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Short list of Actions for the InfoTouch Employee Module


Setup Employees


Setup company background - start of work week, end of period, last period


Employee Categories - define the types of jobs the employees have – this is optional, but it will let you print selected listings by job type later on and the type will be more meaningful than “Category 1”


Change/Create Employees


Set each employee’s pay rate (if necessary); set pay period (press the spacebar to cycle through the available periods) to the same as you did for company background.


You can use the MESSAGE field for any special notes you want to come up with the employee you’re working on punches in or out.


Compensate Employees - only applies if you intend to calculate gross compensation


Choose Calculate Compensation - type the date in the box provided - press F-10 to “do it”


Choose Record Compensation - select desired pay period, press F-10. If you get a message that the prior year is still open, select “next year” then do Record Compensation afterward.


Operational issues:


Employees must “clock in” without ringing a sale. Easy; done at the register. Simply start a sale with their employee number, the system will recognize they’re not “punched in” and will display the “sign in” window; touch ACCEPT to punch themselves in. Then touch CLEAR SALE to get out of the sale.


Employees must “clock out” when they’re done with their shift. Again, easy, done at the register: At the employee number keypad window, touch CLOCK OUT (black button in the top of the keypad window). Then type the employee’s number and press ENTER; the “sign-out” message will appear, and they touch ACCEPT to “clock out.”


Reports


Employee Hours Detail and Employee Time Clock are probably the most meaningful to you if you’re just looking for clock in/out times and total hours.


If you’re looking for whether they clock in early/late, then you need to define shifts as part of your company setup, and assign employees to shifts before the system will know whether they’re clocking in early or late from their designated times. I don’t think shifts will work very well for you because your staff needs to almost work flex time and move from course to course – it could work, but it would require quite a bit of attention to setting employee shifts – almost on a daily basis. Yuck.
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