ra
[ i#% Use Trend
‘®Wox | |E cencal |
4
= Page | 11
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Sales Projections — Trend Dates

Begin creating projections by selecting the “Trend Dates” tab — you want to make sure you are using sales days
in your trend that are most similar to the week you are creating projections for.

The “Default Dates” are populated with the previous 4 weeks of sales data. If you are working on Monday p
projections — the 4 previous Monday sales amounts are used.

Remove days from the “Default Dates” by highlighting, then using he up arrow to eliminate them from your
trend.

Bring additional days down to your trend from the top section by highlighting and using the down arrow.

Notice how comments will help you select appropriate days — in the example below you would not want to us
Labor Day sales in your future trend.

Select the “More Dates” tab to search additional sales days. Always use 4 days in your trend — this will help
smooth out hourly sales.

Select trend days for each day of the week by using the day of the week tabs — Monday, Tuesday, etc.

—
| TrendDates | DailyP | DayPartP | Detail Projections

FA 11182016 | Sat 11192016 | Sun 11/2012016
Mon 11/14/2016 \ Toe 111572016 | Wed 11/162016 [ Tha 11772016

More Dates

Date  Sales Waather Specal Events/Promations Comments BusDate

Defaut Dates v A

Date  Sales Weather Specal Events/Promotions Comments BusDate

6.204
Trend sen

= Page | 12
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Step 8

You can view the hourly sales for trend days by using the left & right arrows or by sliding the task bar on the
bottom of the sales projections box.

Defaul Dates v A
Dates For Trend Calculation
06:00 07:00 08:00 09:00 10:00 11:00 1200 13:00 14:00 1500 16:00 17.00 18:00 19:00 20.00| 21:00 22:00 2
0700 08:00 09:00 10:00 11:00 12200 13:00 14:00 1500 16:00 17:00 1800 19:00 20:00 21:00 22:00 23:00 O
57 2 138 226 236 538 820 450 452 7 ass 524 88 8 208 172 74 A
45 148 130 m 148 101 881 612 434 426 4 n 496 420 an 1% 56
£l 9 114 176 215 608 982 535 453 382 298 505 463 444 WS 125 72
72 2 145 187 182 495 788 718 461 342 478 655 449 455 47 2 08 v
S8 "7 e 209 20 S5 B9 333 49 W 342 510 M8 38 M45 175 72
< | @ |

%+ Use similar sales days in your trend
# Use 1% of the month sales days if you are projecting the first of the month
4 Use coupon drop days if you have a coupon drop coming up, etc.

= Page | 13
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Sales Projections — Adjusting Projections

Step 1

Once you have reviewed and selected correct trend dates, select the “Daily Projections”: Tab to create
projections for the week.

Step 2
Select the “"Use Trend” button to move the trend sales amounts over to the “Projection” column.

Step 3

Adjust the Projection amount based on your estimate of the future sales.

Trend Dates Daily Projections Day Pari Projections | Detail Projections

Projection Date.  Trend Projection Spedal Events/Promotions

Monday 11/14/2016 5871 5871
Tuesday 11/15/2016 6,091 6,091
Wednesday 11/16/2016 6,458 6,458
Thursday 11/17/2016 6,538 6,638
Friday 11/18/2016 8,240 8,240
Saturday 11/19/2016 7,187 7,187
Sunday 11/20/2016 5,004 5,004

Total: 46,479 46,479

.f:.'\' se Trend ]

Projected Product Mix Dates: Last 4 Weeks | v|

4 Remember that trend sales are an average of the past. Your projections should be
based on an aggtressive (but not unrealistic) estimate of future sales. For example, if
a trend includes a $3000 day and a $2000 day, it will result in a trend of $2500.
Using the trend will not prepare you for another $3000 day.

4+ Keep the following in mind when projections sales: promotions, seasonality,
holidays, 1 & 15" of the month (paydays), local events and weather.

4+ Changes to sales under the Projections column will spread the sales hourly
according to the days used in your trend.

= Page | 14
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Step 4

To adjust sales projection to specific day parts, select the “Day Part Projections” tab.
Step 5

Add sales to specific day parts based on the business you anticipate, such as after school snack sales, breakfast
promotions, etc.

Step 6

When you add or subtract sales to day parts, the new total will be reflected back on the “Daily Projections” tab.

-

) Projections for 7166 Wyomissing (Period 11, Week 4, Ending 11/20/2016)

Trend Dates Daily Projections l Day Part Projections Detail Projections
Day Part Monday Tuesday \Wednesday Thursday Friday Saturday Sunday

11142016 111572016  11/16/2016 = 11/17/2016  11/1872016 ~ 11/19/2016 = 11/20/2016
Breakfast 6-10 530 625 633 671 691 708 429
Standard 10-2 2,166 2,147 2,326 2219 2,831 2,360 2,180
Standard 2-8 2,608 2,759 2,927 3.026 3635 3341 2,944
Off Peak 8-9 245 254 301 303 432 357 217
Late-Night 5-6 322 306 2N 419 651 41 224
Total: 5.871 6,091 6.458 6,638 8.240 7.187 5,994

The “Detail Projections tab is used to smooth half-hourly sales throughout the day.

Step 7

In the example to the right, half hourly sales on
i . . [ Trend Dates Daily Projections Day Part Projections Detail Projections
Tuesday seem out of sync with typical traffic
Time Fi Monda: T Wed: Th Fri Sz
patterns compared to Monday and Wednesday. You . nass | 1180 111150% Mt 11/{$16 s
. . 12:30 PM - 01:00 PM 367 367 401 369 551
may choose to bump up sales from 1:30 to 2:00 and 07,00 P 0130 P et e s oo 0
H . . 01:30 PM - 02:00 PM 263 222 308 326 517
drop a few dollars in sales from 2:00 to 2:30 to 0200 - 0220 Pt o s b e 2
match sales flow from other days in the week. 0230 PM-03.00 P 2 RE 28 2 2
03:00 PM - 03:30 PM 195 210 201 148 188
03:30 PM - 04:00 PM 166 182 183 m 242
04:00 PM - 04:30 PM 172 214 162 239 265
04:30 PM - 05:00 PM 170 208 258 252 346
05:00 PM - 05:30 PM 229 236 256 240 351
05:30 PM - 06:00 PM 281 274 367 357 305
06:00 PM - 06:30 PM 284 291 348 352 421
06:30 PM - 07-00 PM 264 232 286 314 357
07.00 PM - 07:30 PM 231 250 225 247 343
07:30 PM - 08:00 PM 167 223 230 209 291
08:00 PM - 08:30 PM 140 167 156 197 220
08:30 PM - 08:00 PM 105 87 145 106 212
09:00 PM - 09:30 PM 84 88 9 102 207
03:30 PM - 10:00 PM 91 60 59 137 170
10:00 PM - 10:30 PM 30 60 43 59 63
= Page | 15
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Step 9

When you have completed adding projections, adjusting day part and detail sales amounts, return to the “Daily
Projections” tab.

You will notice that adjustments to projections have created projections that are now different from the trend.
Do not click the “Use Trend” button after adjusting projections — that will overwrite all of your work!

To complete projections, click the “OK” button to save and exit.

Trend Dates | Daily Projections Day Part Projections | Detail Projections

Projection Date  Trend Projection|Special Events/Promotions

Monday 11/14/2016 5,871 5,541

[ Tuesday 13/15/2016 €081 881 T '
Wednesday 11/16/2016 6,458 6,650
Thursday 11/17/2016 6,638 6,700
Friday 11/18/2016 8,240 8,240
Saturday 11/19/2016 71.187 7,230

Sunday 11/20/2016 5,994 6,200
Total: 46,479 47,052

7% Use Trend

Projected Product Mix Dates: Last 4 Weeks -

Step 10

To complete projections, click the “OK” button to save and exit.

= Page | 16
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Sales Projections — Recurring Holidays/Special Events

Circumstances arise where you may want to create projections based solely on one specific day from the previous year.
A perfect example here would be Christmas Eve. To create accurate projection for this, or another holiday of this type,
you will need to change the specific day trend to match just that day from prior year. For an example we will use

Christmas Eve.

Step 1

Navigate to the Projections Pop Up
Window and select the “Trend Dates”
tab.

Select the specific day/date you are
adjusting. (Thu 12/24/2020)

Step 2

Click the “More Dates...” button.

Select the Begin Date AND the End date
as the specific date from year prior.
(12/24/2019).

Leave the box “All dates” checked.

Select “OK”

BROADWAY

Restaurant Group

Q Projections for8482 8482 - Qlive  (12/2

= x
[ Trend Dates [ Daily Projections ] Day Part Projections ] Detail Projections [ T Projections vs. LY Sales l
[ Sun 122712020 [ Mon 12/28/2020 l Tus 121232020 ]
[ Wed 1272372020 l Thu 1272472020 Fri 12/25/2020 ] Sat 1272672020 l
Prior Dates
[ MoreDates ...
PS
Date Sales Weather ‘Special Events/Promations Comments =
b’
< |
[ Defzun Dates L4 A
Dates For Trend Calculation
Sales Weather ‘Special Events/Promations Comments
4,850
4,157 LA
4,828
4572 (]
4,883
< b4
(7] oK Cancel
4
O = x
[ Trend Dates l Daily Projections l Day Part Projections [ Detail Projections [ TY Projections vs. LY Sales l
I Sun 12272020 ] Mon 1212812020 I Tue 12/25/2020 1
I Wed 12/23/2020 l Thu 1272412020 [ Fri 12/2512020 l Sat 12026/2020 }
Prior Dates
More Dates
o Sales [Wistiy Spaciali a
e itk =
= == = Q Select Date Range x —
4,407
s Begin Date: 12/24/2018 <]
4704 End Date: 12/24/201] Bl
4718
4240 Options L/
<
- o All dates
Dizfauh Dates ™ Thursdays only
Dates For Trend Calculation
Sales |Weather Special]  — —_—
ok | | cancel
4330 = =]l (e
. r
4,187 1
4,828 )
4,872 22872020 (v
4383
< | >
(7] ok Cancel
V.
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Step 3

Now you will see that the “Prior Dates” section is populated with only Christmas Eve from the prior year.

up”

In the lower section, titled “Dates for Trend Calculation”, select a line, and then press the arrow centered on
the pop-up window. You will see the selected date will move up to the “Prior Dates” section. Do this for each

date in the lower section.

O Projectionsfor 8482 8482 - Olive  (12/23/20201012/29/2020) = x

[ TrendDates | DailyProjections | DayPartProjections | Delail Projections | TYProjections vs. LY Sales |

I Sun 122712020 [ Mon 12/28/2020 ] Tue 122812020 I
I Wed 12/23/2020 l Thu 122472020 ] Fri 127252020 l Sat 122672020 I
Prior Dates
[ MoreDates ..
Date|  Saks Waather Spacial Events/Promotions Comments BusDate
2020 4880 9162020
e 248 Christmas
<] )
Defauh Dates | - | A ‘

Dates Far Trend Cakulation

Date Sales Weather Special Events/Promotions ‘Comments
— A
2020 4829
22020 4872 0
Trend: 4878 v
< 2
oK Cancel

V-

Step 4

In the “Prior Dates” Section, select the line containing the date you wish to use, and press the “V” down arrow.
This will move the date (Christmas Eve) to the lower section titled “Dates for Trend Calculation”. It should now
look like the sample below.

Q Projectionsfor 8482 8482 - Olive (12/23/2020t012/29/2020) = x
[ TrendDstes | Daily Projections | Day Part Proj | Detail Projecti [ TP vs LYSales |
I Bun 122712020 [ Mon 12/28/2020 ] Tue 12282020 l
[ Wed 12/23/2020 l Thu 12/24:2020 ] Fri 12/25/2020 I Sat 1272672020 ]
Prior Dates
[ Mo Dates .
Dats Szles Weather ‘Special Events/Promations Comments
4,850
4,197
4825
4,872
<] | >
| Defzun Dates ‘ - | [ a
Dates For Trend Calculstion —
Dat= Szles Wasather Specizl Events/Promations Comments BusDate
12/24/2019 2451 Christmas (&l
Trend 2,480 b 4
v
< 2
7] oK Cancel
A
=== Page | 18
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Select the “Daily Projections” tab and then “Use Trend”.

Verify the projected sales are now accurate in the tablet and select “OK”

Q Projections for8482 8482 - Olive (12/23/2020t012/29/2020) = x

I Trend Dates I Daily Projections l Day Part Projections [ Detail Projections I TY Projections vs. LY Sales l

Projection Date.  Trend | Projection Special Events/Promotions ™ Completed|[” Approved
Wednesday 12/23/2020 4,293 4,293 ™ r
Thursday 12/24/2020) 2,480 2,480 = 1]
Friday 12/25/2020 4,801 4,801 - r
Saturday 12/26/2020 3,495 3,495 r~ r
Sunday 12/27/2020 3,123 3,123 r~ r
Monday 12/28/2020 3,575 3,575 I~ r
Tuesday 12/29/2020 4,291 4,291 ™ r
Total: 26,058 26,058 v v

oK | Cancel
Vi
Finally, verify again that all Projections are now visible on the “Projections” pop-up window.
= Page | 19
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Inventory — Printing Count Sheets

From the (1) “Ordering, Invoices & Food Cost” tab select (2) “Count Forms”, then prin the (3) Daily, Weekly, or
Period count sheet.

he:klist1 | Ordering, Invoices &Food Cost Scheduling, Punches & Labor Cost | Deposits, Drawers & Sales Activity
|- Forms & Repors
0 Count Forms = X I
nts Cf p‘lﬂﬂ Today's Prep Sheet
Count Forms [Optional] ’
Daily Count Form * |
ectior Weekly Count Form o | Count Forms 2
Period Count Form * |
fean Daily Variance Yesterday
bices/! Latest Weekly Variance
hsfers| Food Reports
rInvg
iV Was
- Logout
|
I B ——
ftizg gl * opticnal | E3 Close q.'é .
i
= Page | 20
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Inventory — Entering Counts
Step 1

From the (1) “Daily Checklist” tab, select (2) “Enter Inventory Counts”, then select (3) Enter/Edit Inventory Count

Step 2

(2) “Add” button.

BROADWAY

Restaurant Group

i Dby kb i rvarc BFeud Tl [T T——— S W T T PR
= [[ e welliriotsty L JERSHRER TS m o®
! Upaning | asks n e FUnC has |
~lasanizry
“rord m Lty Coand lihaer
g Shift Chenge Teaios 2 a Emor Imeenbany Counts Frind a'wewkly Count: Shesd.
F— Frind Fzrieed Crunt Shed
! Clsing Teska Al O runsai | EtenEdt bk Court
L
& N - - .
Sl eek Encing Tasis Ml Tt - Crsd Nemn
8
a COM Tasks E Tmployes Schedules
et - Loz Tracieomy
' e b Trcking
Y]
S @ * o - B
4

Select the date range and then choose (1) “Search” to preview counts, or you can add new counts by pressing

O Inventory Counts Search

Search Criteria

Stores:

Store # Description A
194 194 - Brentwood
383 383 - Florissant
520 520 - Tesson
670 670 - Page
702 702 - Granite City
833 833- StAnn
868 868 - Fairview..
2139 2139 - Hampton
2809 2809 - Collinsville
3049 3043 - Bethalto
3529 3529 - Columbia. ¥
0/65

Eoooooocoooogo

Begin Date:
End Date:

1 7 Search ‘

8/24/2020 [ =]
8/31/2020 [ =]

2 & s

‘ D Change a Delete

@ Print

Cost

n Close ‘
Vi
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When entering a new count, first choose the correct type of counts: (1) Period, Weekly, or Daily. Counts will
populate for each of the categories: (2) Freezer, Walk-in Cooler, Dry Storage, Front Counter, Paper, Supplies, and

Toys.
O - x
Store: Inventory Date: View: 1
2809 - Colinsville 8/31/2020 =] @ Period ¢ Weekly ¢ Daily
0/204 0/204 e
1. Freezer =| Item : Fries - Shoestring - 3 item(s) ~
2. Walk-In Cooler Case 36.00 Lbs./Case 3
3. Dry Storage r
5. Front Courter Bag 6.00 Lbs./Bag
6. Paper 2 Lbs. 1 Lbs./Lbs.
7. Supplies =l ltem : Patty - Fish - 3 item(s)
9. Toys Case 180.00 Each/Case B
Bag 18.00 Each/Bag
Each 1 Each/Each
=l Iltem : Onion Rings - 2 item(s)
Case 35.00 Lbs./Case
Bag 2.50 Lbs./Bag
=l ltem : Croissant - 3 item(s)
Case 150.00 Each/Case
Tray 30.00 Each/Tray
Each 1 Each/Each
=l ltem : Bun - Potato - 3 item(s)
Tips
#+ If “Adding” a new count on a day that counts already exist, you will be asked if you would like to
overwrite the old counts. You can overwrite to start over, or you can hit the “Change” button to
edit previous counts.
# Only enter counts for items you have on inventory — it is not necessary to enter zeros.
4+ If items appear in two places, such as freezer and cooler, the system will add inventory counts
from each storage area together — enter the actual amount found in each area.
4+ Remember to enter counts for all areas.
= Page | 22
BROADWAY

Restaurant Group



<> SICOM

Step 1

r

Step 2

Inventory — Customizing Inventory Count Sheets

Ordering, Involces &Food Cast

Scheduling, Punches &Labar Cast

l

Depasits, Drawers & 5ales Activity

=
 Imrenkory liema/Menu liems/ Product M
Seore # | Descriplion -
adar fﬁ’“ View Inventory ltem 0298 10298 - Jerseyville
) 10351 10357 - Columbia Clark
T0EST 10657 « Qkawrille
0725 10725 - Webb City
11181 11187 - ‘wiest Flonissand
117150 11150 - O'Fellon Hwy K
r 11203 11203 - Ville Ridge
ler ’.,, Product Mix 11245 11245 - Maryland Heights
11303 11303 - Edwardeville
12117 12117 - Lischiield
12608 12608 - West City hd
dit Invoices
~ Sort Your Forms ﬁ
Sost Count Form E hengn Copy |
} 7 Close
ary Counts ==Y Sont Order Guides

St

==

)

BROADWAY
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Inventory C eters = x
tore: 1016 - Hanover
| Countedtems | List Order Additional Daily ltems
1. Freezer 2. Walk-in Cooler _ 3.DryStorage A
Inventory ltem Packaging Cases | Inners UOMs Cases Inners UOMs Cases lnners UOMs
Coffee - 120z (Batch) None/None/Each r r = b g r r r | =
Coffee - 160z (Batch) None/None/Each r j Li r L it r r | 1
Coffee - Caramel Frappe Case/None/Jug v L v . ). Li Ll r |
Coffee - Filters Case/Bag/Each iz E r = = J:; I 4 14
Coffee - Mocha Frappe Case/None/Jug v E v g r §is r r L
Coffee - Mocha Latte 2 o/o Case/None/Bax 55 r )i §:1 j.§ = = g r
Coffee - Mocha Latte NF Case/None/Box il & Bellsl = EeEN=E = N
Coffee - Plain Latte 2 o/o Case/None/Box i r i r r | W Li r r
Coffee - Plain Latte NF Case/None/Box Lic r r r r r r r r
Coffee - SB Decaf Case/None/Packet | r | §.= r B v = v
Coffee - SB Ground Case/None/Bag | & r r s B J: v r 14
Cone - Ice Cream Case/Sleeve/Each r r Li r L r v V v
Cone - Sampler Case/EachvEach | i L i gt b r Ll r |
Contract Services Each/None/Each i r ) = r I L ® |
Cookie - Choc Candy Camival Case/None/Each L r L3 g y | L = r
Cookie - Choc Chip Case/None/Each 14 " v $:3 = §3 r r )3
Cookie - Double Choc Case/None/Each r L L = r L Ll r r
Cookie - Ginger Spice Case/None/Each | r i r w L L r r
Cookie - Oatmeal Raisin Case/None/Each | " r J. r r | = r r
Cookie - Oreo Case/None/Each ) ) r r § - & r r r
Cookie - Red, White & Blve Case/None/Each r r r = r i L r r
Cookie - Sugar Case/None'Each 2 r 2 . | il r r r
Cookie - White Choc Chip Case/None/Each r | & - L} B r r =
Corn Dog Case/Pack/Each | r r §.: < i Ll r =
Counterfeit Pen Case/None/Each | " r §:s = i r I | &
Crackers - Saltines Case/None/Each | s r r r r J.: r = r
Cranbernes Case/None/Pack r r r r r | r r r
Cranbernes #2 Case/None/Pack r | = r » | & r =
Creamer - Bulk Case/None/Quart I r 8 14 r |4 b B =
Creamer - French Vanilla Case/None/Each | " & r 3 = r r r
Creamer - Hazelnut Case/None/Each r r L " | r = r L
Creamer - Irish Cream Case/None/Each g r L w ) )i L = rF &
831891
oK Cancel
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From the “Ordering, Invoices & Food Cost” tab, select “Sort Count Form”, then press the “Change” button.

] Imparting | Lrtllltis ]

x

The “Inventory Count Parameters” box will pop up. From the “Counted Items” tab, you can select which items
show up on your inventory count sheets by checking or un-checking the appropriate boxes.
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Step 2 cont.

Tips

#+ Use the “handle on the bottom right corner to expand the view to show all storage
areas.
#+ Clock boxes for each unit of measure (UOM) you want to inventory. e: Cas/Bag/Each

Step 3

To arrange the order of your count sheets, select the (1) “List Order” tab. Highlight the inventory item you wish
to move (2), then use the up and down arrows to move it to the location where the item will appear when you
print your count sheet..

(=) Inventory Count Parameters

o
®

Store: 1016 - Hanover

[ Counted ltems [ List Order ] Additional Daily ltems

Imventory Locations: Inventory ltems:

- Cooler fism Descrini =
3 bFY Storage Patty - 1.70z Burger

Patty - Zoz Burger

Patty - Whopper

Patty - Chicken BK Broiler 3.7

Chicken - Original

Chicken Muggets Brd

Chicken Fries

Chicken Crisp Value

Chicken TenderCrisp

Patty - Fish Extra Long -~ ‘
Patty - Veggie

Onion Rings o
Onions - Angry Petals [ v ‘
Pie - Dutch Apple —
Pie - Reeses Slice

Pie - Hershey Sundae

Pie - Snickers

Smocthie Mango Mix

Smoothie Banana/Strw Mix

Coffee - Caramel Frappe

Coffee - Mocha Frappe

Cockie - Choc Chip

Cookie - Sugar

Chili

Hot Dogs

Croissant

Sausage

Biscuits

French Toast Sticks ~

k=
&

(7] |mg ok | Cancel

A

4 You may also select an item, then use your mouse to “drag & drop” the location of the item.

4+ If you see items you do not need to inventory, then go back to the “Counted Items” tab and un-
check the item to remove it from the count sheets.

4 Remember to organize the count sheet for all locations.

4 Press “OK” to save your list and exit.

= Page | 24
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Step 1

Step 2

Food — Calculating a Truck Order

From the “Ordering, Invoices & Food Cost” tab, select “Place and Order”, then “Calculate order”.

hboard |

- Food Entry

=

Daily Checklist \

Ordering, Invoices &Food Cost \

Scheduling, Punches &Labor Cost |

Events Calendar

Projections

Place an Order

Invoices/Credit Invoices

Transfers

Enter Inventory Counts

Raw Waste

|

Sarch Criteris

Hheres

o

Deposits, Dri

—Calculate Orders
Enter / Review Special Events

Enter / Update Projections

Calculate Order

—Enter Bun & Other Purchases
Enter Bun & Other Invoice Purchases

Receive elnvoice Delivery

w

On the “Orders” pop up window, select “Calculate Order”

COOOCE

Eoo

Stwe ¥ Dhanzipion -
1M 1M~

2 -
&70 €70
02 02~
F33 Ri3-
v B~

Weandom:

Drentwood = —

Florizsan:

T g

Page

Granii= City

51 i

Foiview.
LS

s | Hame

oooos

Tlewars Dakerr
MISM Dirmct:
R e
Bl

The Coca-Cole Corpeny

Fagin Dsts
End Date

& Search

[ s
BR300 [=]
372020 [=]

Blank Form

-~

Frinl 11 B Peirt Croer

B Chengs B Duies

——
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Verify the order date and delivery date is correct. (Note: if order/delivery days are not correct, open a ticket
with RTI requesting an update with the correct order and delivery days of the week.

Select “OK” to calculate an order.

Q x

Store: | 3529 - 3529 - Columbia Loop |Z|

Yendor: MBM Direct

Order Date: | Tuesday . September 1, 2020

Order Delivery Date: | Thursday , September

Cad
X
S
KN [EN [EN

[}
J
-
]
=

Order Available Date: | Thursday . September

Mok | [E cance

Tips

4+ If you forget to place your order within the required time frame, your previous order will
automatically be reshipped to you.

4 Calculate Order accuracy is based on correct information in RTl: Complet & accurate
inventories, all inveoices & transfers received, and sales projkections entered cfro current week
and next week.

#+ If you submit an order after your order Date deadline, call the distributor to verify they have
received the order.

b

= age | 26
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Calculate Order Screen

4+ Order/Delivery/Available Dates: These dates should match the days/dates from the previous
“Calculate Order” screen. Do not use the drop downs to change these dates from this screen.

4 Status: This is for information only. Do not use the drop downs to change the status.

4+ Calc Qty (Calculate Quantity): This is the estimate of how much product you should order — accuracy is
based on information in the RTI system: inventory, invoices, projections, etc.

4+ Qty (Quantity): This column shows the actual number of cases that will be ordered. Enter your order in
this column. Note that the total pieces are shown at the bottom of the Qty column.

%+ Item Drop Downs: The drop down tabs are used to search the entire order guide and are typically used
on blank lines to search for items not listed.

%+ Search Function: Can be used with a “dot search” to quickly find items in the order guide. For example,
to search Whopper you can type ..whop then press enter.

4+ View: Allows you to toggle between viewing the entire order guide or just the items that will be
ordered.

4 Print All / Print Order: A best practice is to print the order before sending. The print sheets will show
the on-hand inventory that is used to validate the order amounts.

4 Send Order: This button will transmit the order to the distribution center.

Change Crder x
Store Vendor Order Date
Pearl Nix Reinhart Food Service - ATL | 10/31/2015 |Z|
Delivery Date Available Date Status
11/2/2016 [+ | 11/2/2016 [+]  NotPlaced [=]
Ttem Vendor Item Cale Qty Qty Cost Total Amount UOM/Case ~
Knife Plastic Board KMNIFE PLST BOARD 10 (E1096) 0.00 0.00 £10.9300 £0.00 1 Each / Each s
Biscuits BISCUIT SOUTHERN STYLEBK  (D9964) 323 3.00 £15.7600 £47.28 180 Each [ Case B
Bun - Brioche Style BUN 4 BRIOCHE STYLE (E6122) 0.00 0.00 520.2400 §0.00 120 Each / Case
Chicken - Original CHICKEN PATTY BRD RAW (42492) 0.00 0.00 547.6900 §0.00 144 Each / Case
Chicken 2.50z Brk CHICKEN BRST BRD 2.5 TFF (F0758) 0.00 0.00 £73.5000 £0.00 186 Each [ Case
Chicken Crisp Value CHICKEN PATTY VALUE (P7000) 0.00 0.00 £53.4500 €0.00 272 Each [ Case
Chicken Fries CHICKEN BREADED FRIES (53302) 0.00 0.00 573.9200 §0.00 1200 Each / Case
Chicken Fries - Cheetos CHICKEN FRIES CHEESE PUFF  (B9408) 0.00 0.00  £101.7500 £0.00 1200 Each / Case
Chicken Nuggets Brd CHICKEN NUGGET SHP BRD (RO166) 0.00 0.00 £55.0800 €0.00 944 Each [ Case
Chicken TenderCrisp CHICKEN BREAST 470z -TC  (BNB28) 0.00 0.00 £71.7700 &0.00 136 Each / Case
Chicken Tendergrill Fillet CHICKEN BREAST 4.0 0Z (vO756) 0.52 1.00  $110.5600 §110.56 140 Each [ Case
Chili SAUCE CHILI W/ BEEF (G8384) 0.00 0.00 £38.5200 £0.00 480 Oz. [ Case
Cinnaman Roll CINNAMON ROLL BAKED (Mo420) 0.00 0.00 548.7100 §0.00 144 Each [ Case
Coffee - Caramel Frappe FRAPPE MIX CARML BK 2016 [W4064) 0.00 0.00 £31.5600 &0.00 6Jug [ Case
Cookie - Choc Chip DOUGH CKY CHOCHIP (D5024) 0.51 100 £31.8400 £31.84 240 Each f Case
Cookie - Red, White & Blue DOUGH COOKIE CARNIVAL (14722) 0.00 0.00 £31.8400 €0.00 240 Each [ Case
» || CROISSANT 2.0 0Z FROZEN  (L4362) 222 200 $25.4600 £50.92 150 Each / Case
French Toast Sticks FRENCH TOAST STICKS (63838) 0.00 0.00 £16.3700 £0.00 256 Each [ Case
Fries - Shoestring FRIES COATED 3/8 CUT (A9930) 0.00 0.00  §23.6500 §0.00 36 Lbs, [ Case
Gravy - Sausage Breakfast SAUSAGE BRKFST GRAVY FZ (64128) 0.00 0.00 £17.2400 &0.00 12 Lbs. [ Case
Ham - Country HAM CNTRY 1.25-1.50z 5L (M7300) 0.00 0.00 560.2000 $0.00 108 Slice / Case
[ e s
320/320 ™ Edit only the quantity View: Al Ttems |z|
[ @ Send Order [ E Print all | E Print order | | oK | cancel |
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Food — Receiving Orders

Step 1

From the “Daily Checklist” tab, select “Orders — Purchases”, then select “Receive elnvoice Delivery”

e - —_ JE— — — S — - . —

| oDalycheddiss | oroerng, Involces &Foad Cost sthedulng, Punches Blabarcast | Deposts,Drawers&Sales activly | Importng | Ut |
ska ~ Siore Lewel Data Enbry —M8MM D } _ .
! Opeiing Tasks H Review Punches
Calculate Drders
|| Enter  Feview Speciel Events
g Shift Change Tasks a Enter Inventory Counts | vt /. Ukt P sclbone
| B Caloulae Drder
! Closing Tesks Orders - Purchases Enter Bun & Other Puichases
[ || Enler Bun & Other Invoics Purchases
e . : - .
Weak Ending | asks DAY 1 rmrtars - Credt Mamo | Rieceive aimioice Deliveny
Step 2
All orders that are available to be received will be listed in the pop up box.
Step 3
Clock on the order to highlight it, then press the “Receive” button.
i 'o Recewe Delivery x
1 & Expecied Deliverss
. Exoected and Fubue Delivenes
] Wendor Siore: Date: Purchase Orrder elrenice? | Invoice Number Irreniice: Mlodes Amount A
MEM Dirsct 13760 B232020 B o153sases 5235548
— W
| E Receive Done
A

= Page | 28
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Step 4

If all quantities are accurate and the “Balance Amount” matches, simply clock “OK” to receive the order. This will
add all of the quantities int your inventory and update all item costs.

Step 5

If you need to adjust the quantity (if you did not receie an item or did not accept delivery of an item), then click
the “Create Adjustment” button.

Electronic Invoice x
Store Vendor Invoice Date Invoice Number Balance Amount
Pearl Nix Reinhart Faod Service - ATL E| ,5755737 lm
I Approved Load Default Items
Ttem Qty Cost. Total Amount UOM/Case ~
P E6122-Bun - Brioche Style 100 §202400 $20.24 120 Each / Case
FO758-Chicken 2.50z Brk 100 §73.5000 $73.50 186 Each [ Case
53302-Chicken Fries 1.00 §73.9200 £73.82 1200 Each / Case =
B3408-Chicken Fries - Chestos 200 $1017500 $203.50 1200 Each  Case
G8384-Chili 1.00 §38.5200 $38.52 480 0z./ Case
A9930-Fries - Shoestring 28.00 $23.6500 $662.20 36 Lbs. [ Case
M0420-Cinnamon Rall 100 487100 $48.71 144 Each [ Case
D5024-Cookie - Chac Chip 1.00 §31.8400 $31.84 240 Each / Case
63838-French Toast Sticks 1.00 $16.3700 $16.37 256 Each / Case
C1302-Hashbrovins 300 $18.6100 $55.83 30 Lbs./ Case
GB8842-Hot Dogs 1.00 §23.7800 $23.78 80 Each f Case
F4492-Onion Rings 1.00 $35.0300 $35.03 35Lbs. [ Case
P4g16-Pancakes 100 §13.9400 $13.94 144 Each [ Case
R6418-Patty - 1.70z Buraer 6.00 §63.7700 £382.62 320 Each / Case
13.00 $4,500.07 v
66/66 ‘ Create Adjustment |
7] LENEES
== Page | 29
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Good to Know

When you “Create Adjustment” a new invoice will pop up and Invoice Number will match the original invoice,
but the letters “ADJ” will be added indicating an adjustment invoice.

4 To remove an item from your inventory, enter a negative number in the Qty column.

# Once all adjustments have been made, type the Total Amount of adjustments in the “Balance Amount
box.

4 Remember toi enter the Balance Amount as a negative number.

4 Once complete, hit the OK button.

7

Purchase x
Store Vendor Invoice Date Invoice Number Balance Amount
1025 - Pearl Nix |:| Reinhart Food Service - |:| 10/30/2016 El 670673-AD]
[ Approved Load Default Items
Ttem Qty Cost Total Amount UOM/Case ~
E6122-Bun - Brioche Style $20.2400 120 Each / Case
F0758-Chicken 2.50z Brk £73.5000 186 Each | Case
53302-Chicken Fries £73.9200 1200 Each f Case
B9408-Chicken Fries - Cheetos §101.7500 1200 Each f Case
GB384-Chili £38.5200 480 Oz. [ Case
AG930-Fries - Shoestring -1.00 £23.6500 (523.65) 36 Lbs. [ Case
M0420-Cinnaman Roll $48.7100 144 Each / Case
D5024-Cookie - Chac Chip $31.8400 240 Each / Case
£3838-French Toast Sticks $16.3700 256 Each j Case
C1302-Hashbrowns $18.6100 30 Lbs. [ Case
G8842-Hot Dogs £23.7800 80 Each [ Case
p F4492-Onion Rings | £35.0300 35 Lbs. [ Case
P4816-Pancakes £13.9400 144 Each / Case
RE418-Pattv - 1,70z Buraer £63.7700 320 Each / Case
-1.00 (£23.65) v
66,66
oK - Cancel -
Tips

4+ Electronic invoices are available in RTI on the day your order is delivered, typically by
2:00PM.

4+ The delivery driver will provide a copy of the invoice so you check in the order.

4+ To add all of the inventory items in RTI, you will simply “Receive Truck Order”.
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Food — Entering Purchases

Entering Purchases are done when a vendor does not provide electronic invoices.

From the “Daily Checklist” tab, select “Orders — Purchases” then Enter Bun & Other Invoice Purchases.

When the “Purchase Search” window pops up, press “Add” to add a new purchase.

Once you select “Add” you may select the vendor from the drop down tab. This will determine the category on
the Invoice Register the item will be counted towards.

Complete the Invoice Date, Invoice Number, and Balance Amount.

Use the drop down tab on the first line under the Item column to select an item to add, then type in the correct
Qty and Cost received.

Add additional lines until the entire invoice is entered.

Store Vendor Invoice Date Invoice Number Balance Amount
1025 - Pearl Nix [~ [=] 10/30/2015 [+

Ensure the Balance Amount matches the
Total Amount. Click OK to complete.

[~ Approved Load Default Items

Ttem Qty Cost. Total Amount UOM/Case

0.00 £0.00
oK Concl|
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Food — Making a Transfer

Step 1

From the “Daily Checklist” tab select “Transfers — Credit Memo”, then “Enter / Approve Transfers”.

| Foperew— Tialy Chadklic | I":rdring:fnr:rll.l.Fn:I-:ll::l:l' - &h.suing.p;nrmm.nrém | - Bl;u:t:_.Dr-\.u-r:Klll-M-idr’ I
~ Sore Tesks o 1~ Shore Lenvel Diate Emiry O |
u Opening Tusks n Aeview Funches e
Tansies
| ‘ Enier { Approve Transfer |
=
S hi E Ins
iy Shift Chonge Tosks a Ender Inventory Countz Eretitblema
— ‘ Endar Cradil Mame |
Clasing Tasks ?,- il Oroars - Purchases
R i

T'errsters - Credil Merno

Week Erdling Tasks

) Tanstar Saarch - x

Ik -,
_’ F

Jearch Criteria

Shoea & Daariphon *

1584 154 - Frmrtwnad

MY R Flraaant

520 520 - Tesson

ETD E70 - Page

T2 T2 - Granie Cisy
#35 E11- S A

BRE E50 - Farnew.

YTHM ETHE . Hangon Ha reaults found farte equestad onle
209 2909 - Colinewills
WY 3049 . Bathalla FRase Changs the S8arCh CITena ONd 38arch ago
520 35 - Crherhia
WTT METT - 5 Peers
B F03- CFalor. o

Diss

oodood| ¥

Eococoooo

Tain Tats B/24/2020 =
End Jais B/31/2000 =]

ﬁ Szl E faddd E Changs E ) @ Srim

Step 2

Select the date of the transfer from the drop down. In the “From” column select the store you are sending the
transfer from.
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In the “To” column, select the store you are sending the transfer to, then choose the item from the drop down
menu in the “Item” column.

Under “Item” you can also search by keyword. Use the following format to find your item: “..chicken”, or
“..patty”. Be sure to always use the two periods prior to the keyword or the search will not work.

Date From To ltem Order Unit Qty Order Unit Inner Pack Qty Inner Pack UOM Gty | UOM Total Qty
103072016 323 White Hall 1026 Pearl Nix Patty - Whopper 1.00 Case (144.00 Each) Each 14400 0.

Enter a comment, such as the persons name who is receiving the product.

If you do not complete this step, you will be unable to move forward in the process.

Order Unit Qty Order Unit Inner Pack Qty Inner Pack UOM Qty UOM Total Qty Cost| Overnide | Calc. Cost Total | Cy nts
100 Case (144 00 Each) Esch 14400 04538 [ 0.4538 653472 Received by Ben|

Click “OK” to finish the transfer.

= Page | 33
BROADWAY

Restaurant Group



& SICOM (

Food — Receiving a Transfer

Step 1

From the “Daily Checklist” tab select “Tranfers — Credit Memo”, then “Enter / Approve Transfers”.

Select the “Pending Transfer” by double-clicking on it.

( o
SaarchCivamia
. Tolal| Qly| Cosl Cam Fisn  To ln Sikw
(e Wiz 156 CEZM WMIANE 2721 B Tuw fAp——
Lel | S Demociplion Al |G 100 00M) WL T TWE Cuicken Fries- Lecepind
| 36 Suiin Wi 17 osET IS8 $193 BT Chicken TenderTrisp  Accepied
] AT iz Rd LS T B v ] FRT  Felisl dacampind
|| 427 Wiwcn Bl L0 17 Lo 0 (67 Gt Mt Ulge Bcapmd
[ 437 Seush dih 3 ELC R L Y] Ie CiB BED Ueetes . Whele Aerapind
] 1 Bacgepord Ha I T 1 WONR RS RET  CmickenCoisp Uales  fLonenied
= 612 Baicpetonn B0 7S IDDN TLRGIE SHS D6 Crin- Mt Use Acceped
U GIR Worigomesy w1 e TG T 132 2.75SpceraSek. | Pending |
|| Fo8 Lhzsbeth Lske Hd
r TAT Senith Stk
|m] i1 da Sair Shorss
] i1 Woledt Ave
(] 88 West Fite
=1 BET Harmord Ceve
EIR Jewtall P
ﬂ Lras
Ewgin Dam. 10073172006 [ =
Ene Daw T TR |
& Search B s [ e | [l e Frusd
ki B ocse
e
Step 2
':”E' Inventory Transfer x
An Inventory Transfer box will pop open. Click “Accept” or “Reject”. e Corpary B
—In-Company Transfer
Accept will remove the item from the sending restaurant’s inventory and Fremem B
add the item to the receiving restaurant’s inventory. 331 7 e Livoia 0
ltem:  Patty - Fish |Z|
If Reject is selected, add a comment with the reason for rejection. | [Case (180,00 Each)
[ 200 [Bag(18.00 Each)
I ‘Each
Total Quantity: | 36.00 |Each
Cost: 0.3217 ™ Override
Calculated Cost: [ 0.3217
Total Cost: $11.58
Transfer Date: 10/30/2016 |z|
Comments: [Melissa to Dani -
| oo | B Reieot |
@ ok | @ corel |
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Food — Entering Waste

There are two different methods to track / record waste: menu waste and raw waste.
NOTE: Waste does not impact your food variance — it is a toll to help you identify opportunities to lower food cost.
For proper waste management, please reference the RTI food variance reporting and waste management guide.

1. Menu Waste tracks complete sandwiches and menu items, such as Whoppers, Double Cheese Burgers, Original
Chicken Sandwiches, etc.
2. Raw Waste tracks individual ingredients, such as tomatoes, onions, burger patties, buns, etc.

To track Menu Waste, select the “Daily Checklist” tab, “Food Tasklist”, and then scroll down to the Waste
section, select “Enter Menu Waste”, and then select “Add” on the “Menu Waste/Promo Search” pop up
window.

ashboard | DalyChecklist | Ordering Invoices &Food Cost | Scheduling,Punches &LaborCost | Deposits, Drav

Q = x
Store Tasks
[~Ordering [Optional
Opening Tasks rdering [Optional]
Check last Count For Accuracy *
. Add/UpdateProjections *
Shift Change Tasks ee——— % |
R Deliy [Optional]
Bl ClocinoTosks Add Purchase *
Receive Truck Order *
LR ERE [EES Transfers [Optional]
’7 Enter/Receive Transfers *
201N Inventory Counts [Dpticn]
Print Count Sheet *
Search Counts *
Food Tasklst ———————————— [} Add Erer Count for Today % |
4
| "8 Food Waste [Optional]
Print Menu \Waste Sheet *
Print Raw liem Weaste Sheet *
| Enterbtenuvisste *
Enter Raw ltem Waste *
@ - x
| Search Citeria
1 Stores:
| ]| Store # Description ~
O 194 134~ Brentwood
| ] 283 283 Florissant
| u} 520 520- Tesson
u} 670 670- Page
| u} 702 702- Grenite City
i u} 833 833- StAnn
u} 868 863- Fairview
O 2139 2139- Hampton
O 2809 2809- Colinsille
| o 3049 3049 - Bethalto
O 3529 3529- Columbia —
o 3677 3677 - St. Peters
[m} 3803 3803 - OFallon
O 4040 4040- Jungerman
[m] 4177 4177 - Delmar
| O 4591 4591 - Elisville
i 0 4635 4635 - Sunset ~
| oles
Begin Date: 8/25/2020 [=]
1 End Date: 9/1/2020[=]
Search
: . (68 a1 | & cronce
(7] | B close

4
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Step 2
Enter the amount of sandwiches or menu items under the “Waste Column”.

Select “OK” when completed.

Store: | 9518 - Manchester |Z| Date: 9!1KZDZE|Z| Time: IDT":4DﬁM

Business Date: 9172020

Menu ltem laste A
P Bac Chz Burger |

Big Fish

Biscuit - Sausage

Burrito EggNormous Egg

Burrito HE Value Sau Egg Chs

Chicken Crisp Jr

Chicken Fries - Spc

Chicken Fries Pretzel - Spc

Chicken Nuggets - 10pc

Chz Burger

Crispy Chicken

Crispy Chicken Bac

<

Mok | & Concel |
Y

Step 3

To track Menu Waste, select the “Daily Checklist” tab, “Food Tasklist”, and then scroll down to the Waste
section, select “Enter Raw Waste”, and then select “Add” on the “Menu Waste/Promo Search” pop up window.

ashboard l Daily Checklist l Ordering, Invoices &Food Cost [ Scheduling, Punches &Labor Cost ] Deposit
O Food =
i Store Tasks
RS r—Ordering [Optional]
‘ Check last Count For Accuracy * |
Y ‘ Add/UpdateProjections * |
iz e ‘ Calculate Order * |
3 r—Delivery/Purch [Optional]
Closing Tasks ‘ Add Purchase * |
m ‘ Receive Truck Order * |
Uizt Bl T [ Transfers [Optional]
‘ Enter/Receive Transfers * |
EOM Tasks —Inventory Counts [Optional]
||| Print Count Sheet * |
‘ Search Counts * |
 Food Taskist ———————————— ‘ Add Enter Count for Today * |
X
Food —Wiaste [Done]
‘ Print Menu W/aste Sheet * |
‘ Print Raw ltem Waste Sheet * |
‘ Enter Menu Waste |
[ Enter Raw tem Wiaste |
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Ingredients are tracked by the UOM (Unit of Measure) listed in the UOM column (example: each, pound, pouch,
etc.).

Select “OK” when completed.

0 Raw Waste/Promo = x
TS 518 - Manchester [=] | Date: 9/1/2020 [=] Time: [07:45 AM
Business Date: 9/1/2020
Inventory Item UOM/Case UOM/Inner Pack Raw Waste A
(uvomMs) F
» Apple Juice 40 Each / Case 10 Each/ Pack
Bacon - Thick Cut 1080 Slice / Case 180 Slice / Sleeve =
Bag - Taco 1000 Each / Case
Biscuits 180 Each / Case
Eun - Brioche Style 120 Each / Case 12 Each / Bag
Bun - Hamburger 4 inch 30 Each/ Tray
Bun - Potato 100 Each / Case 25 Each / Bag
Bun - Pretzel 48 Each / Case 6 Each / Bag
Bun - Specialty 24 Each/ Tray
Bun - Whopper - 5 inch 20 Each/ Tray
Cheese - Mozzarella 256 Slice / Case 64 Slice/ Pack
Cheese - Shaved Parmesan 6Lbs. /Case
Cheese - Shred Ched 12 Bag / Case
Cheese - Sliced American 1600 Slice / Case 200 Slice / Loaf
Cheese - Sliced Cheddar 640 Slice / Case 160 Slice ! Block
Chicken Breast Crisov 1 146 Each / Case 18.25 Each / Baa v
2] |8 ok || cancel |
4
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Labor — Adding New Team Members

New team members are entered into RTl automatically from the electronic onboarding process with Snagajob. RTI
imports files in the morning. Manually entering a team member will prevent the file from importing. It can cause payroll
and time clock errors. You should never manually enter an employee. It is best to complete onboarding a day or two
before the team member’s start date to allow time for the file to be imported. Once the team member file is
established, you will still need to update team member information, such as clock-in numbers and department codes.

Step 1
From the “Scheduling, Punches & Labor Cost” tab click the “Employee Maintenance” icon.

Step 2

Select the “Employee Status” of Active and Inactive team members. If more than 100 matches are in the system,
only the first 100 will show — type in the First or Last name, then “Search”.

Select the Employee’s name and click “Change”.

hbmand | Dally Cheddist | Ordering, Invoices &Food Cost | scheduling, Punches & Labor Cost Deposits, Drawers & Sales Activity Importing | Litilities Tast |
O = x
= Labor Entry
—Search critena —Search Fesulis
Firet Mame: | First Mams Laat Name: Home Phone Maotile Phone o
E R Danic e [£36) 723 - 7304
Angela Armsirong
LastHame: | LaToya Fustin 106181 971 - 1082
. - =
Projections . - Janall Eall 1374) 555 - 4874
<N Stale: N Stntwl =] | |[iGmteaty Ballir (314) 420 - 7235
[ Wickoria Banks 1374) 430 - 2215
Employre= |0 | Meghan Benne® {51E) BOZ - 5566
Mgr Fzted Schedules Laura Bird (518) 8BS - 0954
Emrployes Satue Pritiney Bird {618 K40l . 5068
¥ ctive I Inactive I Terminabed Courtney Bormida (217) 320 - 5353
Teatanse Broadway
a Emgployee Schedules Active emoloyess will be searched Karpleigh [S— [314) B9 - 3722
—Search Cptions Andrew Braam (61B) 577 - 3565
) Matalie Burion (618) 378 - 4553
Edit Timis PGhas 7 Seerch Al sloves Dioncvan Butler [314) 201 - 7483
7 Search only "My Stores Brandon Calvin (314) TR - 9297 (314)I74.4373 M
N James Chedester (314) 428 - 3703
£ Semwch specific store [=] Kiara Chester (518) 708 - M1
Employes Maintenance Carlos Chuldress 1ETH) 574 - 3310
Shermyce Clark 1314) 423 - 5138
Tosha Clines (618) 4073 - 5755 w
ﬂ Employee Teminaticn x L
= _ Thene ane more than 100 maiches. The st 100
— @ Search [ Change are displayed. Fefine criteria and search again.
i “ Close
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Step 4

The “Departments and Pay” tab must be completed with the correct department.

| General 1 Stores | Availability | Availability Exceptions | Fixed Schedules y Departments and Pay | Time Cards
Store Department Pay Rate Pay Rate Time Frame Effective Date  Default A

833 833- StAnn [TEAM = ) Hourly 1225200 .. |
I
W
I
[
T

Choices are “Team”, “Shift”, “FirstA”, “SecondA”, “GM”, and “QGM”.

Team: Crew Members

Shift: Shift Managers

FirstA: Salaried Assistant Managers
SecondA: Hourly Assistant Managers
GM: Salaried General Managers
QGM: Hourly General Managers

-+ + &

Step 5

The “Time Cards” tab must be completed as follows:

4+ Time Card Number: This is the number the team member uses to clock in on the POS. Ensure the exact
same number is entered into Aloha or SICOM. Typically, this is the last 4 of the team member’s social
security number. If the last four digits starts with a “0”, then you must change it to a new number.

4+ Department: Use the drop down feature to select the same department code identified under the
“Departments and Pay” tab.

General | Stores | Availabilty | Availability Exceptions | Fixed Schedules | DepartmentsandPay | TimeCards |

Store Time Card Number Department A
833 8333t Amn P 1234 TEAM
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Labor — Setting Up Team Members in SICOM

Onboarding new employees will automatically set them up in RTI, but the new employee must also be manually added
to the the POS so they can clock in. The key items to add are the empmloyee name, time card number and department
code. All of these itmes must match the RTI employee srestup to get vvalid time punches.

Step 1
Log into SICOM from the back office computer.
Step 2

Select the “Labor” icon, then select the “Maintenance” tab. From the maintenance menu you will select “Edit
Active Employees”.

LOGOUT | MAINMENU | INSERTCLOSE | QUICK REPORTS REAL TIME MONITOR

Sales

View sales reports,
manage restaurant
finances, and more

View usage, count
items, edit recipes, and
more.

Timing

See how fast your
customers are being
sefved

System
System maintenance
tools and settings.

Edit Active Employee

Edit Active Empioyee - Misc

Edit Payrate

Edit Labor Restriction

Edit Labor Options

Edit Absence Code

Edit Termination Code

Edit Daily Restaurant Open/Close Time

Edit School Holiday

Select “New” to add a new team member.

Edit Active Employee - General

Edit Inactive Employee

Edit Payroll Rules

Edit School

Edit Labor Staffing Chart Configuration

Edit Leave Code

Edit Nationality Descriptor

Edit Holiday

Edit Employee Type

NEW SEARCH |REPORT

Edit Active Employee

’ LOGOUT | MAINMENU INSERTCLOSE QUICKREPORTS A REAL TIME MONITOR
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From the “Edit Active Employee” box, you will complete the following information from the “Generic Options”
tab:

e Badge Number - This ist he team member’s 4-digit clock in number, typically the last 4 digits of their social
security number. NOTE: This number cannon begin with a zero and MUST match the timecard number you
entered in RTI.

e  First Name

e Last Name

e Birthday

e Hire Date

e SSN - Enter the full social security number, not just the last 4 digits.

Edit Active Employee

Badge Number* Empioyee has no badge |
First Name*

Last Name*

Miadie Inftial

In-Active L]
Generic Options Payroll Termination Leave of Absence 19 Form W.4 Form

O

Birthday*
Hire Date* / / B8
Review Date / O
Phone 1

Phone 2

Address 1

Address 2

Apt#

City

County

State

Postal Code

School Not In School v:

SSN*

Sex Unknown V|

Maiden Name

Nationality |unknown v

Age

Labor Restriction N/A

Emergency Contact |

To Reach

Notes

Log On Without Clock In []
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From the “Payroll” tab, complete the following information:

Payroll ID: This is the team member’s 4-digit clock in number — the exact same number you enterd
under the “Badeg Number” in the previous screen.

Payroll Rule: Select “Burger King (Store #)” from the drop down. For example, store 4040 would select
Burger King 4040 from the drop down menu.

Jobs: Select the appropriate job title from the drop down.

Pay Rate: You may enter $.01 to keep this rate confidential (actual rates of pay are maintained in

payroll).

To complete the setup, press the “Add Record” button.

bq LOGOUT | MAINMENU | INSERTCLOSE ICK REFORTS | REAL TIME MONITOR

Edit Active Employee

H.‘a:h_;.‘ Number* Empioyes has no r:.enw [
First Name*

Last Name*

Kiodie Intial

In-Aclive

‘Generic Options  Payroll Termanation Leave of Absence |18 Form W-4 Form

|_'Jlr|LH' [[m]

Payroll Rule Burgar Kng 4040~
Weskly hour m2ndmum

Suppress Labor Violations

Jobs Pay Rate* Proficiency

Fourly Indroct=orior
Eakary Sancral Manzger
Shift Lasder

ASSIEIENT IMaraer
Foaay Gl kansg

Tips:
Job codes in SICOM must match the corresponding job code in RTI. Job code and RTI
Assignment matching is as follows:
RTI Sicom Jobcode
+ Team Crew / Team Member
+ Shift Shift Leader
+ SecndA 24 Assistant
4+ FirstA 1t Assistant
+ QGM Hourly General Manager
+ GM General Manager
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Labor — Setting Up Team Members in Aloha

Onboarding new employees will automatically set them up in RTI and Payroll, but the new employee must also be
manually added to the POS so they can clock in. The key items to add are the employee name, time card number, and
department code. All of these items must match the RTI employee setup to get valid time punches.

Step 1

Log in the Aloha Configuration Center from the back office computer. Q

Step 2

Select the “Maintenance” tab, then navigate to “Labor”, then “Employees”.

n Center : New BK Menu Maintenance o x

S & b

Options Lock Info

| ]
Menu » Terminated Employees

Taxes Jobcodes

»
Screen Designer » Job Groups
Pricing » Break Rules
Payments » Pos Access Levels
Business ’ Labor Groups
System Settings ’ Performance Measures
Hardware » Termination Reasons
Messaging ’ Secunity Roles

»

Electronic Draft Capture Punch Edit Reasons

- Favorites

¥ Store Selector

Step 3

From the “Employees” task box, select the “New” button from the right hand column. Note: select “POS Only”
under “system access”.

Enter the following information under the ' : 5 @ »
Employee tab: o SR
e POS Employee Number (4-digit clock in ot
number) e Page 100 705 ety o019 ™)
e Social Security Number — Qe s
o  First Name ;::.
e Last Name e
e Birth Date X pelete
<aCopy @
Q Close
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Step 4

From the “Status” tab,
Employees

complete the following .
) . 100 POS only BKD0O319

information: — Lio - N}
Employee Status Jobcodes Tax Custom Settings

e Employee status:
Seclect “Active”
e Job Status: Select Full

Employment status

time
e Start Date: Enter the Break exemption
start date Employee waives ‘Consent’ breaks O

Step 5
From the “Job codes” tab, select “Add” then complete the following information:
e Job code
{118 POS only Burger King #009515 |
o Access Level = ;
Employee Status| Jobcodes Tax Custom Settings
e PayRate

Jobcode Access level Current pay rate Add |

7.25|

Remove

Move up

Move down

Effective date 7 Payrate Rate reason End date Modified date Add

Remove

Tips:
Job codes in Configuration Center must match the corresponding job code in RTI. Job
code and Access Level matching is as follows:
RTI Config Jobcode Access Level
4+ Team TM Cashier Cashier
+ Shift Shift Coor Shift Mgr
4+ SecndA Shift Coor Asst Mngr
+ FirstA Asst. Mngr Asst Mngr
+ QGM Vacation Pay GM
+ GM GM GM
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To “Save” the new team member, select the “Save” button from the right hand column on the screen.
You will be prompted to perform a Real Time update. Select YES.

It may take 10-15 minutes before the new employee profile is available in the Aloha registers and available to
clock in.

Real Time Update clark, amanada

Do you want to perform real time update ?

° No ‘ |
i

[7] Repeat this action for all updates in this session. ‘
|

e == = =
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Labor — View / Edit Time Punches

Team members clock in/out using the register, then the time punch data is imported into RTI.
Changes to current day time punches are made in the register, then re-imported into RTI.

Changes to prior day time punches are made in RTI by using the “Edit Time Punches” button.

The “Punch Processing” box will open allowing you to “Search” all time punches within the selected time frame.

e Days that include all valid punches will be checked “Valid”.

e Days that include invalid time punches will be highlighted.

e “Add A Day Manually” should not be used! This will delete all time punches & over-write all of the
scheduled hours.

To edit time punches, selec the day, then press the “Change” button.

[ Dashboard ] Daily Checklist ] Qrdering, Invoices & Food Cost ] Scheduling, Punches & Labor Cost ] Deposits, Drawers & Sales Activity ] Importing Util
- Labor Entry Q Punch Processing =} x
Events Calendar Stores Days Employees
=] | |Store  Name Date | Valid | Actual Hours | Sched Hours
- - ] 27042 27042 - St Roberts 8312020 W 542 63
Y|  Projections m| 27042 27042- St Roberts 9112020 [ .17 62
— O - 27042 27042 - St. Roberts 922020 W 66.167 68.5
O 23775 23775 - St 27042 27042 - St. Roberts 9032020 W 64633 65.75
Mar Fixed Schedules O 24357 24352 - 27042 27042 - St. Roberts 9042020 W 68.617 ]
9 O 24401 24401 - 27042 27042 - St. Roberts 952020 68.317 69
O 24919 24319 - Wood... 27042 27042 - 5t Roberts %6i2020 W 67.867 &7
O 25557 25557 - Joplin 27042 27042 - 5t Roberts %72020 60.7 38
Employee Schedules O 26132 26132 - 27042 27042- St Roberts 9/22020 [~ 52.033 [}
O 26135 26135 - 27042 27042 - St. Roberts gm92020 8417 54
O 26156 26156 -
O 26158 26158 -
Edit Time Punches O 26190 26190 - OId... B
27042 27042 - St
1 27482 27482 - Dunklin ¥
Employee Mai He
m ee Maintenance Add =
ey Begin Date: 8/31/2020 [ [ AddaDay Manually _ o _
End Date: 9/9/2020 [=] %9200 [+ g sao |Ed Change | B Delete |
& Employee Termination . Search | =l
[ Close |
' 4
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Step 4

A new box will pop up showing the daily totals. All of the team members with time punches will be listed on the
left. The team member selected will have their hours shown on the right side.

Step 5

Team members with invalid punches will be highlighted — notice the “Unknown” employee in the example

below:
C = X

Employes Time Card Other Pay

Name TC |Hours | Amber Sutton

Amber Sutton 9777 838 Dept Punch Time Adj Reason Punch Date| In/Out |POS Dy

Eﬂ‘ﬂ""; D"‘eﬂ;’ ‘312: §i;; SHIFT LEADER 1:30 PM N Punch In 982020 In

onna Coronado 77 7. N 10:45 PM 982020 Out

Jason Phillips 4508 9417 SHIFT LEADER Ne Punch Out ]

Jordan Hall 4347 4133

Mellanie Candler 8598 8517

Micholas Sutton 5258 9.517

Rendy Conant 2265 35

Thomas Seals 0EB4 2

Unknown 654 0
< >
P T S S S Validation Status

Step 6

There are several reasons a time punch will be invalid:

e “Unknown”
e “Invalid Department”
e “Unbalanced Punches”

Note: You can run a Punch Exceptions report to view all invalid time punches.
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To fix an invalid time punch, click to select the employee and review the “Validation Status” area to determine
the problem.

(@) Punch Processing - Braselton - 10/31/2016 = x

. . s Enpioyes [TimeCare | Cnerrar |
There are five sections used to edit time punches: [ i

Amanda Cax 5155 035 Dept Punch Time Adj Reason Punch Date| InOut POSDept | POS Name:
BEE YANG 7285 4267 S00AM 10312016 In  RGM-E Mielissa.
DEBBIE WRIGHT 201 7983
EMILY LANDRY 209 71

D e pt JERRICALEWIS 8660 8.567
ielissa Getchey. 2210 i

NELSONCAMACHO 6343 6917

Punch Time Ty o byl
Adj Reason
Punch Date
Change Employee box.

vk wNeE

I/ Change Employee | [ Apply Validation Status

ﬁ Employee: ] | [Prbslanced orissing Purches:
I~ Show Al Time Card &

@ rElrey
- 4
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Fixing “Unknown” Invalid Punches

“Unknown” means that a team member has clocked in to the register, but there is a mismatch in the RTI
Employee Detail setup.

1. Inthe “Edit Time Punches” section, look at the team member name listed under the POS Name — this will
identify who has been entered into the POS, but not properly entered into RTI>

2. Gointo “Employee Maintenance”, search the team member and review each of the setup tabs to ensure all
of the information is correct — especially the time card number (last four of their SS#).

3. Back in the “Edit Time Punches” section, click the “Change Employee” button then use the “Employee” drop
down function to find the team member’s name. Once you click their name the “Time Card” will fill in
automatically.

4. Adjust the “Adj Reason” drop down to identify a reason for the original error — typically it will be
“Administrative”.

5. Click “OK” to complete the time card and return to the daily “Punch Processing” screen. The team member
will now be valid.

Name G Hours

Aaron Horning 36804257 8.167 Dept Punch Time | Adj Reason Punch Date | InfOut | POS Dept POS Name
Alana Stedry 36317788 8.05 RGM-E 5:00 AM 10/31/2016  In  RGM-E Joel McCaul
Bemard Romes 8036108 3331 | pgyg 400PM 10312016 Out RGM-E  Joel McCaul
Elizabeth Allen 32417493 8.117

Jasmine Peters-Otis 3772873 6.2

Joel McCaul 38370323 n

Josh Allen 38417258 7.767

Joshua Sheldon 37532379 4533

Norma Hyatt 37950586 8.023

Roberto Alcaraz 37564622 5283

Tracey Scott 37182388 3617

Treenz Ladisky 36664528 10

Unknown 38370723 ]

[V Change Employee % Apply | Validation Status

E Employee: |z|
™ Show All Time Card: |z|

= Page | 49
BROADWAY

Restaurant Group



<> SICOM

Fixing Invalid Department Punches

“Invalid Department” indicates a mismatch between the job code in the register and RTI. You will need to
identify if the Job Code (Department) setup error is in the POS or in RTI.

1. Inthe Punch Processing time card section look at the POS Dept job code to identify what has been entered
in the POS.

2. Use the “Dept” drop down to view the Department Code that is entered into RTI.

3. Fix theincorrect POS department code in the POS system or fix the incorrect RTI job code in the “Employee
Maintenance” screen.

(&) Punch Processing - Peachtree Rd NE - 10/31/2016 = x
Employee Time Card | Other Fay
Name TC Hours| CHARLES JEFFERSON
Ashley ink 7363 10.033 Dept Punch Time Adj Reason Funch Date InOut [POS Dept  POS Name
CHARLES JEFFERSO 8000 0 | - 6:09 AM 10312016 In  RGM-E charles.
Destiny Masen 7434 Z10PM 10312016 Out  RGM-E charles.
DWAYNE THOMAS 3741
erica smith 8739
1ASIA HARRELL 6337
JORDAN BELL 1282

Lesley Ann Greaves 3424
QUOMEKIA CAMPBEL 2207
RAMIRC ORTIZ 4030
TAMEIKO MURPHY 7035
TAMICA GOODWIN 1026
TEQUISHIA ROSE 4800
VALLIE J. DRUMMON 6786

I Change Employee [ Apply  Validaion Stalus

E Employee: D
I~ Show All Time Card B

ok ||E cancel

4

Fixing Unbalanced Punches

“Unbalanced Punches” identifies and employee who clocked in, but did not clock out.

1. Inthe Punch Processing time card section use the Dept, Punch Time, and Punc Date drop downs to enter the
missing time punches.

2. Use the Adj Resason drop down to identify the reason, asuch as “No Punch Out”.

3. Click “OK” to complete the time card and return to the daily Punch Processing screen —the team member
should now be valid.

@ Punch Processing - Stefko - 11/2/2016 = x

Employes Time Card | Other Pay

Name Tc Fioa]  KHRISTINANIEVES

Dizmond Erown 1053 08 Dept Punch Time  Adj Reason Punch Date InOut FOSDept |POS Name

ENRIQUE MONGE 8576 FT Crew 8:00 AM No Punch In 1122006 In

Eric Garcia 4715 FT Crew 200 PM o Punch Out 1122016 Out

Gebraiana Rames 6534 - .

Giovanni Garcia 1ass

HARRY DEJESUS 1683

ISAIAH PENA 8666

Jennifer Rodriguez 5264

Jessica Simanten 1765

JESUSFONSECA 4023

John Creighton 22

JOSE MIRANDA 542

Joshus Villamil 2711

KHRISTINA NIEVES 5282

KYE SNYDER 7674 -

Maria Cagile 129

Myles Fraley B

Natalie Santos-Love 6382

Quiniin Bell 7814

Reneal Thomas 2961

Renee Barous es07 01

P s 5| I Cange Enployee | [5G Apply  Yaidlion Stabs

ﬁ Employee =

" Show Al Time Card =

(7] oK Cancel

4
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Fixing Missing Time Punches

If a team member has no time punches (if they failed to clock in or clock out), you can add punches
manually.

1. Inthe Punch Processing time card section, click the “Show All” button to view all of the team members.
2. Select the team member you wish to add time punches

3. Use the Dept, Punch Time, Adj Reason and Punch Date drop downs to manually add the punch data.

() Punch Processing - Stefko - 11/2/2016 —

Employes Time Card | Other Pay

Name: TC Hoia || KHRISTINA NIEVES

Diamond Brown 1083 0g Dept Punch Time Adj Reason Punch Date In/Out POS Dept POS Name

ENRIQUE MONGE 6576 PT Crew 200 AM o Punch In 1722016 In

Eric Garcia EED FT Crew 200FM No Funch Out 111212016 Out

Gabraiana Ramos 6534 -

Giovanni Garcia 1884

HARRY DEJESUS 1683

ISAIAH PENA 8666

Jennifer Rodriguez 5264

Jessica Simanton 1765

JESUS FONSECA 4023

John Creighton 8622

JOSE MIRANDA 5542

Joshua Villamil 2

KHRISTINA NIEVES 5283

KYE SNYDER 7674 -

Maria Capile 1399

Myles Fraley 213

Natalie Santos-Love 6382

Quintin Bell 7814

Reneal Thomas 3961

Renee Barous 6507 01 &

2_\\ et ) AA‘E 3 B (B G Er e g Apply Validation Status

ﬁ Employes: =

¥ Show All Time Card. D

@ EEESS

- 4
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Creating Schedules

Accurate Projects and excellent schedules are the best way to ensure great guest services ad build your sales.

The expectation is to always have enough team members to cover the projected labor while using no more than the
allowed hours available each day.

To accomplish this, you will need to use % hour (15 minute) scheduling, and stagger shift start and finish times.

Prior to creating a schedule, make sure you have completed sales projections.

Step 1

From the “Scheduling, Punches & Labor Cost tab”, select “Employee Schedules”, then “Team Schedules”.

NOTE: Always “search” for a schedule prior to “Adding” a new schedule —if a schedule for the time period
selected has already been started, you want to “change” the existing schedule. If you “Add” a new schedule for
the same week you have already started on it will erase your previous work, a mistake you do not want to make!

Step 2

After searching the correct week, if “No results fount”, then create a New Schedule by selecting any date with
that week and click the “Add” button.

yashboard l Daily Checklist [ Ordering, Invoices &Food Cost [ Scheduling, Punches & Labor Cost l Deposits, Drawers & Sales Activity l Importing Utiliti
Q a x
¢~ Labor Entry ¢~ Admin —
Events Calendar LSty - {ule Reports L i
Employee Termination by “{‘.
Add | Change Employees
=]
Projections sl e unch Reports
¢ Labor Traql
Add/Update Projections
Mgr Fixed Schedules || Team Schedules Eﬂg
i =
Manager Schedules —l [
Employee Schedules
Q Schedules =
—Search Criteria
. Stores
wA b
l_ || Edit Time Punches T Store 7 Deseriplion =
O 184 154 - Brentwood
O 383 383- Florissant 0
Employee Maintenance O 520 520 - Tesson
O 670 670 - Page
O 702 702 - Granite City esulls o requested crite
o O 833 833- Sténn o o
Employee Termination [} 268 262 - Fairview Please change the search criteria and search aga
= O 2139 2138 - Hampton
[} 280% 2808 - Collinsville
O 3049 3048 - Bethalto ¥
/s
Begin Date: 9/9/2020 [ =]
End Date: 9/22/2020 [=] | New Schedule — -
(@ seorch | £ L@ aaa || G croge BB Delete
— - Date InWesk:  9/16/2020 [+ §
Close
=
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Good to Know

Key parts of the Schedule:

e Projections: Pulled from the Projection section of RTl and spread hourly across the day.

e Job Name: Lists “Indirect / Non-Service” hours available. The hours are pre-populated on the schedule,
but they can be used at any time based on the needs of the restaurants.

e Service Labor: Shows the minim number of people based on the needs of the restaurants.

e Service Labor: Shows the minimum number of people that must be scheduled each hour based on the
projected sales.

e Planned Hours: Total number of hours allowed based on the projected sales for the day.

e Scheduled Hours: Total number of hours scheduled.

e Day: Shows which day f the week you are working on. Change days by clicking on the appropriate day or
by clicking the “next day” button.

e Special Event: Displays any special events that have been entered under the “Labor” tab.

e Add Lines: Allows you to create additional shifts by drawing a line bar on a blank line.

e Delete Line: Allows you to remove a shift.

e Auto Build: Allows the system to create a schedule for you based on the sales projections, Manager
Fixed Schedule, and Labor Parameters.

e Load Prior: Allows you to copy a day from a previous week and overwrite the current day you are
working on. The current projections will be retained.

e Restore Day: Allows you to start over.

e Force Break: Allows you to schedule a break for an individual team member.

e Add Breaks: Automatically add breaks to every team member meeting the Labor Parameter criteria.

e Labor Parameters: Displays the “rules” use when “Auto Building”: as schedule.

e Employee Schedule: Allows you to view and print heh weekly schedule.

e Print: Allow you to print the current daily bar chart schedule. NOTE: you can print eh entire 7 day bar
chart schedule in the reports tab.

e Manager Schedule: Allows you to view the Manager Fixed Schedule (we do not use).

e Reapply Fixed Schedule: Allows you to ere-set the manager hours back to the Manager Fixe Schedule.

e Schedule Summary: Show weekly total of allowed hours, scheduled hours, variance, and projections.

e Sort By: Allows you to re-arrange your schedule to show the earliest shifts first or to show the managers
listed first.

e Auto-Save: Always make sure this is selected to save your schedule as you are working on it.

%) Visual Scheduler- 6280 Barrett Parkway[11/21/2016 - 11/27/2016]

Projected Sales | 2372 7 65 171 212 133 115 209 mn 7 150 110
Adjust_ | < 12am Tam 2am ) Zam Bam 6am Tam 8am %m 10am Tiam 12pm Tpm 2m 3pm

o o || o] o
| | en| o
1] o) oo
] o) o
ol ol ales

2z
IEEEE
1
2

6] <] o[ en
| | | on
do| ro| en|en
o] o | o
| | | o
| o) en|
| | ek
4] o] eofes
& o] ol
(ENENES
| ) | e
| o) oo
| | | on
NI
SIS
bl |
NN

EIE]

ay Parts | Daily Labor %:  4,01%
Weekly Labor %: 0,56%

Prev [Nest Add elete | Au
AT | R | P | 8RR
Employee in Out Ho.
SHONKEKIA 5:00AM| 300PM 10

| ar. |[Reaply | Sched,
v | ot BB ot

D .0 O A 1 O 1 T, i O I AT, AT, IO LY ZUE, O

DULAURICE ... | 8:00AM| 600PM| 10|

KERLINEGE... | 3:00PM| 1200 AM 9|
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Start a new schedule by clicking the “Auto Build” button — this will create shifts on your schedule.

e To move a shift, click in the middle of the line bar and drag the shift left or right.

e To extend or shorten a shift, click on one end of the line bar to adjust he shift.

e Asyou move or adjust shifts, notice how the +/- line will indicate how closely the schedule hours match
the planned hours. While you may have shifts that +/- person, avoid shifts that are off by 2 or more
people.

e To add a new shift, click the “Add Lines” button and use your mouse to draw a new line bar on the black
line.

e To delete a shift, click the line you wild like to remove then click the “Delete Line”: button.

e To assign a shift to a crew member, right-click on the “Unassigned: name and select a team member
from those available. Note: After right clicking the name, you may also select “show unavailable” to view
all of the team members set up in RTI>

After creating all the shifts necessary for the day, click “Save” and move on to the next day.

(=) Visual Scheduler- 6280 Barrett Parkway[11/21/2016-11/27/2016]

Projected Sales 2372 7 65 7 212 133 15 209 27 278
Job Name Standa... | Adjust.. | +- Bam Bam Tam Bam Bam 10am 11am 12pm 1pm
“AM Prep - <2 1 1 11 1)1
“Clesing - <1.6 2 2
“Mgr Admin 2 2
“Opening 3 3 LA A A A A A N A
“FM Prep - <2 1 1
“Porter - <16 2 2 T 1111
“Training - 1.6 1 1
Flay Lrea Maint -.. 05 05
Service Labor -.. &0 &0 20 202 2 2| 2| 5§ 5| 5 B 5| 5 565 3| 3| 3| 3| 4| 4| 4| 4| 5| 5| 5| 5| 6] 6] & &
Planned Hours 7250 7250 4] 4| 4 7| 7| &| 6| 5| 5] 5| b 4| 4| 4| 4| 5| 5| 5| b
Scheduled Hours 73.50 2| 2| 3| 3| 4| 4| 4| 4| 6| 6| 5| 5| 6| 6] B| b 4 4] 4 4| 4| 4| 4| 5| 5| 5| b
- 1.00 1)1 EIEIEIEIBRE EIEIEIE
Day Drag to Schedule to Label Position l:L dul H‘igh!ight - — . )
M TTWITTEISTS | [Closerd A + Bresks f-o.'al\able Retention Day Parts | Daily Labor %:  18.42%
11212016 Closer 2 ™ Last Shift Start Allowed ¥ Large Font \Weekly Labor %: 2 56%
Dining Room T Special Event:
S e s WEEE N ™ Aad  Tabor T B M B T = e T
4 Dr:: | De;f,nt || Lines || Dfineete Buiia ERE T:)S:Sre_ L Braak ____Breaks____Pa?’amrs____Sc?\"epd. sarail e I3 ____Scr?etd.____Hi?%%ﬁ.__su:miaw_
Employes In Qut Ho... (500a . | 600 | 700 | BO0e |, 800, | W00a , 11008 | 1200p, | T:00p
-
SHONKEKIA ... | 5:00AM| 3:00PM| 10
R S S B
DULAURICE ... | 8:00AM| &0D0PM| 10 L ——
KERLINE GE... | 3:00 PM| 12:00 AM 9
) ]
Unassigned 430 AM| 7:30 AM 3
; I S
Unassigned 5:30 AM| 8:30 AM 3 S
: I S S
Unassigned 6:00 AM| 5:00 AM 3 T —
I S
Unassigned 7:00 AM| 10:00 AM 3 T
: -
Unassigned 700 AM| Z30FPM| 7.5 e —
; I S S
Unassigned 11:00 AM| 3:00 PM 4 T ——
: I
Unassigned 12.00PM| 2:00PM 8 I —
. I
Unassigned 1:00 PM| 7:00 PM 6
Unassigned 5:.00 PM| 12:00 AM 7
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Best Practices

e Schedule shifts in 15 minute increments. For example, rather than scheduling a team member from
11:00 — 2:00, a shift of 11:15 to 2:00 may better match the needs based on projected sales.

e Stagger shifts in and out so the Point Guard has time to coach team members in and out. For example,
rather than have 3 team members all start their lunch shift at 11:00, stagger the start times at 10:45,
11:00, and 11:15.

e |f you schedule breaks, ensure breaks are taken. Unused breaks can add several worked hours to the day
and cause you to miss labor.

e Place breaks properly by avoiding breaks during peak service times or at the very beginning or end of
shifts.

e Do not start or end shifts in the middle of peak service times. For example, do not start a lunch shift at
noon.

e Always meet minimum staffing levels determined by Service Hours to ensure you have enough team
member to take care of the anticipated sales.

e Open Shifts occur when you have less labor than called for by the Service Hours. For example, if sales
call for 6 service Hours and you have scheduled 5 team members, you will have 1 open shift. If you have
schedule 4 te3am members, you will have 2 open shifts, resulting in 2 less team members than ended to
serve the customers based on your sales projections.

e Avoid scheduling team members more than 37 hours to prevent overtime hours.

e Manager Schedules mut be written to mee the needs of the business by staggering hours to cover peak
breakfast, lunch, dinner and weekend hours while working all shifts during the period.
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