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Teamwork Onboarding Timeline

Last Modified on 05/21/2025 11:48 am MDT

Onboarding Timeline &

The below timeline is the preferred onboarding schedule to ensure implementation goes
smoothly. It articulates the necessary meetings, checkpoints, and deliverables to make
your success a certainty. Please let your implementation specialist know if you have any
questions or concerns. The timeline may be subject to delay in the event that
deliverables / training are not completed, as each training builds upon the last!

Training Format

Training for Teamwork is provided through several different avenues. We have a self-
guided onboarding experience baked into the lightbulb Q within the application,
comprehensive support articles within our knowledge base, and 1-on-1 training with a
dedicated specialist via Zoom. Please join Zoom meetings from a computer (not a
phone), with good wifi, minimal background noise, and screen sharing capabilities.

Going Live

As soon as you've had your welcome call you can begin scheduling and managing time
punches. The timeline for tips and payroll integrations is a bit more specific. We will align
on a Go Live date for your account (or pilot location if you are a multi-unit operator). The
Go Live date must be the first day of a pay cycle. A schedule should be published in
Teamwork for the week of your Go Live.

— )

Training Schedule -

Accc)>unt Configuration & Intro to Teamwork (45 minute Zoom, 1-
on-1

::@

Requirements: POS / Payroll integrations are activated

who: Account administrator(s)

what: General account configuration, walkthrough of Teamwork Self-Onboarding
module, tips discussion, and next steps.

when: 4 to 10 days before Go Live Date


http://support.dolceclock.com

Scheduling and Timekeeping (Self-Led Tutorials - Teamwork U)

Requirements: A successful welcome call and some employees to schedule.

who: Managers who build schedules and edit/approve time punches, an administrator.
what: Scheduling, employee invitation, labor forecasting, and timekeeping.

when: Completed before Go Live Date

Tips (60 minute Zoom, 1-on-1)

Requirements: Tips rules have been delivered, and time punches are approved up to
day of tips call

who: Managers who edit/approve time punches and run tips, an Administrator

what: Editing and approving time punches, running tips

when: ~1 to 3 days after Go Live Date

Deadline: 4 days after Go Live Date

**Please note that missed meetings or deadlines can lead to implementation delays.
Such delays will require manual submission of tips and payroll data for your first pay
cycle, using data from the POS.

Payroll (60 minute Zoom, 1-on-1)

Requirements: All time punches have been approved, and tips have been allocated.
who: HR, or whomever is processing payroll.

what: We will test the payroll data, ensuring the chosen method for submission is proven
successful in advance of the actual payroll submission. when: Anytime after Onboard #2
and ahead of the payroll deadline.

When: Anytime after Onboard #2 and ahead of your payroll deadline.

Deadline: One day Before your Payroll provider's deadline for submission

**Please note that missed meetings or deadlines will lead to implementation delays.
Such delays may require manual submission of tips and payroll data for your first
pay cycle, using data from the POS.

e N !

Additional Resources ‘-

s



We provide a number of resources to provide proactive support and insights about our
software and its features. You can search our comprehensive knowledge base to learn
how features work. Our knowledge base is also embedded within the application for easy
access. You can call it up by clicking the “?” icon in the bottom right of your view!

You can also contact Support: 2

e Through our widget: the "Contact’ tab, or the "Contact Us" link on
support.dolceclock.com

e By email: teamworksupport@spoton.com
e By phone (emergencies only) at (877) 814-4102, option 7

When you first login, the system will provide you with a self-guided onboarding
experience that can always be accessed from the lightbulb (even if you choose "Don't
Show This Page Again”). The lightbulb lives in the top toolbar, along with your primary
navigational pages.

Drearmy s Soft serve
Tedmwg’l:k Dashboard  Schedules Employees Reports Share Files £

Teamwork

Get Started! Q [ZJpon't show this Page Again

AccountSetup! > Manager10l:ManagingStaff > Manager 201: ing and Ti pi > Manager 202 Tips > HR Running Payroll > Mobile App Tutorials

Time Punch Labor Control
Editing / Approval

Scheduling

0/5 segments 0/2 segments 0/1segments

Why SpotOn?

Because business
is personal.
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Introduction to Teamwork

Last Modified on 07/17/2025 2:42 pm MDT

Before you begin

Before you jump into Teamwork, there are a few helpful things to know:

e Teamwork is primarily a web-based application that works in your web browser, so
you do not need to download or install any software on your computer. Teamwork
works well in most modern browsers, but is optimized for Google Chrome and Safari.

o In addition to accessing Teamwork via a browser, we provide a free mobile
application for managers and employees alike.
o This same app can be configured as a clock-in station!

e Teamwork used to be called Dolce Software. You may still see us referenced as
Dolce in various 3rd party marketplaces. (And if we missed a spot in our support
articles, please let us know!)

e We provide a number of resources to provide help and insights about our software
and its features:

o You can search our knowledge base to learn how features work.
o You can also contact Support:
= Through our widget: the "Contact” tab, or the "Contact Us" link on
support.dolceclock.com
» By email: teamworksupport@spoton.com
= By phone (emergencies only) at 877-814-4102 ext 7
= The knowledge base is embedded and accessible within the product at all

times by clicking the "?" icon in the bottom right of your view!

Setup your account

If your account was set up on your behalf by a Teamwork representative, and you do not
know your company's URL, don't worry. Navigate to our find your URL page and enter your
e-mail or phone number.

You can edit and customize your profile by clicking your name in the top right, then
Profile. Because a Teamwork user could be an employee, a manager, or a company
administrator, your experience will be shaped by your permissions. An administrator will
have the ability to make broad edits, but an employee may only be able to view their
own schedule. You can learn more about managing employee permissions here.
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What is Teamwork?

Meet the software that has made legacy systems and scheduling
apps obsolete.

Teamwork is a labor management suite that is optimized for restaurants. We are a
product within the greater SpotOn ecosystem used for scheduling employees,
forecasting labor costs, managing time punches, automating tip distribution, and
streamlining processes around payroll (to name a few functions).

In addition to our deep integration into SpotOn Point of Sale, we continue to support
integrations with many cloud-based POS providers. And thanks to robust APl integrations
with leading payroll providers, you can be sure your systems are speaking to one
another. Our solution integrates POS through Payroll in order to drive efficiencies,
streamline workflows, and provide the best-in-class labor management tool for your
restaurant.

Built by restaurateurs for restaurateurs.

Our passion is helping restaurants.

6 Scheduling Tips from Adalina in Chicago

Scheduling used to mean spending hours in a stuffy back office. With the right labor
management solution, that’s no longer the case.

For managers and administrators, Teamwork provides:

e Actionable insights into your labor costs
e Comparisons between scheduled vs. actual labor
e Budgeting controls

e Easy scheduling

e Fully automated tip distribution

e Announcements to staff

e Shared file repositories

e A comprehensive logbook

e Shift prep reports

e Compliance rules for your jurisdiction

e and more...
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For employees, Teamwork provides a comprehensive app for:

e Viewing schedules

e Shift Trades and Swaps

e Availability management

e Messaging

e Time Off Requests

e Automated Push Notifications

e Tips Visibility

This product was originally developed for multi-unit restaurant groups. So it provides
much deeper functionality surrounding challenges like shared employees, scheduling
across units, aggregating overtime, and more. Thankfully, even for a single location
restaurant, you will benefit from the robust product that is used for groups with 100+
locations.

How is Teamwork structured?

It goes a little like this. Within your ecompany, you can have as many locations as needed.
Those locations house your departments (FOH, BOH, MGT, etc.), and schedules (server,
bar, support, etc.). The schedules can be published independently of one another, and
contain their own unique labor analytics.

(Jlanyscate | LOCalion
LJFoH | Departments

[ | Larry Cafe Service
L] Larry Cafe Support Schedules

] Larry Cafe Bar

|[JBoH |

[ Larry Cafe BOH

[] Larry Cafe Prep Kitchen

[IMeT

[ Larry Cafe MGT
Larry's has five schedules within one location.

Within each schedule, you have roles (Prep Cook, Line Cook, Dishvvosher) that are
assigned to your employees. Your employees can have any number of unique roles and
wages necessary. These wages roll up to your labor costs compared to sales -
scheduled and actual - each hour, day, and week for accurate, real-time reporting.
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Then, we take each of your locations, and fit them into pay groups. These pay groups
drive unique calculations for overtime, underage break requirements, California Meal
Breaks, NY Spread of Hours penalties, and more. They will also group your employees’
hours, tips, and wages accordingly. In this way, we can accommodate groups with
locations in many different jurisdictions!

Due to the added layer of potentially important payroll calculations, if you ever need to
make adjustments to your structure, our support team is more than happy to assist you!

-

Get oriented in the app

Here's a quick guide to navigating the Teamwork web application.

When you first login, the system will provide you with a self-guided onboarding
experience that can always be accessed from the lightbulb (even if you choose "Don't
Show This Page Again”)

The lightbulb lives in the top toolbar, along with your primary navigational pages. On
every page in the app, you'll see the same navigation bar across the top.

Dreamy's Soft Serv

o
TeGngl:E Dashboard Schedules Employees Reports Share Files £ Q@} & Larry David

Teamw_ootls

Get Started! Q (") Don't show this Page Again

Account Setup! > Manager101: Managing Staff > Manager 201: Scheduling and Timekeeping > Manager 202 : Tips Automation > HR:Running Payroll > Mobile App Tutorials

Scheduling Time Punch Labor Control
Editing / Approval

0/5 segments 0/2 segments 0/1segments

1. Working from left to right, Dashboard is filled with helpful widgets that you can drag
and drop according to your priorities. This is where you will monitor employee
requests, view shift prep reports, gain insight into payroll approval, and more.

2. Next, Schedules will be where you write, publish, and manage schedules for your
staff. In addition to a handful of ways to view and print your schedules, this page is
filled with robust analytics updated in real-time.

3. The Employees tab is where you will manage your roster. It shows you your
employees by schedule, allows you to adjust e-mail, phone numbers, send invites,
and keep your roster current. This will be your jumping off point for all user
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management.

. From Reports you can generate and export your payroll data with one click, observe
tips distribution, and access 40+ powerful reports, gaining continual insight into your
business. Many of these reports are configurable to be e-mailed to you on a daily
and weekly basis.

. Share Files is where you can access and configure file repositories. Teamwork
supports integrations with Dropbox, Google Drive, in addition to hosting your files for
you directly. You can house company policies, menus, anything you need to be
accessible to your staff.

. The Logbook icon & is where you will access your comprehensive history on
logbook entries.

. The lightbulb icon g will contain your curated, self-guided implementation
resources. Our team is always hard at work providing relevant and accessible
content to ensure that our incoming users derive the most value from Teamwork.

. Within the gearwheel g you will find the deeper gears in the system. It is important
to remember that not all users will have access to these potentially sensitive
configurations - only users with the appropriate permissions can navigate to these

options. See them outlined below:

Gearwheel Menu Options
o General Settings
o Roles [/ Groups Settings
o Logbook Pro Settings
o Reminders, Certifications & Custom
o Wage Settings / Rules
o Holiday / Premium Wages
o Tip Templates / Settings
o Analytics / Publishing Settings
o Accrual Policies PTO / Sick
o Alert Notification Settings
o Blackout Request-Off Dates
o Late / No-Show [ Term Scorecards
o Quick Links / Dashboard Widgets
o Global / Shift Prompts
o Payroll Mapping
o POS Mapping
o |Importing
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o Payments / Billing

What's Next?

Get Everything In It's Place for scheduling. Review additional articles. Enjoy, and don't
hesitate to reach out.

You built your business on hard work, integrity, and treating customers with respect. You
deserve a partner who shares those values. At the end of the day, Teamwork can be
many things for your business. From simple scheduling, to comprehensive payroll
management, our product and our teams are here to support you.

Your business is our business.

SpotOn was built to help businesses compete and win with intuitive software, point-
of-sale, and payment solutions. Learn more here.
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Everything In It's Place

Last Modified on 06/13/2024 4:57 pm MDT

Mise En Place

We at Teamwork want to make sure you have everything dialed in before you begin
scheduling. You're welcome to cut right to the chase with our Scheduling Overview, but
we want to empower you to make any adjustments to employees, roles, schedule
sections, settings, and alerts, so your Teamwork account begins to feel like an extension
of your business: with everything in its right place.

Employees

Thanks to the depth of Teamwork's integrations with leading cloud-based POS and
payroll systems, you may have already worked with a Teamwork specialist to import your
employees from a parent data set. If you are running Teamwork unintegrated as a
standalone, you are welcome to reach out to teamworksupport@spoton.com to import
your roster, or you can add employees directly into Teamwork. If your Teamwork account
is integrated with your POS or payroll, Teamwork will re-sync automatically for new
employees every 15 minutes. You can also force the sync in real time!

For each tab within the user's profile, we have a comprehensive article to walk you
through the how and why. Of primary concern for scheduling, note the Schedules / Roles
tab. You'll want to ensure your employees have the correct role, and show up on the right
schedules!

Edit Profile for Larry David

l Edit Availability, Days Off and l

| Profile  schedules /Roles  Salary / Wages  Permissions  Alerts  Admin Alerts  Reminders, Certs & Custom Input ||

Contact Information
Punches, Roles, Tips

tothisEmplyes | ege | ctive

Notification Methods

Preferred Gender Pronouns
Employee Login

Push Notifications: Available (Device
a st

r nickname)

Email Address

ega First Name (payroll) | [d@tarryscafe.com J

Verification key [30e7 |

[Larry

J
Middle Name
[ J

J

Last Name.

artea
Ve ‘must be

e entered

to

[pavid Phone Number (with areacode)

J[555-555-5555 |

Verifieation key [10f |

)
o tive
erate Pin
characters.
Veritied [Text Me the key
ve e)

key must be entered
o ferts Update Account

2 lerts

Outlining each tab from left to right:

1. Profile
2. Schedules [ roles
3. Salary / Wages
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Permissions

Alerts

Admin Alerts (only displays for managers and administrators)
Reminders, Certs & Custom Input

© N o o A

Manager Notes (only displays for non-administrators)

Part two of aligning your schedule with your team is managing availability and time off
requests. Once invited, your employees will begin inputting requests for time off. The
process of approving them is simple and can be done from the dashboard or mobile
app. You can input known availability or approved time off on behalf of your staff, as well.

Additionally, you have the ability to block dates from time off requests, to ensure proper
coverage.

Admin Alerts

Teamwork has robust automated alerting for everything from an employee entering
overtime to warning you when their certifications are set to expire. You can configure
your alerts to be sent via e-mail, push naotification, or display on your dashboard.

This has the potential to be a lot of information! Maybe it's all relevant to you, and you
want them all en. Or perhaps, you're just hoping to receive select reports via e-mail each
morning. Either way, we suggest taking time to configure your admin alerts so it doesn't
feel like we're spamming you « . If you're on PTO, or hoping to mute them, you can toggle
this switch from the Admin Alerts section in your profile. ss

@ ) Admin Alert Notifications

And when you'e ready to turn them back on, any customizations you made will be
saved!

Role and Schedule Groups

From the Gearwheel {8} navigate to Roles / Group Settings to add, configure, or edit
your roles. You can also sync roles in from your POS or Payroll, and assign them to the
appropriate schedule. By assigning a new role to a schedule, you are determining the
mapping for future employees assigned to that role.

You can change the order that the roles will display on the schedule page. Our default is
alphabetical, but you have the control to determine where your roles should land.

18


https://support.dolceclock.com/help/manage-employee-permission-settings
https://support.dolceclock.com/help/configure-alerts
https://dolcesoftware.knowledgeowl.com/help/admin-alerts
https://support.dolceclock.com/help/employee-certifications-and-reminders
https://dolcesoftware.knowledgeowl.com/help/manager-notes
https://dolcesoftware.knowledgeowl.com/help/manage-availability-time-off
https://dolcesoftware.knowledgeowl.com/help/blocking-dates-from-time-off-requests
https://dolcesoftware.knowledgeowl.com/help/admin-alerts
https://dolcesoftware.knowledgeowl.com/help/automated-reports

Giuseppi's
FOH

Giuseppi's FOH 15 of 27 Roles Selected Vv

-- Change Order

Drag the —— to order the roles below

== Associate manager

* == Bar Vval

—*E Bartender

* == Cashier

Teamwork facilitates schedule tags, or sections as well. A good example of this in the FOH
would be for the section an employee would work, if they're a closer, or if they're Ist cut. In
the BOH, you may want to schedule everyone as a Line Cook, but specify their station:
saute, grill, salad, hot line, etc.

Edit a Shift for Monday at ecation [ The Masonry Bar FOH w

Non

Employee Pool Roles Employee(s) ssctlon 2
() Prinnary Location
@ All Associated

Shift Start Time Shift End Time - don't show [ | Expected Brad

[Sawar{qj ler.- 1zan - (110 hrs) Schec v [l o Sectlon 1
Balcomy

Section 3
|an20,2023 E||2:Uﬂpm| |Feb20,2023 E||10200pm| |30 |(minm JR—

When assigned, the section will display to your employees, as well any unigque shift notes.
See the below example. Server is the role, while Section 1 lets your employees know
where they will be working.

Server
Quinn Flowers
2:00pm - 10:00pm
Server

Jason Dune
2:00pm - 10:00pm
Server Section |
Rorie Smithereen
2:00pm - 10:00pm
Server Section |

please restock wine
bottles

With your employees and roles configured in the way that you need, you're in a great
position to write your schedules.

Your business is our business.

SpotOn was built to help businesses compete and win with intuitive software, point-
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Configuring Your Admin Alerts

Last Modified on 10/09/2023 1:33 pm MDT

Teamwork has robust alerting. Administrators (managers with any level of permission)
can define how system alerts are delivered, ie. by email, text, push notification, or
dashboard. Because our system has the potential to send you a lot of information, we
want to be sure you are confident customizing these!

Settings are customizable per user.

Go to user's profile settings:

¢ & N Tech Support 3

T A e

Availability / Days Off w

Employee Alert Settings

Admin Alert Settings

9 Global Employee Alert Settings yees

Sign out

Select Admin Alerts

For each alert type, select the delivery methods desired.
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Edit Availability, Days Off and Activate/Inactivate l

Profle  Schedules /Roles  Salary /Wages ~ Permissions  Alerts  Admin Alerts  Reminders, Certs & Custom Input

@) Admin Alert Notifications

Set [ Unset the delivery method of all Admin Alerts
(=) AllEmail (=] All Txt Messages (=] All Push Notifications

@ = Delivery Method will be received. It is verified!

Alert Description Schedules and Delivery Methods
New Clock-In Station Created I 8 of 8 Alert Deliveries vl
Employee Requesting Days Off | 8 of 8 Alert Deliveries v]
Employee Requesting Shift Prefs I 8 of 8 Alert Deliveries v l
shift Trade/Swap Requests from Employees I 8 of 8 Alert Deliveries v l
A

Clock-In Changes including Notes [ 8 of 8 Alert Deliveries
All schedules
New Employee Created Main

Dashboard @
Emplo Txt Message
Email @

Break Infout Push Notifications

Administrative
Break Over Length EEEiEeE] @
. Txt Message
Auto Clock-Out / Failed to Clock-Out el ©

Push Notifications

Cabadiia Mat Riklinhad

You can make bulk adjustments to the delivery method, or turn them off entirely to
silence. (When you turn them back on, any customizations will be preserved!)

Admin Alert Notifications

Set [ Unset the delivery method of all Admin Alerts
. All Email E] All Txt Messages All Push Notifications

f fery Method will tffelved It is verified!

Phone and Email must be verified to receive text or email.

If un-verified, press "Email / Text Me the Key" to receive a verification code.
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Profile Schedules [ Roles Salary / Wages Permissions Alerts

Contact Information
Merge: Move Shifts, Punches, Wages, Roles, Tips and PTO from 9 find an emplo

1 Method:
Preferred Gender Pronouns :
:] Push Notifications: No Device Detected
Download the DolceClock App for Apple or

First Name (or nickname) Andiroid phones to get notifications

Legal First Name (payroll) ltest@test,com I
L ] verifiation Key
Middle Name S

erified | Email Me the Key
Verification key must be entered
Last Name to receive alerts

Support Unverified: No Txts

Phone Number (with areacode)
800-588-2300
1

to receive alerts

be entered




Customizing Your Dashboard

Last Modified on 10/09/2023 1:33 pm MDT

From the top toolbar, go to Dashboard

Dashboard components may be customized

e Drag any section to order the page

e Populate any segment by selecting schedules and dates
e Hide any section that is not necessary (can later be retrieved from the bottom of the

dashboard)

My Dashboard
show IEXA

= Shift Prep Report

Choose your Shift Prep Schedules| Select a Schedule

v‘ F\\terbv" AM vl

<

Group with:| None

My Work Preferences
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Manage Availability & Time-Off

Last Modified on 10/03/2023 11:51 pm MDT

Employees can submit requests of Availability and Time Off for manager approval or
Managers can enter known Availability and Time Off on behalf of the employee.

Availability
(regular week to week pattern of employee availability)

1. From the main Toolbar please select Employees.

Powered by
ospoton Sign out Dashboard Schedules Employees Reports Share Files £ Tools

/

2. Find and select employee.

Emplyee, TEST #2 B
T[grrmmovm,v} @ [‘(‘)
Employee TEST -
s (TEST EMPLOYEE, X) g [ 7 test@teamwork.com (313)

24d since hired

3. Click on "Edit Availability, Days Off and Activate/inactivate” button.

»2
Edit Profile for EMPLOYEE TEST £

Back to Employes List

Profla  Schedulss/Roles  Salary/Wages  Alerts  AdminAlerts  Reminders, Certs & Custom Input

Contact Information [ on @

Prefered Gender Pranouns Natification Methods ernployee Login \mvits (ctvatsd) Active

Alternately you can navigate directly to this section of their profile by clicking the
employees name from schedules, or the calendar icon from the employee’'s page. f

&
4. Select employee’'s Availability tab, and select Set New Availability.

AVCII|ObI|Ity and DCIYS Off tor evpLovee test ;

Edit Profile for EMPLOYEE TEST 2

(_ Availability ) Requested Days Off Work Active [ Inactive Dates PTO [ Policies

Set New Availability ‘

RED s when you can not werk, is when you are available for your shift to begin and end. NOTE don't miss filling out
the MinfMax to the left for hours and/or number of shifts.

Existing Availability Requests
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5. Select the days or partial days that the employee can NOT work, and Submit Request.

Set company wide boundaries for employee availability hours in “General Settings->Other Settings”

Set New Availability

RED is whe 1 you can not work, is when you are available for your shift to begin and end. NOTE don't miss filling out
the Min/Max to the left for hours and/or number of shifts.

12 1 px 3 4 5 [ 7 8 9a 10a 1l 12 ] 2 3 4 5) 6) 7 8 9p 10p 1
Al filled times are NOT a la 2 3a 4a 5a 6a 7a 8a 9a 10a Ta 12p lp 2 3p 4p 5p 6p 7p 8 9 10p Tp

workable. Sul Ce]R)
Mon a% G

Begin these preferences on:

Tue  EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE

ris,
P wed (J 5 o
Min (/week): Hrs E] shifts E] mhu(J [eE)
Fri

Max (/week): Hrs[E] Shifls@ 0 RE

Sat D aa D

+ Alternate Week

Comment: [

Submit Request

Existing Availability Tuests

Existing Availability Requests

2a la 20 3a 4a 50 6a 7a Ba %a 10a Ma 12p p 2p 3p 4p Sp 6p 7p 8p 9p 10p Tp

6. Final Step: Approve and Save!

Preferences started on:

Mon H BN EEEE
May 22, 2023
Tue
Min (fweek): Hrs 0 Shifts 0 wed
Max ([week): Hrs O Shifts 0 Thy
® Requested "%f& Fri
r ! Sat

Requested

In Review Sun

——_ Za la 20 30 4o 5a 6a 7o Ba Ba 100 Nla 12p lp 2p 3p 4dp 5p 6p 7p Bp 9p 10p Np
Deniy ted on: i P S v
Cancelled L Mon

Ciw ezr snrsR

An employee can request availability for a manager's approval. View the Employee
Requests section of your Dashboard as shown below (or Mobile App) to see pending
employee requests.
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.

Teamwg':k Daoshboard Schedules Employees Reports g Tools

= My Work Preferences
Days Off
Blackout Date Ranges

Mo Blackout Dates

Existing Days Off Requests
Mon Jul 31, 2023 to Mon Jul 31, 2023 - 1day ececrec oy 5200 [0 @ (D

updated May 15, 2023
Comment: Testannual leave

Tue Aug 1, 2023 to Fri Aug 18, 2023 - 18 days e Apr 3 O  revew

updated Apr 30, 2023
Comment: Annual Leave Request Test

——
-~ . s ™
(_Availability )
—— —— 120 lo 20 30 4o 50 Ba 7o Bo % 10a Na 12p lp 2p 3p dp 5p Gp Tp Bp 9p
Preferences started on: Mon
May 22, 2023 Tue
Min (fweek):Hrs 0 Shifts 0 Wed
Maxx (/week): Hrs 0 Shifts 0 T  AIEEEESEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE]
(©)] _ponding. ] "
Sat ENEEEEEEEE
Sun

Future Availability

Future availability can be submitted as well (for instance if an employee’s availability will
change seasonally..)

Select Set New Availability, and select the applicable start date for the new availability

Availability Requested Days Off Work Active / Inactive Dates PTO / Policies

E] Time Off / Availability Approval by Full ADMIN Only

Set company wide boundaries for employee availability hours in "General Settings->Other Settings"

Set New Availability *—

RED is when you can not work, is when you are available for your shift to begin and end. NOTE don't miss filling out
the Min/Max to the left for hours and/or number of shifts.

12 s 2 3 4 5y [ 7 8 9a 10a 1 12, 1 2 3 4 5 6} v/ 8 9p 10p
Al filled times are NOT o la 2 3a 40 S0 6a 7a 8a 9a 10a la 12p Tp 2 3p 4p 5p 6p 7p 8 % 10p Ip

workable. Sun.--.----.--.-.--.--.-.--.----.--.----.--.----.-- BE
Mon [:] '3% G
Begin these preferences on:
o CLECN TR o
wed (J BB
Min (/week): Hrs@ Sm‘fts@ Thu J ®C
Max (/week): Hrs @ Shifts @ Fi0) ®B0G
sat(J ceje]

+ Alternate Week

Comment: [

Submit Request

Time-Off
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(a day off or a time-period off, that is an exception to employee’s regular pattern of
availability)

1. Select the Requested Days Off tab
2. Select the dates, Submit Request and Approve/Save

Availability I Requested Days Off I Work Active / Inactive Dates PTO / Policies

D Time Off | Availability Approval by Full ADMIN Only

Blackout Date Ranges

No more than 4 employees can request
Feb 25, 2022 (Fri) - Forever

+ Requests must be made with Comments

© Brooks
FOH

Since Jan 1, 2022 you have taken 0 days off
Request New Days Off
From: lApr 30, 2022 @] to [May 7,2022 @]

Employee Days Off by Month @

[Select Specific Hours]

120 la 2a 3a 4a 5a 6a 7a 8a 9a 10a lla 12p Ip 2p 3p 4p 5p 6p 7p

Comment: [

In Review v

Submit Request

A

Visual Flags on the Schedule

Unapproved or Pending requests are flagged on the schedule as shown. Click the flags
to approve or deny.

TRy Reaesied) fimeRoti{Requested]
(NotlvetApproved)) Pyt Appoeved

Sparrow, Ben Geoffrey

Hrs Worked:0.00

Hrs: OFF REQUEST OFF REQUEST OFF REQUEST OFF REQUEST
Wagner, Mason

Hrs Worked:0.00

Hrs”™'8: 0.00 shifts'™%. 0

Blocking dates from requests, see: https://support.dolceclock.com/help/blocking-dates-


https://support.dolceclock.com/help/blocking-dates-from-time-off-requests

from-time-off-requests
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Blocking Dates from Time Off
Requests

Last Modified on 10/09/2023 1:50 pm MDT

From the Gear Menu, go to Blackout Request-Off Dates:

\\“ & N Tech Support

A@ General Settings

@ Roles [ Groups Settings

B Logbook Pro Settings

L® reminders, Certifications & Custom
D3 wage Settings [ Rules

sled (@ Holiday | Premium Wages

& Tip Templates [ Settings

My—zﬁ Analytics | Publishing Settings

rJun 12

&> Accrual Policies PTO [ Sick

A\ Alert Notification Settings
\ ¥ slackout Request-Off Dates

f Late / No-Show [ Term / Scorecards
et . 1 "

& Quick Links / Dashboard Widgets
A Global | shift Prompts Setup

& Payroll Mapping

A& Point of Sale Mapping

) importing

& payments / Billing

Choose the Departments that the block applies to:

Block Request | 3 of 12 Schedules ~
(] all schedules
M Belly Up
4 Bup FOH

Servers - BUp FOH
Block reques Support - BUp FOH
Sock on the:  C@BUp BOH

BOH - BUp BOH
(] Junior's Jumbo's

O Block from:

S



Choose dates to block, and press Add Range

NOTE: The Block Action dropdown allows you to Allow Requests with Comments,
(employees will be met with a warning that the time period is blocked; they are still
able to request, but the request will be tagged), OR, not allow requests at all.

Blocked 'Requested Days Off' Ranges

Y

Block Request l 3 of 12 Schedules v

Block Action:| Allow Requests with Comments v

) (@ Block from:

[[Jexclude blocked days from Employee Availability Preferences

Jul3,2023 [J|to|Jul4,2023 [

[ Forever O Date List J .

Block requests when more than I employees have requested spanning the whole blocked range

Block on these days only‘ Select Days

v]

) (O Block requests less than days out '
OBlock requests more than days out ’
Notes:

> (]

If you want requests to always be at least 14-Days out, you can choose the Block
requests less than option, and add a range:

(@ Block requests less than [E days out



Add New Employee

Last Modified on 10/03/2023 11:49 pm MDT

1. From the Menu Bar select Employees
2. Be sure you can view the intended Location or Department

3. From the intended Location, select Add New Employee

Drearmy's Soft Sarve -
-5
Teumwg[_'s Dashboard Schedulss Employsss Reports Shars Files B g‘é Tools e aE Tech Support .
2 search for Employees
Employee List
4 of 32 Schadules ~
N [ Il
~ Newly Imported Employees
vty Tut { Email = 50% Cnly One, 0% Both Add Existing Employees ME"W- Import Employees Fron s/ ayroll ﬁ
Name Emall send veetty Phone ssndvedty  Language Permissions Active Imte A Lingctivated
Unassigned (smpioyse place hoider) 17
Kiistollari, Geargia .
(xristoilari, G) Z & Englist v | tmpioyes - Bose Leve
slingerland, Jack . et NoTits
@ '_'hr%:r: . J) A= jack slingeriandg@spoton.com (818) 780-5807 Englist |
2m 3¢ since hired .
© Georgia Beer Garden
FOH
v Georgia Beer Garden FOH 3
vty Tt [ &mall - 3% Only One, D% Both Add Existing Empl " J—— ﬁ |
Name Email son verty Phone sendveity  Language Permissions  Active p— N
Unassigned (smployse placs hoider) &

For details on the next step, view Managing Employee Profile Settings
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Manage Employee Profile
Settings

Last Modified on 10/03/2023 11:50 pm MDT

From the Top Toolbar, sclect Employees

Either search for the Employee's Name, or click on the Employee from the Employee List

Teqmwg,r:!g Dashboard Scheduleeports share Files £ Tools o8 4 Tech support &

§el Search for Employees
Employee List
30f 3 Schedules v
9SW
FOH
v SW-FOH
ity Txt | Email - 50% Only One, 50% Both Add Bxisting Employees [Pl A N &

Name Email send verify Phone sendverify  Language Permissions Active Invite All Unactivated

Unassigned (employee place holder)

&

[english ~ invite

&

& &

[english nvit

&

Select the Profile Tab

In Contact Information, name, email, and mobile phone are critical, however if you
source employee information externally you may need to update the source.

For example, if you pull employee information from your Payroll Provider, you may need to
update contact info within the payroll account

Employees enter their own Verification Keys, Password, and Preferences

Be sure to press Update Account when done

33



Edit Profile for Eimma Bunton

-
| Edit Availability, Days Off and Activate/Inactivate

Profile Schedules [ Roles salary [ Wages Permissions Alerts Reminders, Certs & Custom Input

Contact Information

Merge: Move Shifts, Punches, Wages, Roles, Tips and PTO from p find an employee  To thisEmployee| Merge
Preferred Gender Pronouns totiio .

Push Notifications: no Device Detected

Download the DolceClock App for Apple or Employee Login

First Name (or nickname) Anroid phones to get notifcations R
Emma Email Address R —
Legal First Name (payroll)

Verification Key |0Oef2 Confirm New Password
Middle Name 13-

Verified | Email Me the Key

Verification key must be entered 4 digit Quick Pin Clock-In (Only
Last Name to receive alerts applicable to Clock-In Stations
Bunton Setup as Quick Pin Stations)

Phone Number (with areacode)

W |4 Digit Generate Pin

I
Verification Key 7368

Verified | Text Me the Key
Verification key must be entered
to receive alerts

Invite

Send Password

Reset

Password must
contain at least: &
characters, 1
number, 1
Uppercase Letter,
1 lowercase
Letter, no more
than three
identical
consecutive
characters

Manager Notes

<o

Active

Update Account

Edit schedules/locations by clicking Schedules [ Roles

Select Working for any location that employee can appear on the schedule.

Note: One of the working locations must be chosen as Primary

Selecting "View" allows an employee to view this location’s schedule, but cannot work at

this location

Profile Schedules / Roles Salary / Wages Permissions Alerts Reminders, Certs & Custom Input

Schedules - Primary Schedule is SW - FOH: SW - FOH

Manager Notes

Primary Working  View

SwW
FOH
SW - FOH @
BOH
SW - BOH O O O
MGT
SW - MGT (@) O O

Companies that require Extended Profile Information can ask employees to fill out the

final section.
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Extended Contact Information for Payroll

Address Line | State/Province Hired Date

Emergency Contact Mame
’ l [ ] lMuy 30,2023 5] [ ]

Address Line 2 ZIpfPostal Code Original Hired Date Emergency Contact Relationship

| | L g | |
City Alternative Phone Mumber Birthday Emergency Contact Phone #
l | [ [ ]

| =]

For the next step in setting up an employee, see Managing Employee Role Settings
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Manage Employee Role Settings

Last Modified on 09/30/2024 1:55 pm MDT

From the Menu Bar, go to Employees. Either search for the employee using the search

bar in the top right of this page or click on their name from the displayed list of
employees.

Teamwgl"_ls Dashboard Scheduleepons ShareFiles &= Tools & 4 Tech Support @

Employee List

3 of 3 Schedules v
9SW

FOH

Vv SW-FOH

Vrfy Txt / Email - 50% Only One, 50% Both S
Add Existing Employees ®

Name Email send verify

Phone sendVery  Language Permissions Active Invite Al nactivated
Unassigned (employee place holder)

8 R
8

English v

&
q

Ic]

English v

Select the Schedules [ Roles tab within the employee's profile. To add a Role, simply drag

the Role from the All Roles section into the grey box of the Employee’s Roles section.
There is no limit to the number of roles you can assign to an employee.

Edit Profile for Emma Bunton

{ Edit Availability, Days Off and Activate/Inactivate

Profile schedules [ Roles salary [ Wages

Permissions Alerts Reminders, Certs & Custom Input Manager Notes

Schedules - primary Schedule is SW - FOH: SW - FOH

Primary Working  View

SW
FOH
SW - FOH O]
BOH
SW - BOH O O O
MGT
SW - MGT O O O
Roles - create new roles in Dolce Click Here
Employee's Roles: (drop here) All Rbles: (drag from here) If you don't see the role below, please add the role to the working
[/ I i 3
’ o ®} schedule on the Role Settings page
‘ Bartender ‘ ‘ Meeting ‘ ‘ Server
{ Server @} ) ’

Roles can be added on-the-fly from the schedule page, by holding down the SHIFT key to
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"force paste” a shift onto an employee's schedule with a qualifying / new role.

For a complete discussion on roles, including creating and bulk’ adding, watch the video
Roles Explained

To continue employee setup, see Manage Employee Wage Settings
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Manage Employee Permission
Settings

Last Modified on 11/01/2024 10:39 am MDT

Teamwork provides robust possibilities to assign specific permission levels, by schedule.

From the main Toolbar click Employees. Press Edit Employee, and select the
Permissions Tab

Teumwg"'_lf_ Dashboard Schedules Employees Reports Share Files &3 Tools Q e 0 Tech Support $
L Search for Employees

Employee List
| 4of 415chedules |
@ Location

Dept

v~ Main

vty Tat | Email - 54% Only One, 15% Both Add Existing Employees En-plqyw B

Name Emall sens verity Phone fencvesty  Language Permissicns Active e A8 Unoctivated
Unassigned (smpioyes place holder) 4

T N 25 s B (o

1m 780 Since hirad D

ffﬂﬂﬁfff (4 [‘-';,"I testz@tearnworkcom ‘ English + Rory's Fobulous Foods

o 20 s hirac )

From the dropdown menus, choose a Permission Level for each schedule required
(Permissions are Location specific and Schedule specific!)

Scroll to the lower portion of the page to see definitions.

38



Teqmwgr_!(_ Dashboard  Sehsdules Employses Reports SharsFilss B9 Teels Te o Tech support

o) search for Empioyess

Edit Profile for Employee #1
Ediit Availability, Days Off and Activate/inactivate | v

profile Schedules | Roles solary [ Wages  Permissions Alerts

Reminders, Certs & Custom Input Manager Notes:

Adrnin

BTN s 0o prorarm Dashboard Widget Template| Employee Customizatle v ]
tunctionality
Assistont G (L)
OFF General Manager (1)

Master Admin L L -
Scheduling Manager (11) ron| Locasan e
Shift Manager
Employ - Base Level
employee (N g Erplcyes ules | addto All New Locations as -
Employee (No Parmissions)

Location Admin

@ Location | sootsoaper
Enable Mobile Clack-In
Dapt
e Logback Access
Main' Rory's Fabulous Foods
‘g by T Supacr
Sand alerts
Administrative [ shift leact
TEST
tost Employee - Base Level v

View Permission Details

To Permission an Manager for ALL FUTURE SCHEDULES that may be ADDED to a given
Location, make the following selection to "Add to All New Locations as’

Admin ashboard Widget Template | Employee Customizable v
Unlimited access to all program
functionality

OFF
Employee (No Permissions) v || Apply to All Schedules || Add to All New Locations as[ Scheduling Manager (L1) v]

—* © Location 1

Dept
Erimary
ar i
o — Scheduling Manager (L1)
-
i scheduling Manager (L1)

View Permission Details

You may create custom permission levels in system settings. Creating Permission
Templates

To create a FULL SYSTEM ADMINISTRATOR with UNLIMITED PERMISSION, use the the Admin
"SWITCH".
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Profile Schedules / Roles Salary / Wages Permissions Alerts

Admin
Unlimited access to all program
functionality

D g—

© The Snow Lodge
FOH
Snow Lodge FOH Full Admin

BOH
Snow Lodge BOH Full Admin

MGT
Snow Lodge MGT Full Admin
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Invite Employees

Last Modified on 10/03/2023 11:50 pm MDT

When you INVITE employees to activate their Teamwork accounts, they will immediately

receive an INVITE email or INVITE text message that welcomes them into the system and
guides them through a brief training tour.

To invite an employee, from the Main Toolbar click on Employees

1. Before inviting an employee, be sure phone number or email address has been

added, ideally both. Invite emails and messages will not be sent to employees that

lack both contact methods.

o To add a bulk list of email addresses or phone numbers, send the list in Excel to

support@dolcesoftware.com and well add it for you.

2. Press Invite or Invite All Unactivated as shown below:

Teumwgli(, Dashboard  Schedules Employees Reports ShareFiles £ Tools

e o

Tech Support

Employee List

‘ 20f 12 Schedules v‘

V' Newly Imported Employees
n

ity xt  Email - 0% nly Ori, 0% Eox

Name

Unassigned (employee place holder)

9 Clyde's Felines and Fries
Restaurant Department
Vv Main
Vity Txt | Email - 7% Only Ono, 0% Both
Name
Unassigned (employee place holder)

Boy, Chonky
(Boy, €)
6a since hired

)
T

Email send verty Phone send verty

@

Phone senaverty  Language

| engisn vl

- Uniecied o

Add Existing Employees Import Employees From POS/Payrol [le]

Language

Permissions Active

invite Al Unaxctivated

Invite Al Unactivated

Permissions Active

¢ |f the email became trapped, not received, or trapped as spam, there is a link that

you can manually cut and paste into a personal email to the employee. Navigate to

the employee’s profile tab and click the button with the text Email Never Delivered?

Click Here.
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e

_/ A New Year is Approac

2

Edit Profile for Tech Support

l Edit Availability, Days Off and Activate/Inactivate ]

Profile Schedules / Roles Salary / Wages Permissions Alerts Admin Alerts Reminders, Certs & Custom Input

intact Information

Move Shifts, Punches, Wages, Roles, Tips and PTO from p find an employee to this Employee
Notification Methods
Preferred Gender Pronouns
‘ | Push Notifications: no pevice Detected Employee Logi Email Never Delivered?
Download the DoiceClock App for Apple or
First Name (or nickname) Android phones to get notifications Ol s
" Current Password
‘Tech | Email Address
| ’ Send Password
Legal First Name (payroll) I] ] Reset

New Password

| I R

e A window will appear with a link that can be directly sent to the employee's email

address:

Account Activation Link

Invite EmMail not Received?
Select text then CTRL-C for copy, CTRL-V for paste

Following is a link you can copy and send to your employee.

Close

e Even without a welcome email, an employee can simply log in to Teamwork with a

password that you as an administrator create and provide. Passwords are updated

in the employee’s Profile Settings

Email & Phone Verification: Employees will be asked to confirm their email / mobile
information. You can see that status of whether or not contact information has been
Verified by navigating to the Employees page. EMPLOYEES WILL NOT RECEIVE EMAILS OR
TEXT IF UNVERIFIED
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Unverified: No Emails Unverified: No Txts

test@testing.com (123) 123-1234

e To SEND a message to all employees to Verify their text or email, navigate to the
Employees page and click the Send Verify button; the button will send to all
unverified in a schedule / location

Email send verify Phone send verify
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Employee Certifications and
Reminders

Last Modified on 01/10/2024 2:37 pm MST

Creating a Certification or Reminder

1. From the Gearwheel Menu, go to Reminders, Certifications & Custom

4

Q & Tech Support
e O} General Settings L

Roles [ Groups Settings

@
£ Logbook Pro Settings
LR

Reminders, Certifications & Custom

. l9§ Wage Settings / Rules
@g Holiday | Premium Wages
Tip Templates | Settings
fDen 2ot by kA ;ﬁfj] Analytics [ Publishing Settings

£ Accrual Policies PTO [ Sick
=]

v

SatJd A\ alert Notification Settings

¥ Blackout Request-Off Dates

2. From the Certification page, press Create a Reminder or Custom Input to add
custom reminders as shown in the image below:

Reminders, Certifications & Custom Input (

Click 'Create a Rerninder or Custom Input’ to get started.

Create a Reminder or Custom Input
Reminders:

Mark Custom Text Entry fields by selecting

| . [ABC Certificate .

[Heulth Certificate |
Allow Employee Imoge Upload D Allow Employee Editing

Allow Employes Image Upload : Allow Employee Editing Allow Employee Image Uplood

Sexual Harassment | .

Allow Employee Image Upload [ anlow Employes Editing

3. Add certifications to the appropriate locations or departments:
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Guest House

Bar

Guest House Ba rtendel[ 3 of 4 Reminders Selected A

[0 allReminders
Weekly Barprep Tip O

BarPrepTipOut| @] ABC Certificate
Health Certificate

Home
Sexual Harassment

FOH

Applying Certification Date or Anniversary to
Employees

1. Go to the employee profile, and select their Reminders, Certs & Custom Input tab.

2. Enter Certification Start Date, and Expiration Date. Or, in the event of an Anniversary,
use the Interval as the entry.

Edit Availability, Days Off and Activatef/Inactivate ‘ Back to Employes List

Profile Schedules | Roles salary [ Wages Permissions Alerts Reminders, Certs & Custom Input Manager Notes

Reminder Start Date: Type

[ |
- P A

S 4 { J
| Expiration O repeating Interva TSR
Health Certificate ] CL I—E} J Repeating

[ Motify Employee

ABC Certificate [fexenere

sexual Harassment |f""""3"'3

4

Viewing Approaching Dates and Receiving Alerts

Running a Report
From Reports, Select Reminders and Certifications

Enter dates and criteria for search, and Show Report

Reports

(Eimage) LOst Pay Pariod was Monday Dec 25, 2023 5:000m to Sunday Jan 7, 2024
e mangein] Current Poy Pariod is Monday Jan 8 2024 §:00am to Sunday Jan 21, 2024

‘YI Remindars & Certifications v‘ |Murl.2013 E|ED|SBP15,2023 =) E [ Show Report

Warkday stort time is S-00arm

—— —_— [ Erpent Por { print
options | {3 saorch for Empioyees | Everybody - |d | Al Fayroll Graups v | Sol GSchodulss =
[ shaw Detalls Filter on [ ABC Certificate + Fllteron‘ Al v‘
HTML [ PDF | CSY Report Status | [T —
[ Status Time Name Dowmioad | Open

Setting Alerts

To set alerts for approaching expirations, go to a manager's Admin Alerts
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Edit Availability, Days Off and Activate/Inactivate ‘

Profile Schedules / Roles salary [ Wages Permissions Alerts Admin Alerts Reminders, Certs & (

@M ) Admin Alert Notifications

Set [ Unset the delivery method of all Admin Alerts
[=] All Email (=) All Txt Messages (=] All Push Notifications

() = Delivery Method will be received. Itis verified!

Choose preference for Dashboard, Text, or Email

Warn on Employee Reminders & Certifications I 10 of 20 Alert Deliveries A|
D All Schedules -
Warn on Reminders & Certifications Image Upload O
Guest House Bartender

If Required Clock-InfOut Prompt Succeeds/Fails Dashboard
D Txt Message
Email Only (s| L email
Alert Description Push Notifications
[ Bar Prep Tip Out

Clock-Infout (O Changes-Only or O All) Notes Dashboard
sent at End of Day

Clock-In/out (@ Changes-Only or O All) Notes
sent at End of Week

[ 1t Message
[ Email

Push Notifications
Detail Daily | Weekly Analytics Email [ H FOH

@ ® 060 ©

I : 1
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Entering "Tipped” Wages

Last Modified on 01/06/2017 10:43 pm MST

From the Menu Bar go to Employees

Select Edit to access an employees settings

Dashboard Schedule Employees Reports Roles/ Heac
Employee\List siocatons H Active !
Front of House Include Employees Working Here

Unassigned dit

Armstrong, Kristin dit | | Edit Avail / Prefs test@test.com

Selct the Salary [ Wages Tab

To enter Tipped Wage (below minimum wage), check the “"Below Min Tippable
Wage” checkbox when entering a wage

| Profile | Roles I Salary / Wages I Permissions I Alert Notification _

Wage / Salary Info

Starting PTO Hours
0

Current Pay Period: Monday Dec 26, 2016 - Sunday Jan 8, 2017

© Hourly Employee

Hourly Wage Start Date Notes
$ 7.50 Janz,2017 [

Add Wage/Salary

N

_—* Below Min Tippable Wage, Overtime OT Wage 1.5x$ 11.00

* All roles not configured with a wage will use the "Default Wage" wage

' Salaried Employee

History:

&hanged to Hourly @ $7.50 (Tippable, OT 1.5x$11.00) by admin Server Jan 2, 2017 X

For New York and states which tie Overtime to minimum wage, enter the override
calculation (in this case $11.00), as shown in the preceding image

To rapidly designate all Tipped Wages in a company

Choose Reports from the main toolbar



Dashboard Schedule Employees Reports Availability / Days Off Tools +

Select and Show the Wage Report

To apply Tipped designation, under the "Below Min w Tips" column, check all Tipped

Wages

Employee Name

Front of HoLse

Unassigned, Front of House Hourly

Armstrong, Kristin
Cipollini, Mario

Compton, Katie

To raise Tipped Wage floor globally, see Raising Minimum Wage and Minimum Tipped

Wage

Hourly
Hourly

Hourly

Role
Default Wage
Default Wage
Default Wage

Server

Below Min
w Tips

Wage / Salary OT 1.5x Start Date

$0.00 Jan 6, 2017
$9.25 Jun 16, 2016
$9.25 Jun 16, 2016

$7.50 $11.00 Jan 2, 2017

EDIT
EDIT
EDIT
EDIT
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Raising Minimum Wage, Regular
and Tipped

Last Modified on 06/19/2025 1:29 pm MDT

It is simple to apply a new minimum wage, for both Regular and Tipped wages, with a
single entry.

From the Gearwheel Menu go to Wage Settings.

(if you do not see this option, seek assistance of a Full Admin)

vod n

My Profile
General Settings

Roles Settings

a Wage Settings

Importing

Analytics Settings
by Role ‘ Alert Notification Settings D
Blackout Request-Off Dates
employees. [ | Publi |

FIRST STEP **Critical** Confirm that all Tipped Wages are properly designated, as
shown below. (Any wage that is below the Minimum Wage, because it is augmented
with tips, known as a "Tipped Wage" must be designated as such). If you are RAISING
minimum wage, this confirmation applies to the EXISTING minimum wage, not
the pending increase.

1. Press Show Wage Report - showing ALL schedules

12 of 12 Schedules Show Wage Report

2. Verify that all Tipped Wages are "Checked"
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D: Reports ity / Days Off Tools ~ L 0- O &
Cafe Southside

Employee Name 33;:?;:’::55 PT/FT Role T;ﬂ:;vvvai;e ‘g:g:y/ Wage Code Min Wage Tip Credit OT Reg Wage  Start Date
Unassigned, Cafe Southside Hourly - $0.00 Jan 2, 2018 EDIT | x
Add Default
Adams, Bryan Salary ::;":‘fm Solanediams $3°‘&%%%2 Jan1,2018 | EDIT | x
Jagger, Mick Salary ::;":fm Salaried @ Retired NULL Oct9,2017 | EDIT | x
Mitchell, Donovan ::;':‘T{e Hourly Default Wage $8.00 $0.00 Oct 2, 2017 EDIT | x
Hourly Busser $10.00 Oct2,2017 | EDIT | x
Hourly Closer $77.77 Aug 30,2017 | EDIT | x
Hourly Opener ® $77.77 Aug 30,2017 | EDIT | x
Quintana, Nairo ::2’:’?’6? Hourly Default Wage $8.00 $0.00 Oct2, 2017 EDIT | x
Hourly Busser - $10.00 Oct2,2017 | EDIT | x
Hourly Cashier $10.00 Sep 25,2017 | EDIT | x

Or "bulk-check’ Tipped Wages with the tool above the wage Report

Set wages below 7.25

Second Step: Entering Minimum Wage Rules

as Tipped Set

1. Using the Wage Settings Tool, select Minimum Wage Settings from the tool

dropdown list (see arrow below). Select schedules, enter start date, minimum wage,

and max tip credit. Press Create Rule

Wage Settings and Rules

© Reg & Tipped Wage

| Minimum Wage Rules 4| 7 of 63 Schedules

Notes:

on 12/31/18

()
If Regular Tipped Wage changes while in OT (ie MA), enter wage $

Min Wage $ 15 , Max Tip Credit$ 5

Create Rule

Min Tipped Wage $10.00,

e Regular Wage changes are shown in Orange, in the Reg Wage column

e Tipped Wage changes are shown in Blue, in the Tipped Wage column

Review changes carefully before confirming with the Proceed with Changes button

e If any Tipped Wages are mistakenly shown as Regular Wages (in orange), check

the "Make Tipped" checkbox, indicated below.

50



Changes to Employee Wages @

Employee

Mayron Alvarez
—*‘"V Make Tipped
Hourly ~ Make Tipped

Hourly | Make Tipped
Emily McLoughlin
Tipped
Alexys Tiscareno
Tipped
Shamas Tahir
Tipped
Hourly | Make Tipped
Tipped
Thomas Parker
Hourly Make Tipped
Kadeem Dontfraid
Tipped
Hernando Gonzalez
Tipped
Tipped
Tipped
Tipped
Mdzahrul Amin Tapader
Tipped

Role

Default

Dishwasher

Dish

Bartender TV

Server

Bartender TV

Counter

Barback

Counter

Server

Default

Runner

Barback
Runner TV

Bartender TV

Verify Tipped Wage Increases vs Regular Wage Increases

Start Date: Jan 1, 2020

Busser, TacoVision Kitchen

Change
Reg Wage

Change
Tip Wage

$15.00 -> $16.00
$15.00 -> $16.00
$15.00 -> $16.00

$10.00 -> $11.00

$10.00 -> $11.00

$10.00 -> $11.00

$15.00 -> $16.00

$10.00 -> $11.00

$15.00 -> $16.00

$10.00 -> $11.00

$10.00 -> $11.00
$10.00 -> $11.00
$10.00 -> $11.00
$10.00 -> $11.00

$10.00 -> $11.00

37 Employees Changing

Change
Meal Deduction

** THIS ACTION IS NOT REVERSIBLE **

Verify All Employee Wages Are Accurate

Contact Support with Questions

Proceed with Changes

Cancel

Locations: TacoVision MGT, Taco Vision Counter, Taco Vision Host, TacoVision Server, Taco Vision Bar, Taco Vision Runner, Taco Vision

Updated Min Wage
& Tip Credit

16.00"8%, 0,007¥ 1= 0°!d Setting Rule
16.00"8%, 0.00"eW 1= 0°!d Setting Rule
16.00"€W, 0.00NeW 1= 0°!d Setting Rule
11.007eW, 5,00"eW |= 00! Setting Rule *
11.00"e%, 5,00"" |= 501 Setting Rule
11.00MeW, 5,007V I= 0°d Setting Rule *
16.00"e%, 0.007¥ 1= 0°!d Setting Rule
11.0078%, 5.00"W |= 0°¥ Setting Rule *
16.00"8%, 0.00"eW 1= 0°!d Setting Rule

11.00"W, 5.00"eW |= 0od Setting Rule *

11.0078W, 5.00MeW 1= 0°d Setting Rule *
11.00™%, 5.00"" I= 0° Setting Rule *
11.00MeW, 5,00"eW |- 00! Setting Rule *
11.007eW, 5.00"W |- 0o Setting Rule *

11.00"e%, 5.007eW |- 0°Md Setting Rule *

All wages will be updated, and future wages will auto-populate wage rules.

NOTE: Spread Penalty Rates must be increased in General Settings > Wage Settings

If you have questions about this process, or about the best way to setup wages (with

defaults or roles etc.), please email teamworkssupport@spoton.com, and we are happy

to assist you.

To update Spread of Hours, see: http://support.dolceclock.com/help/setting-spread-of-

hours-soh-parameters
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Resolving Tipped-Wage Payroll
Warning

Last Modified on 04/16/2024 11:23 pm MDT

If Tipped Wage Rules have been established, then Tipped Wages must be properly
configured.

If a Payroll Warning asks you to Resolve [ Add Rule to a Tipped Wage, take the following
steps.

Re-enter the wage (dating to start of pay period), and be sure that Tipped Wage fields
populate automatically from existing Rule upon entry of the wage.

Tipped Wage

Minimum Wage $ Max Tip Credit 5 Applicable Tip Credit §

Min Tipped Wage $3.84 OT Tipped Wage $8.89

Current Pay Period: Sunday Jul 30, 2023 - Saturday Aug 12, 2023

Set Wages / Salaries for Location ‘ Clyde's Felines and Fries v ‘

~—New Wage / salary State Wage Rules
(® Hourly Employee () Salaried Employee Curent Min Waga Is $K.10,
Max Tip Credit $6.26
Employee’s Roles Hourly Wage  Start Date Notes

Starting Saturday Jul 1, 2023

1 of 10 Roles Selected v‘ $ ‘3'34 I Jull, 2023 EI |_""'i"im'-'m wage ; 12:00am

e

i Tipped Wage

Minimum Wage § (1010 | Max Tip Credit $[6.26 | Applicable Tip Credit $ (626 |

Min Tipped Wage $3.84 OT Tipped Wage $8.89 Add Wage/Salary

If Regular Tipped Wage changes when in OT, (ie MA) enter wage $ |0.00 Otherwise leave blank

If eligible for Meal Deduction for Tipped Rate, enter credit $ Otherwise leave blank

If the Tipped Wage data does not populate upon re-entry of the wage, please reach
teamworksupport@spoton.com

If you need to update more than a few records, re-apply the Wage Rule across the
company, and all wage rules will be updated with a single entry. See:
http://support.dolceclock.com/help/entering-and-updating-minimum-and-tipped-
wage-rules
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Entering and Updating Minimum
and Tipped Wage Rules

Last Modified on 09/29/2023 10:55 am MDT

It is simple to apply a new minimum wage, for both Regular and Tipped wages, with a
single entry.

From the Gearwheel Menu go to Wage Settings.

Note: If you do not see this option, seek assistance of a full Admin user.

Teamwgrk Doshboord  Schecules Employses Reports Sharafiles £3 Tools & A Tech sugport

Genaral | Sattings

i@ Roles | Groups Settings

= Logbook Fro Setlings F
% Rerninders, Certifications & Custom
My Dashboard
@ wiga satings | 2uies
@ Haliday | Pramim Wogas

= shift Prep Report Y o Y
BB Tip Templates

Choess your Shift Prep Schedukes | 1of 41 Schedulzs i i analpice | v

Group with:| Role Croups ~ Fllter by AW - 2 accrual Plic
AM Shift Prep Notes for Monday May 22nd 2023 b slart Narticatian Sattngs o et P | Print
& Biockout Request O Dates

Location: Location rrojected salos of 0

Department: Dept 4 Lata | Ho-Snaw | Term | Scoracards

Schedula: Main B Quick Hink:
* Not Published

tashbnard Widgats

voren o Sl i Global { Shit Prompts Setup
Nama shift Time Role Hote hane irirerl 4 P

¥

55 B poyrol Mapping
A Abeahn \EADam - BA0pm Buzser 0 e A
& Foint of Sale Mapping
e 4 Importing
= Q Helpful Resource Links o EZHE =

5 Pargreants | Alling

FIRST STEP **Critical** Confirm that all Tipped Wages are properly designated, as
shown below. (Any wage that is below the Minimum Wage, because it is augmented
with tips, known as a "Tipped Wage" must be designated as such). If you are RAISING
minimum wage, this confirmation applies to the EXISTING minimum wage, not
the pending increase.

1. Press Show Wage Report - showing ALL schedules

Jol 3 schedubes | Dolce Woge Hlter - | Fayroll Woge ler:r| w | Primery | Werking Filter | Primony ~ || Employees ~

T show Delce Defoult Not Motching Payroll

[ Shiv Wage Repor

2. Verify that all Tipped Wages are "Checked’
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Show Wages as of Monday May 22, 2023

Set wages below | 000 as Tipped | Set
Location - Dept: Main
Balow Min
Tipped Wage [ Eoal Min Meal OT Reg
Ermployss Name PT/FT Role Woge Salary  Wage Wage Cods Wage Tip Credit Deduction Wage Wage Start
Employes. Service
o wWapss for Location: TIF SOURGE
Employes, Abe Full Tims “‘ Eakno e SI.D.(OS%DéE;E]J Fob 8, 2022 eat| ]
Since Hirad .
W Wages far Laation: Barietn, Lgeation: Bussor
Byjared, Emplayee | FulTime ~ ‘ Haurly e a S5O0 § Apr 28,2003 [Felit || Mot Detoun| ]
Since Hired
Hourty [ a 500 % Apr 28,2023 [ Edit|[Make cetaur | (]
He Wagss lor Defoult
Employes, Full Tima v Loeatian O — — )
syhaster e Hourty Barista L $10.00 3 $5.00 May 29, 2022 | it || Maks cefautt |
o = 0 ane) o $5.00 May 28,2022 [ Edit || Make setautt| []
Hourly m d $10.00 5 $5.00 May 28, 2022 [ edit || Make petour|
Defauit —
Houry & Wage < slooe $5.00 May 28, 2022 [0
He gt for Laeation: Moating

Or "bulk-check’ Tipped Wages with the tool above the wage Report

Set wages below as Tipped

Second Step: Entering Minimum Wage Rules

1. Using the Wage Settings Tool, select Minimum Wage Rules from the tool dropdown
list as shown in the picture below. Select schedules, enter start date, minimum wage,
and maximum tip credit.

2. If your goalis to increase wages while updating the wage rule, check Apply Wage
Updates with Rule.

3. Press Preview Create Rule.

Wage Settings and Rules

Filter by Location:| SCHEDULE TEST v

(O salary ® Reg & Tif ped Wage MinWage$ 12 |, Max Tip Credit $| 3.02

Y — [ Apply Wage  Min Tipped Wage $8.98,
Selecta Schedule v ‘ s gsgales with ¢ Regular Tipped Wage changes while in OT (ie MA),

enter wage $| }

Employee Health Bsneflts‘ v ‘
Choose Employees v

4. Review changes carefully before confirming with the Proceed with Changes button.

Minimum Wage Rules v

Employee Types| Employees Only v ‘

Notes:

e If any Tipped Wages (wages below minimum) are mistakenly shown as Regular
Wages, check the "Make Tipped" checkbox, indicated below.
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Changes to Employee Wages

Start Date: Jun 1, 2023
Locations: Test Bar & Grill's FOH

Change Change Change Updated Min Wage
Employee Role Reg Wage Tip Wage Meal Deduction & Tip Credit Goal Wage

Employes, Francis

Houly  pioke Tipped Waiter $4.00 -» $15.00 15.00"e%, 0.00"e% 1= 099 Parsing Rule

Houtly || Make Tipped Bartender $4.00 -> $15.00 15.0072%, 0,007 1= 0°!d Farsing Rule
Employee, Jessica

Hourly || pake Tipped Waiter $4,00 -> $15.00 15.007eW, 0.0gneW 1= D9 Parsing Rule
employes, Quinn(w)

Hourly || Make Tipped Sarver $12.00 - $15.00 15.00NEW, 0.00m8W 1= 02/ Parsing Rule

Hourty Associate manager 20meW, 0.00"eW 1= 0°d Parsing Rule

Hourly Sous Chef 1778w, 0,00 1= 05/ Parsing Rule

Hourly Cook 17Mew, 0.00"eW 1= 0°d Parsing Rule
Employee, Ken

Houtly | pMake Tipped Server $4,00 -2 $15.00 15.00"%, D.0Q"eW 1= Q9 Pgrsing Rule

Hourly || Make Tipped Waiter $4.00 -> $15.00 15.00M=W, 0.007eW 1= 02d Parsing Rule
Employee, Yanni(W)

Houny General manager 20MeW, 0.00MEW k= 09 Parsing Rule
Employes, XHORXHIA

Hourly Cashier 20mew, 0.00"=W 1= 0o/d parsing Rule

Hourly s 20mew, 0.0Qnew 1= 9oid Parsing Rule

Hourly Host 20MeW, 0.00"eW 1= 0°'d Parsing Rule

12 Employees Changing

** THIS ACTION IS NOT REVERSIBLE **
Verify Tipped Wage Increases vs Regular Wage Increases
Verify All Employee Wages Are Accurate

Contact Support with Questions

wl Proceed with Changes ‘ Cancel ‘

All wages will be updated (if Apply Wage Updates with Rule was selected) , and future
wages will auto-populate wage rules.

Note: Spread Penalty Rates must be increased in General Settings > Wage Settings

If you have questions about this process, or about the best way to setup wages (with
defaults or roles etc.), please email support@dolcesoftware.com, and we are happy to
assist you.

To update Spread of Hours, see: http://support.dolceclock.com/help/setting-spread-of-
hours-soh-parameters
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Manager Notes

Last Modified on 10/03/2023 11:51 pm MDT

From within the Employee Profile, the "Manager Notes" tab allows for free-form entry that
is not visible to the employee. You can leave notes on how well they've done, any issues

that need to be logged, etc.

Additionally, any tagged logbook notes, lates and no-shows will display in this section of

their profile.

Edit Profile for Sample Employee @

l Edit Availability, Days Off and Activate/Inactivate

Profle  Schedules /Roles  Salary /Wages  Permissions  Alerts  Admin Alerts  Reminders, Certs & Custom Input  Manager Notes

Manager Notes @

o e[S+ ] [romas-] [rmsze - ][a]-][8][7][=])[=][=][=][=].]E][[=][=]

Add a Note

Logbook Tagged Comments

shift Late / No-Shows
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Schedule Views

Last Modified on 11/06/2023 1:39 pm MST

Teamwork has a handful of different ways to view your schedule. You may hope to see it
by employee, by time, by role, or some combination of those 3. This video will walk you
through configuring your views. We do encourage the "By Employee” view when you're
writing your schedule for the first time.
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Scheduling Overview

Modified on 11/06/2023 1:16 pm MST



Schedule Sections & Groups

Last Modified on 10/09/2023 1:35 pm MDT

Schedule Sections & Groups

SpotOn Teamwork allows for the creation of Schedule Sections and Groups. They are
easy to set up and use! When scheduling, managers will now be able to choose from a
defined list of sections, reserving the shift notes field for other freeform notes to their
employees. And the employees will have clarity on what to expect for their shift.

From the Gearwheel, navigate to Roles [ Groups Settings

@ General Settings

@) Roles / Groups Settings

£ Logbook Pro Settings
@ Reminders, Certifications & Custom

©3 wage settings / Rules

Scroll down to Schedule Groups (below roles) where you will see the ability to "Create a
Schedule Group” under each of your schedules.

1. Schedule Sections

To add Section tags to your shifts, you will want to select the top option "Use Schedule
Sections." Then add whichever sections you need for your schedules. NOTE: You can drag
them into the intended order.
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Schedule Groups

Click 'Create a Schedule Group' to get started. Drag a group bar to sort. Select Options to setup Colors

The Masonry Bar

The Masonry Bar FOH The Masonry Bar BOH
I (®) Use Schedule Sections I (_} Use schedule Sections

O Mop Roles to Schedule Groups @ Map Roles to Schedule Groups
= ‘ Section 2 ‘ &) Credte a Schedule Group

= [section1 @

— ‘ Balcony ‘ ®

= ‘ Section 3 ‘ ®

= ‘ Hightops ‘ ()]

Create a Schadule Group |

You will see these options available in the Sections drop down menu when you go to
create a shift.

Shift Information x
Edit a Shift for Monday at Location [m]

! Employee Pool Roles Employee(s) Sections

Oprimary Localion gqrvor (q) +J [bune, sason - (75 ) sehec ] | (section 1 +]
® All Associated
shift Start Time shift End Time - don't show [ ] Expected Break Time
| [Feb 27,2008 =[200pm [Feb 27,2023 5‘ 10:00pm| (mmuxss) shift Audits
Feb 16, 119pm EST Tech Support
Designated reaks Copied from week of Feb 20, 2023
Shift Notes (cisplayed on schodulo) Shift Audiit
| Schocod Unschacuod

Edit a Shift for MOHCICIY at Location | The Masoniry Bar FOH v

None
Employee Pool Roles employee(s) e
() Prirnary Location [ H o e - (110 hre) €
@ All Associated Server () || oo yson - (1.0 hrs) Schec + [l o Section 1

. N Balcony

Shift Start Time Shift End Time - don't show [ | Expected Bred

Sectlon 3
|Feb 20,2023 BHZ:UUpm | |Feb 20,2023 BH]O'Dme‘ (mmum e

—

This level of detail will help managers to write a nuanced schedule, as well as set clear
expectations for your employees.



Server
Quinn Flowers
200pm = 10:00pm
Sarver

Jason Dune
200pm = 10:00pm
Sarver Section |

Rorie Smithereen
200pm = 10:00pm
Sarver Section |

please restock wine
bottles

Section tags will show in the mobile app as well as Shift Prep report. We suggest
grouping by Role for Section clarity. https://support.dolceclock.com/help/shift-prep-
report

2. Schedule Groups

We think of Schedule Sections as a more detailed, micro distinction of a scheduled shift.
On the flip side of the coin, we have Schedule Groups - a macro grouping of roles. To set
up Schedule Groups, select the second option "Map Roles to Schedule Groups'. Create
as many groups as you need by clicking "Create a Schedule Group’. NOTE: You can drag
them into the intended order.

() Use Schedule Sections
I E Map Roles to Schedule Groups I

—] ‘EOH Management | =
Group Roles:
‘ 3 of 7 Rolas Selected hd ‘

—] |FDH Management | =

Group Rales:

‘ 4 of 7 Roles Salectad e ‘

‘ Creqgte a schedule Group

Then you have the opportunity to select which roles should roll up into the group.
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C' Use Schadule Sections
@ hMap Roles to Schedule Groups

@

— |EOH Maoncgement
Group Roles:
3 of 7 Roles Selected ) I
| All Roles
= M eoHmMr
Chef
FOH MIT
Cred General Manager

Sous Chef

AGM

FOH Manager

GL Code:

GL Code:

GL Code:

GL Code:

GL Code:

GL Code:

Gl Code:

JUUouLL

On the schedules, you have the ability to sort by: "Groups’, and you can will see each
group bannered.

Sortby: A-T | Roles | AM/PM Roles -? EST

V-F-—q_

2 Show fequirernants | Hood

Unassigned
irs: 58,00 Shifts:

Unassigned
irs: B8.00 Shift

irs: 00 snifts: 0

m

irs: BR.0OO Shifte: §
= .

irs: BO.0O Sh 5

Mon Feb 13 (24 [5) Iﬁ'[maram-t
Add w Add w
__ Clear throughout Clear throughout
S0 the daoy. 46% (38°F - the day. 0% [40°F -
"¢ 58%F) 55°F)
ifh  sithdays valentine's Day

Brown, Jason K

8:00am
Chet

chet

3:00pm - :00am
FOH Manager - Closer

9:00am - 7:00pm
FOH Mana
- Beverage Day

Z00pm - 100am
FOH Manager

6:00am - 400pm
General Manager

Wed Feb 15 (24, |7

Add =

sthe doy. 1% (44°F -

C Clear throughout
! 66°F)

i sirthdays

Mantilla, Rhonnirose ©

B3 roopm - 1150

Chef

Thu Feb 16 (24, [}

Add =

__ Light rain starting in
44 the afterncon. 74%

W (53 - 66°F)

FOH Management

TL0Dam - 8:00pm
FOH Manager

1:00am - 9:00pm
FOH Manager

Unscheduled
5:53pm - S:00pm
General Manager
6:00am - 4:00pm
General Manager

3:00pm - 1:00am
AGM - Closer

TL0Dam - 8:00pm
FOH Manager

TL0Dam - 8:00pm
General Manager
- Swing

4:00pm - 200am
AGM - Closer

Draft: This schedule is not visible to employees.

Add »

8 (3zoF - e1F)

8:00am - 2:00pm
Chef

2:00pm - 12
Chef

1:00am - 9:00pm
FOH Manoger

2:00pm - 2:00am
General Manager
- Closer

1:00am - 9:00pm
AGM - Swing

__ Rainin the marning
—4¢ and afternoon. 90%

SatFeb 182 B
Add
‘Clear throughout
o the day. 10% (27°F -
43°F)
8:00am - &
Chef
2:00pm - |
Chef

6:00am - 3:00pm
FOH Manager - Open
4:00pm - 2:00am
FOH Manager - Closer

3:00pm - 2:00am
General Manager
- Close

11:00am - 2:00pm
AGM - Swing

Sun Feb 19 (29, 5

Add =
Fartly cloudy

BRY= 0

 throughout the day.

0% {34°F - 49°F)

#5  sirthdays

Moss, Mary C

10:00am - B:00pm
chet

1:00arm -
chet

6:00am - 3:00pm
FOH Manager - Open

3:00pm - 1:00am
FOH Manager - Closer

10:00am - B:00pm
AGM - Swing
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Blocking Dates from Time Off
Requests

Last Modified on 10/09/2023 1:36 pm MDT

From the Gear Menu, go to Blackout Request-Off Dates:

\\“ & N Tech Support

A@ General Settings

@ Roles [ Groups Settings

B Logbook Pro Settings

L® reminders, Certifications & Custom
D3 wage Settings [ Rules

sled (@ Holiday | Premium Wages

& Tip Templates [ Settings

My—zﬁ Analytics | Publishing Settings

rJun 12

&> Accrual Policies PTO [ Sick

A\ Alert Notification Settings
\ ¥ slackout Request-Off Dates

f Late / No-Show [ Term / Scorecards
et . 1 "

& Quick Links / Dashboard Widgets
A Global | shift Prompts Setup

& Payroll Mapping

A& Point of Sale Mapping

) importing

& payments / Billing

Choose the Departments that the block applies to:

Block Request | 3 of 12 Schedules ~
(] all schedules
M Belly Up
4 Bup FOH

Servers - BUp FOH
Block reques Support - BUp FOH
Sock on the:  C@BUp BOH

BOH - BUp BOH
(] Junior's Jumbo's

O Block from:

S



Choose dates to block, and press Add Range

NOTE: The Block Action dropdown allows you to Allow Requests with Comments,
(employees will be met with a warning that the time period is blocked; they are still
able to request, but the request will be tagged), OR, not allow requests at all.

Blocked 'Requested Days Off' Ranges

Y

Block Request l 3 of 12 Schedules v

Block Action:| Allow Requests with Comments v

) (@ Block from:

[[Jexclude blocked days from Employee Availability Preferences

Jul3,2023 [J|to|Jul4,2023 [

[ Forever O Date List J .

Block requests when more than I employees have requested spanning the whole blocked range

Block on these days only‘ Select Days

v]

) (O Block requests less than days out '
OBlock requests more than days out ’
Notes:

> (]

If you want requests to always be at least 14-Days out, you can choose the Block
requests less than option, and add a range:

(@ Block requests less than [E days out



Blackout Dates

Last Modified on 11/06/2023 114 pm MST

Mother's Day? Halloween? New Year's? Maybe you want to put a cap on time off requests
for these days. Maybe you don't want time off requests coming for dates during the next
10 days because you're working on the schedule. This video walks you through setting the

parameters.
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Enforce Early/Unscheduled
Clock-In

Last Modified on 10/24/2023 11:34 am MDT

PLEASE NOTE THAT YOU MUST BE USING EITHER A TEAMWORK CLOCK~-IN STATION OR
INTEGRATED CLOCK-IN TO USE THESE SETTINGS. If you location does not currently
have integrated clock-in activated, please contact Teamwork Support to have
the setting activated.

FOR TOAST USERS, PLEASE SEE: https:/[/support.dolceclock.com/help/toast-
enforce-clock-in-to-schedule

Early/Unscheduled behavior can be set individually for each Location/Department.

From the gearwheel Icon select General Settings.

il

Q {c}} & Tech Support ﬁ
A("} General Settings *_ _

@ Roles [ Groups Settings

£ Logbook Pro Settings
@ Reminders, Certifications & Custom

©3 wage Settings / Rules

1. Scroll to Schedules section at the top of the Settings Screen

2. Open a Location’s Settings by Pressing "+
3. Make Your Selection(s) from the Dropdown Menu(s) under Clock-In Restrictions

Schedules

2 onyour schedules.

Click a name to edit. Drag == to sort witin a group. Drag «:» to move between groups. Add your Zip Code to view local weather ‘ g
+ Location [j Show Detailed Options

= @[I H N N e . -J +Department ELive ®

= [ron EX:

* [- FOH MGT ] 4 Active QNew York 1(:)r [ Apply Zip to Location ] [ Map Sales to this Schedule ] [ ]
| — [I W Server ]LE}I M Active QNeW York 1(:» [ Apply Zip to Location ] [ Map Sales to this Schedule ] [:]
| = [- Take Out ] % Active QNSW York <<:>b [ Apply Zip to Location ] [ Map Sales to this Schedule ] [ ]
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Clock-In Restrictions
| Allow Clock-In Requests from Employees
B Only allow clock-in | clock-out from embedded
devices like Breadcrumb, Clover, SpotOn, SpotOn
Retail, SpotOn Enterprise

| Send All Shifts to POS

. : |

8 Manager Approval on All Clock-Ins v Allowed

Clock-In Early / Unscheduled: Allowed - Prompt for Reason
e v

Clock-In Late: Not Allowed

Allowed v ’ .

Clock-Out Late

Allowed v

Alert/Message Reading Rules

No Alert Reading Forced v

Options Described for limiting "early” or "'unscheduled” clock-ins.

1. Allowed with Force Prompt. Employee is allowed to clock-in early or unscheduled,
but when clock-in is attempted, they are advised that they are early, and prompted
for a reason/permission. Their response become attached to the Time Punch Notes.
*This is the DEFAULT setting.

2. Allowed with Manager Approval (Suggested). Employee is only able to clock-in
early or unscheduled if a manager authorizes when prompted at the clock-in
station.

3. Not Allowed.

Defining EARLY (Default allows 5 minutes early, but this number can be

customized)

To define Early for your company:

1. Scroll to Other Settings
2. Set Minutes allowed to Clock-In early/late
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Other Settings

Default Wage

s (000 ]

Show 24 hour (military) Time Format

Minutes allowed to Clock-In early

]

Minutes allowed to Clock-Out Late

]
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Publish Schedules

Last Modified on 10/09/2023 1:37 pm MDT

Check the Publish checkbox to publish an individual schedule, or use the Global Publish to
publish multiple schedules simultaneously, as shown below.

woekal (| Jun 18, 2023 E| 3of 45chedules v B by employes A byTme | by Role ‘ ]

Sortby: 47 | Rolaz | AMIPM fioies | Groupe BT

Locolions

k. 4
BOH Droft: This schadule is not visible 1o employsss.

& Dewtebomerts eod g0 11835 ) # yon uno 215 Tue un2035 5 Wedn21G 5 Thudun22 [ frin 235 satun 24
Add # hdd ¥ Add = Add # Add w Add # Add =
Fathar's Day Junetesnth

Bock of the House, BOW 12:00pm - 8:00pm 6:00pm = 1¢:00pm

s k000 - B

1= 12.00 Shifts 2 i, VR

Notes:

e After a schedule has been published, changes to the schedule are tracked.
e Employees are notified when a schedule is published (according to their personal

alert settings)
Warning Notifications:

e Upon publishing, you are warned if any scheduled shifts conflict with employee

availability, or pending availability requests.

Y

Sortby: 4-2 | Rales | AMIPM Roles | Groups WE

Schedule Conflict Warnings
Locatons Back of the House, BOHESH @12:00pm has o Requested Days Off Conflict on Jun 20, 2023
™ BOH riero Back of the House, BOH*H @12:00pm has o Requested Days Off Conflict on Jun 20, 2023

Back of the House, BOHSH @6:00pm has o Requested Days Off Conflict on Jun 21, 2023

i Back of the House, BOH™™ @6:00pm has o Requested Days Off Conflict on Jun 21, 2023
1 Shommebnments ool gy e 18 (3 B

Add w
Father's Day

Unossigned

Hrs Wric(.00

Hrs: 000 Shifta: ©

Back of the House, BOH 12:00prm - B:00pm B:00prm - 10:00pm
e ACH ROH

Hrrs Wricl.0D % 3 et
e el - /B3 hes 1.0 hrs
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Entering Projected Sales

Last Modified on 10/09/2023 1:48 pm MDT

Teamwork makes it incredibly easy to input sales projections. When sales projections are
populated, you will get a clear picture of your forecasted labor costs based on the
schedules you build. We provide four methods of getting these projections in.

The Setup

Designate one schedule per location as the point of entry for projections. Other
schedules can be mapped to the same sales projection and actual numbers in General
Settings > Schedule Settings. Please reach out to Teamwork Support if you need
assistance with mapping sales.

This article shows four methods to input projection (or sales) data.

1. Daily Sales Projections Per Week

The newest method to add sales projections for the week is highly efficient, and presents
comprehensive optionality for your sales forecast calculation. From the schedule view,
click on the sales forecast icon.

Chenky Boy Derr \ 4

a9
Teamwgdg Dashboord Schedules Employees Reports Sharefiles £ §.& Tools o® 4 Tech Support

Week of Jul 31,2023 BI 2 of 16 Schedules v ’\‘EH by Time “ by Role I -G@ee%m@;f

Sortbby: A-Z | Roles | AM/PM Roles | Groups @ EDT

Clyde’s Felines and Fries

v : ~ -
Main Draft: This schedule is not visible to employees. [l IV =R 8 EE‘ "~ W)

AT foquemenn oot on I NE 5 Tue Aug1 &, [ WedAug2(@ B2 ThuAug3 @ F Fri Aug 4 24, 5 sat Aug 5 @ 5 Sun Aug 6 @, [§
2 57! ug 2y 5 ug 224 5 ug 324 15 9 42Y 5 2 ol 2 5!
Add - Add w Add w Add w Add v Add ¥ Add w
57°F - B2°F 59°F - B2°F 60°F - BS°F 63°F - 88°F 67°F - 87°F 62°F - 80°F 58°F - B3°F
Day - Mostly Clear Day - Mostly Clear Day - Partly Day - Partly Day - Mostly Day - Partly Day - Mostly Clear
Cloudy Cloudy Cloudy Cloudy

20% precip

4
From here, Teamwork gives you the ability to add a week's worth of sales projections with
one click. The three columns correspond with three separate calculations.
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Daily Sales Projections - Week starting Monday Jul 31, 2023

(hold down shift and launch to get detailg)

Use 4 Week Trand Usa 4 Week Average Use Prior Week Actuals
DGY vs Prior Year Jul 2, 2023 to Jul 30,2023 ‘ Jul 23, 2023

Monday Jul 31, 2023 $8,478 $8,663 $6,677
Tuesday Aug 1, 2023 $8,938 $10,222 $10,109
Wednesday Aug 2, 2023 $9,212 $9,575 $6,874
Thursday  Aug 3, 2023 $10,375 $13,527 $25,222
Friday Aug 4, 2023 $17,256 $17,351 $17,820
Saturday Aug 5, 2023 $25,122 $21,776 $21,393
Sunday Aug 6, 2023 $7,534 $7.853 $9,376
Totals $86,915 $88,965 $97.47

Click one of the three buttons to populate projections based on the following:

1. Use 4 Week Trend vs Prior Year applies Teamwork's algorithm. We observe year-

over-year data and apply the trend (+/-) to your projections

2. Use 4 Week Average is a straight average of the previous four weeks of sales.

3. Use Prior Week Actuals will take the previous weeks sales figures as this week's

projection.

Now your projections are in place for the entirety of the week!

Sched

Hours 00

| 8,663

0.0%

Sales
% Hourly

Tips ($0)

Act Sched Act Sched

00 0.0 00

E=le

0.0% 0.0% 0.0%

7 Note s

00

[ [s575)

0.0%

Note (30)

Act
00
[
0.0%
A

Sched

0.0

0.0%

Note ($0)

Act

00

E=ls

0.0%
A

Note

" (73]

Sched Act

0.0 00
o
0.0%

(30)

0.0%

A
Note

Sched

0.0

" =)

0.0%
(30)

Act Sched

00 0.0
[
0.0%

A
Note

0.0%
(50)

=

Act

00

0.0%

A
Note

NOTE: If you hold down SHIFT on your keyboard, before clicking the icon, it presents you

the figures from the previous weeks that are included in the calculation!
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]
Use 4 Week Average [

Dec 26, 2021 to Jan 23, 2022

$745 (Mon May 10 2021 $745)

(Tue Dec 14 2021 $4,084
Tue Dec 212021 $2,472
Tue Dec 28 2021 $5,581
Tue Jan 4 2022 $5,191)

$4,332

(Wed Dec 15 2021 $9,531
Wed Dec 22 2021 $5,988
Wed Dec 29 2021 $12,608
Wed Jan 5 2022 $7,291)

$8,854

2. Manual Entry of Projections by Day

At the bottom of a schedule, enter a sales projection in the field indicated below.
Actual sales can be synced to your cloud-based POS, or entered manually.

Sched Act
Hours 0 1479
$ Hourly 910 840
Salary | < 50 s0 7

Sales |@|.|E| ;1532
% Hourly 12.6% 8.6%
Tips ($1.971) " Note
Sales per LbrHr | 54866 $66.03

Trans: 29 Guesis: 257

Resync saes ips

To view sales history and trend data, click the arrow in the cell to the right of the
actual sales in the Sales column, as shown below:



Sched Act
Hours 1490 1479
$ Hourly $910  $840
Salary $0 50

Sales . 45.“

% Hourly 12.6% 8.6%

ANl N N

Tips ($1,971) £ Note
Sales perLbrHr | $4866 $6603

Trans: 99 Guesis: 257

Resync SalesTips
Resync Punches

You will see prior days, for instance the prior five Thursdays, and their same-day year-
over-year comparisons. Click Apply to use the software's projection based on trend
data, or type in a sales projection into the field shown below

Sales Projection for Thursday July 13th, 2023

Jun 22
$14,000
¥ 12,000
w
@ 510,000
& 58,000 .
56,000 t?_r.‘u
Jun 23 Jun 30 Jul 14 Jul 21
Prior Year 2022 Thursdays ~ $Act/Prj  Tics/Guests Current $Act/Pr Tics/Guests YOY
Jun 23 7410 .12/ 241 | Jun22 7,053 . 100/ 228 | -5%
8284 " 7,250 '
Jun 30 9,148 ‘5\27/285 Jun 29 8273, na /277 |-10%
7,939~ 7000~
Jul7 7052, 115/234 | Jul6 7420 100/ 239 | 5%
9,48 % 6,800
Jul 14 7534, 17/256 |ul13 —— W Y 9763, 99/257 |wena
8126 " o iy 7,250 % 32%
: $7,775 $7.250|
Jul 21 8470 , 119/270 | Jul20 8373 , /294 | -1%
7,534~ 8,200
Close

3. Bulk entry of projections based on prior year or
prior periods.



From the source schedule, click the copy icon (same icon that is used to copy
schedules forward) .

E=2RY =

In the example shown below, sales projections based on prior year actual sales +5%
will be copied forward for 52 weeks. Note that we have selected "None' for schedule-

copy (left arrow)

To the week of Thursday Sep 14, 2023 and repeat for | 52 | week(s)

® From the week of:

O From template | Template Choice v.|

Shifts Projections agpyrenax(s |

Copy Schedule O None
) © None O use sales Projections from Copy Source

O original (as Published, no M shifts) O Use Actuals from Copy Source

O current (including Modifications) ) o
® use Prior Year Actuals for Sales Projections
ACST'QH Som e starting Thursday Sep 15, 2022

O use Average of Actual Sales over prior

CEOpr Events D Eakd
Shift End Times

) ® No Change
O show All End Times to Employees

O Hide All End Times to Employees

4. Import Sales Projections

From the Gearwheel Menu > Importing
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Q@ L\ . TechsSupport

{8} General Settings

@ Roles | Groups Settings

£ Logbook Pro Settings

L::? Reminders, Certifications & Custom
D5 wage settings [ Rules

D5 Holiday / Premium Wages

e, @@ 1ip Templates / Settings S€
& Analytics / Publishing Settings

% Accrual Policies PTO [ Sick

A\ Alert Notification Settings

worki § Blackout Request-Off Dates

ﬁﬁ Late [ No-Show [ Term | Scorecards
B8 Quick Links | Dashboard Widgets
A Global [ shift Prompts Setup

& Payroll Mapping

4 Point of Sale Mapping

+) importing

& Payments / Billing

" r,

Scroll to Import Sales Data

Import a CSV file with a column for both Date and Amount . See settings in the example
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below.

Import Sales Data

CSV File Format:

"Date”,"Amount’[,"Comment”][,"Schedule’][,"<Schedule Name>"...]
10/1/2014,$3344.11,"Test Comment here”

10/2/14,°$1,000","

10/9/14,"10%" "

Location: Data Typty
){ Main v\ O Actual @ Projected O Goal

{ Click to upload a data file ‘

Or, just drag a file here!

Format Example

A B

1 Date Amount
2 9/16/19 5000
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Teamwork Tips & Daycheck
Overview

dified on 11/06/2025 12:30 pm MST
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|IOS Teamwork Mobile App QR
Code

Last Modified on 11/13/2025 1:16 pm MST

DOWNLOAD IOS App from the Apple App Store.
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https://apps.apple.com/us/app/spoton-teamwork/id1614927335
https://apps.apple.com/us/app/spoton-teamwork/id1614927335




Android Teamwork Mobile App
QR Code

Last Modified on 11/13/2025 1:13 pm MST

Download the SpotOn Teamwork Android App from Google Play

P> Google Play
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https://play.google.com/store/apps/details?id=com.spoton.team&hl=en_AU&gl=US
https://play.google.com/store/apps/details?id=com.spoton.team&hl=en_AU&gl=US

SCAN ME




Employee Essential Tour

Last Modified on 09/30/2023 1:11 am MDT

Welcome to SpotOn Teamwork's Scheduling and Timekeeping Application!

Please take a few minutes to complete the Employee Tour

1. Find Your Company & Login
Mobile Setup

Profile, Email, & Text Setup

View Schedules

Availability & Time Off Requests
Shift Swaps, Offers, and Requests
Review Hours Worked

© N o oA~ ®Ww N

Configure Alerts


https://dolcesoftware.knowledgeowl.com/help/find-your-company-logging-in
https://dolcesoftware.knowledgeowl.com/help/mobile-setup
https://dolcesoftware.knowledgeowl.com/help/profile-email-text-setup
https://dolcesoftware.knowledgeowl.com/help/view-schedules
https://dolcesoftware.knowledgeowl.com/help/availability-time-off-requests
https://dolcesoftware.knowledgeowl.com/help/shift-swaps-offers-and-requests
https://dolcesoftware.knowledgeowl.com/help/review-hours-worked
https://dolcesoftware.knowledgeowl.com/help/configure-alerts

Find Your Company | Logging In

Last Modified on 11/13/2025 1:17 pm MST

TOUR
Desktop example:
1. Log into any browser with a URL (internet address) provided by your employer.
Example: company.dolceclock.com

OR, if you do not know your company's URL, go to: dolcesoftware.com and press: Login.

& 3 C @& dokesoftwarecom g a v % 0O 0
TOUR PRICING CONTACT LOGIN | Sign Up |

Teamwork

by ) spoton
Simplifying Labor Management

2. Please enter your email address or phone number to find your company(s).
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https://dolcesoftware.knowledgeowl.com/help/mobile-setup

€& > C & dolceclock.com/signup/findurl.php Q »w % 0O ° Update }

Teamwork

by Q) spoton

Email or phone number

| |
="

How do I sign in?

Select language:

English Spanish  Mandarin  French (Haiti)

Terms of Service ~Privacy Policy  Online Support
©2023 SpotOn Transact, LLC.

3. From your company's Log-In screen,

First, select your Primary Location tab and then type your username/email and
your password to Sign In.

Teamwork

by ) spoton

Username ( or email )

Username, Test sign in ‘

Password

|ssssessssnsnnnnss @

Forgot Password?

=I3F N

English  Spanish Mandarin French (Haiti)

List People by Schedule:
‘“Mason Test Location 1

Mason Test Location 1 FOH ' Mason Test Location 1 BOH Mason Test Location 1 MGT

Mobile example:

1. You can download SpotOn Teamwork from the iOS App Store or Google Play for free!

2. Enter your e-mail address or phone number to locate your company.
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Teamwork™

by Q) spoton

Email or phone number

support@dolcesoftware.com ]

How do I sign in?

Select language:

English Spanish Mandarin French (Haiti)

Terms of Service Privacy Policy ~ Online Support
© 2022 SpotOn Transact, LLC.
—

3. Then login with your username and password. Easy!

Teamwork™

by Q) spoton

Username

Wagner, M

Hospitality Group

Password

|

|

Change my company

Select language:

Forgot password?

English Spanish Mandarin French (Haiti) |

Note: You can change your language anytime you login.
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Mobile Setup

Last Modified on 12/24/2023 1:41 pm MST

Follow the links below to download the SpotOn Teamwork mobile app:

DOWNLOAD IOS App from the Apple App Store.

#Z Download on the
o App Store

Download Teamwork Software Android App from Google Play

ANDROID APP ON
P> Google Play

Or search for "SpotOn Teamwork”

If you spot the following icon, you've found the correct app.

.o. O
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https://support.dolceclock.com/help/find-your-company-logging-in
https://dolcesoftware.knowledgeowl.com/help/profile-email-text-setup
https://apps.apple.com/us/app/spoton-teamwork/id1051820387%20https://apps.apple.com/us/app/spoton-teamwork/id1051820387
https://itunes.apple.com/us/app/dolceclock/id1051820387?ls=1&mt=8
https://play.google.com/store/apps/details?id=com.dolcesoftware.dolceclock&utm_source=global_co&utm_medium=prtnr&utm_content=Mar2515&utm_campaign=PartBadge&pcampaignid=MKT-AC-global-none-all-co-pr-py-PartBadges-Oct1515-1/
https://play.google.com/store/apps/details?id=com.dolcesoftware.dolceclock&utm_source=global_co&utm_medium=prtnr&utm_content=Mar2515&utm_campaign=PartBadge&pcampaignid=MKT-AC-global-none-all-co-pr-py-PartBadges-Oct1515-1
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Profile, Email, & Text Setup

<) TOurR

89


https://dolcesoftware.knowledgeowl.com/help/mobile-setup
https://dolcesoftware.knowledgeowl.com/help/view-schedules

Last M

lew Your Schedules

odified on 11/06/2023 1:32 pm MST

<) Tour
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https://dolcesoftware.knowledgeowl.com/help/profile-email-text-setup
https://dolcesoftware.knowledgeowl.com/help/availability-time-off-requests

Availability & Time Off Requests

<) TOurR
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https://dolcesoftware.knowledgeowl.com/help/view-schedules
https://dolcesoftware.knowledgeowl.com/help/shift-swaps-offers-and-requests

Shift Swaps, Offers, and Requests

<) Tour

Shift Swaps, Offers & Requests are Easy!
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https://dolcesoftware.knowledgeowl.com/help/availability-time-off-requests
https://dolcesoftware.knowledgeowl.com/help/review-hours-worked

Review Hours Worked

Last Modified on 09/30/2023 1:08 am MDT

Review Hours Worked

Desktop example:

Go to Dashboard from the main toolbar > Scroll to My Clock-Ins & Tips.

View all punches, break times, manager approval, and comments for each punch in Clock-In/0

You can edit your clock-In/out and your break times by clicking Edit Clock-In button.
e Approve your working hours by clicking Approve Clock-In checkbox and Save Changes.

Use the date selector to view time punch activity from prior pay periods.

= My Clock-Ins & Tips show M =
2 18,208
x onay by § vay 2. 2023
] o Cloc- Infout Autnentiation Fhotas May15,2023 )
Clock-Infout
i Frint
May 16, 2023 - Tuesday ["] Approve all for Tuesday
X TEST EMPLOYEE, TEST \oyy | ShiftNote: Bortender - May 16
Bartender scheduled: B:30am 3:30pm 650  shiftAudit
o May 16 May 17 My 17, 1718prm POT TEST TEST TEST
it Glock-in_ | Worked:  I118:00am  2:00:00am 1470 shift Latereason’ changed to
‘Excused
Breaks Expected 30 mins Clock-In Audit:
Total Breaks 0 mins May 17, Z08arm POT TEST TEST TEST
Clock-In went past May 17 200am.
Clock-in  LATE| Excused v| 0248 (HHmm) Automatically Clocked Out!

May 17, Z0Bam POT TEST TEST TEST
Clock-Out from Teamwork

nay 16, 1K1Bam POT TEST TEST TEST

Clock=In from Teamwork (Test Xhorxhia)

(Cupdote - tmpioyes viis ]

‘You must edit this forced clock-
out before appraving

Clock-In Verification (N)

by TEST EMPLOYEE, TEST ( x

Location Role Approve Clack-In Notes & Dialogue to Employee
‘ Giuseppi's FOH V] [ Bartender (Q) V] I Shift Options V‘ & May 19, 321pm POT TES”EST{:Tt =
May 19, 317pm PDT TEST TEST TEST \

Breck 12:00am - 12:16am Created

Clock-In Times May 19, 317pm PDT TEST TEST TEST

Start Time End Time Length Clock-Out chg May 17 2:00am to|

; » May 17 2:35am

May 16, 2023 EHQ,OUpm |Mc|y 17,2023 E‘zasam } 558 hrs My 19,3170 Pt 451 TES1 101

Clock-In chg May 16 1:18am to May

16 9:00pm

Break Times May 17, 2:06am PDT TEST TEST TEST
Start Time End Time Length Clock-In went past May 17 2200am. v

May 17,2023 al[leoum@ IMcyIT,zuzs @lIZ‘\SGmJIG mins
May 16, 2023 @H'zoomm@ IMuyla,zoza @[lz.ooom]

P

May 16, 2023 8“2 D0am® |Mc|ylE, 2023 B['Z DOOm} [ update - Employes Visible | 450 chars max

Late: Save Changes [ Delete Clock-In

View Original POS Timesheet Entry
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https://dolcesoftware.knowledgeowl.com/help/shift-swaps-offers-and-requests
https://support.dolceclock.com/help/configure-alerts

[ ke Gloci-1nfOut Authantication Photes vay 15,2023 5]

Clock-Infout
vt

Giuseppl's - FOH: Giuseppi's FOH
My 16, 2023 - Tussday [lapprove Allfor Tussday
£ TEST EMPLOYEE, TEST g

Schoduiad: 830am  330pm a8
[Cearcoon ) wae  wayw

o "¥35000m “F4h00am s

Brocks xpercied 0 mins

Break(s]  12000m® 12I6om  1Bmins

Total recis Termins

Clock-in  IATE| Excused v | 1230 (Hmm)

[rpye———
450 chors max

Mobile example:

Choose Clock-Ins [ Tips

Dolce Software

Clock-In / Clock-Out >
Managers on Duty - MOD >
Send Messages >

(1 AN >
My Schedule >

Full Hourly Schedule >
Full Day Schedule >

Full Week Schedule >

ﬂ Dashboard / Clock-Ins / Tips ¥

Shift Trades 0o >
Open Shifts >

My Availibility >



Configuring Alerts [subscribe and

unsubscribe]

Last Modified on 10/27/2023 1:17 pm MDT

To turn OFF / ON specific types of Alerts.

Click on the Alerts tab in the Employee Profile

Use the Drop Down Menus to check and uncheck your preferences

Edit Profile for Sample Employee

[ Edit Availability, Days Off and Activate/Inactivate

Profile Schedules / Roles Salary / Wages Permissions Alerts Admin Alerts

@ ) Employee Alert Notifications

Set [ Unset the delivery method of all Employee Alerts
. All Email . All Txt Messages . All Push Notifications

@ = Delivery Method will be received. It is verified!

Alert Description Schedules and Delivery Methods
Messages From Managers and Employees ‘ 12 of 12 Alert Deliveries v}
When a Schedule is Published [ 4 of 12 Alert Delivat™ s Al
D Al Lales

Missed Clock-In / Out ‘, .
¥ aanmistrative

On Call status Change ¥ pashboard ©
¥ Txt Message (@)
When Break is Ending . Email @

. Push Notifications

shift Trade / Swap Activity (JKitchen
ft Oft D Dashboard @
Shift Offer Activit

Y Om Message ©
E] Email @

Paid Time Off / Sick Approval
E] Push Notifications

Auto Clock-Out / Failed to Clock-Out [ Service

Reminders, Certs & Custom Input

Back to Employee List

Manager Notes

Notification Methods must be verified from the Employee Profile in order to receive Text

and Email alerts.
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- Schedules / Roles salary / Wages Permissions Alerts Admin Alerts Reminders, Certs & Custom Input Manager Notes

Contact Information
Merge: Move Shifts, Punches, Wages, Roles, Tips and PTO from Q

find an employee

to this Employee

| o\ @)

Active

Preferred Gender Pronouns

]

First Name (or nickname)

Legal First Name (payroll)

Middle Naome

L ]

Last Name

e
Notification Methods
Push Notifications: No Device Detected
Download the DolceClock App for Apple or
Android phones to get notifications

Email Address

[Sample@dolcesoftwarecom ]

Verification Key
Verlfed

Verification key must be entered
to receive alerts

Phone Number (with areacode)

(406) 207-1247
Verification Key

Verification key must be entered
to receive alerts

Employee Login

New Password

)

Confirm New Password

L )

4 digit Quick Pin Clock-In (Only
applicable to Clock-In Stations
Setup as Quick Pin Stations)

Invite (Activated)

Password must
contain at least: 6
characters, 1
number, 1
Uppercase Letter,
1Llowercase
Letter, no more
than three
identical
consecutive
characters.

Update Account

https://dolcesoftware knowledgeowl.com/help/text-messages-alerts-and-push-

notifications
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https://dolcesoftware.knowledgeowl.com/help/text-messages-alerts-and-push-notifications

Adding Personal Photo or Avatar

Last Modified on 07/20/2022 9:54 pm MDT

Avatars can be added from Profile settings, on Desktop or Mobile.

- -~ L

—* Profile

Availability [ Days Off

Employee Alert Settings
Admin Alert Settings

Global Employee Alert Settings

Sign out

Click Avatar choice, or upload photo as shown, and press Update Account.

Update Account

P ZO0CBBLOO ; 08 .08 Y I E
00 HPORTRCTe0207TOLOVOBAL

Rotate 90°

NOTE: If photo upload is not visible, and ADMIN may need to engage the option in General
Settings > Other Settings:

Employee Profile Avatars
~ Nothing
~lcons Only
) Photo Upload Only
o Icons or Photo Upload
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Employee Validation of Manager
Time Punch Edits

Last Modified on 10/12/2022 4:49 pm MDT

Turning On Validation of Punch Edits

This article pertains to a setting where time punches originate from the POS, and only
EDITS require employee validation.

From the Settings page, scroll to Locations. Select the "+' next to a location/schedule
to expand settings options.

@[Main ] + Department @ x

Al | & ix
[
|

lMain Bar ] @ Active Time Zone: America/Denver <<:>»

To require employees to re-validate their time punch in the event that a manager
edits the punch, select "Require Employee Approval of All Punches”

Time Punch Employee Validation
Require employee to validate on clock-out

Require manager verification for break violations

Require Manager Comment for Time Punch Changes

Require Employee Approval of:  Starting on a ’

None
Punch Changes (Use when POS is the punch source)
o All Punches

All Punches with No Corrections Allowed

Employee Validation

In the event a manager changes any component of the time punch, or if the
manager adds a time-punch, then the employee status will be set to NOT validated.
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Feb 7, 8:55am admin

Clock-Out chg Feb 7 8:43am to Feb 7

8:30am

"I Manager Approved

Opportunities for Employees to Re-Validate

Employees can validate from their dashboarad:

Not Employee Validated

_ My Clock-Ins & Tips this Pay Period
Cafe Southside

\ Feb 6, 2020 - Thursday

AN

-
Donovan Mitchell Feb 7 Feb 7 Shift Audit: " Manager Approved
Busser Scheduled: 4:00am 9:00ar 4.50 {"Féb 7, '8:36am admin :
|___Shift Created from Dialog | @ Validate

Worked: 4:08:00am  8:30:00am 3.77 Clock-In Audit: Clock-In Verification

Feb 7, 8:55am admin
Breaks Expected 30 mins Clock-Out chg Feb 7 8:43am to Feb 7
5 o 8:30am
Break 7: Y A
reak(s) S92 Brileam & ml_ns Feb 7, 8:43am Donovan Mitchell
Total Breaks 36 mins Clock-Out from Dolce (test)

Manager's will see approval status from Daily Summary / Approval reports

Donovan Mitchell
Busser Scheduled: 4:00am 9:00am 4.50

Worked: 4:08:00am  8:43:54am 4.00
Breaks Expected 30 mins
Break(s) 7:39am ® 8:15am 36 mins

Total Breaks 36 mins

Clock-in LATE 8 mins Unexcused % 00:08:00

_ Manager Approved

mployee Validated
Clock-In Verification

Shift Audit:

Clock-In Audit:

Feb 7, 8:43am Donovan Mitchell
Clock-Out from Dolce (test)
Feb 7, 8:41am admin
Break @7:39am Updated from 8:39am
- 5:00pm
Feb 7, 8:41am admin
Clock-In chg Feb 7 8:38am to Feb 7
4:08am
Feb 7, 8:39am Donovan Mitchell
Break-In from Dolce (test)
8 Feb 7, 8:38am Donovan Mitchell
asdfa
Feb 7, 8:38am Donovan Mitchell
Clock-In from Dolce (test)

450 characters max

Y.

Reporting

The Daily Summary Report can be set to filter on any punches that are not employee

validated, ie for the pay-period.
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Daily Summary / Clock-In Approval -

Options: 'O Everybody
Roles | 8 of 8 Roles Selected u Approved and unapproved shifts 4 Break '

£mployee Approved Changes Filter | Changes Not Approved %
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Clocking Into SpotOn Teamwork
Using Quick Pin

Last Modified on 11/05/2024 12:06 am MST

Launch SpotOn Teamwork Classic App

NOTE: If the device has not been setup for clock-in, see:
https://support.dolceclock.com/help/setting-clock-in-devices

Type In 4 or 6 digit PIN (provided by employer)

11:07:52 PM
lock-In station 'Te

Sign In from Cl

ch Support’

From the Left Menu > Clock-In / Clock-Out

Dolce Software
I Clock-In / Clock-Out >

Managers on Duty - MOD > .

Clock-In

1. If you are scheduled for a shift, the app will show expected Time / Location / Role.
Select Begin Shift
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https://support.dolceclock.com/help/setting-clock-in-devices

Fabian Cancellara @ Robins Test Custom Cars

You are not clocked in.

4.60 hrs worked in current pay period

Begin Shift

as Fabian Cancellara

> © 10:00pm - 2:00am as Bartender @ Cafe Downtown

> Unscheduled

Sign Out

If you are clocking in for a DIFFERENT or UNSCHEDULED shift, select Unschedule, and
choose Location / Role

Fabian Cancellara @ Robins Test Custom Cars

You are not clocked in.

4.60 hrs worked in current pay period

Begin Shift

as Fabian Cancellara

~10:00pm - 2:00am as Bartender @ Cafe Downtown

) © Unscheduled

Choose a Schedule
<, v Cafe Downtown

Roles: Bartender (Q) v

b. If your company requires authorization for an early or unscheduled clock-in, a
manager must approve before proceeding.

You have 16 more minutes until your
scheduled Clock-In is allowed.
Fill in a reason and get your manager's
approval to Clock-In
This Time Punch Requires Manager
Approval

Select a Manager v

Reason or Notes ‘

Taking a Break
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1. Use the Go On Break button

Fabian Cancellara @ Robins Test Custom Cars

You clocked in at 6:00pm ( 3.7 Hours )

3.71 hrs worked in current pay period

Go On Break

Unpald

End Shift

as Fabian Cancellara

Sign Out

2. Ending Break: Select End Your Break

NOTE: If you are required to take a specified break length, the system will prevent
ending the break early

Fabian Cancellara @ Robins Test Custom Cars

You clocked in at 6:00pm ( 3.3 Hours )
( Break started @ 9:20pm currently 00:25 taken of required 30 mins)

3.76 hrs worked in current pay period

End Shift

as Fabian Cancellara

Sign Out

Clock-Out (End Shift)

1. Select End Shift
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End Shift

as Fabian Cancellara

a. If your company requires your time punch to be Validated

e Review Time Punch and Break

e |f correct, select My Time Punch is Correct

e If incorrect, Type Correction Notes and Submit Correction

e If you claim a labor violation, you may be prompted to have a manager sign-
off

Time Punch Verification
Shift Start Shift End
6:00pm 10:34pm 4.6 hrs
Break Start Break End

9:20pm 10:33pm 74 min

Location Cafe Downtown
roe Bartender

One (1) paid 10 min rest break was made available.

My Time Punch is Correct

Type Correction Notes Here y
Submit Correction
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China Live Running Tips

Last Modified on 02/15/2022 10:58 pm MST

Tips are accessed at the bottom of the FOH schedule, No Tips Run button (or Tips for a
day already run, to review or edit)

A Show Requirements  Tue Feb 12 [5 e Wed Feb 22 [5 Thu Feb 3 24 [5 Fri Feb 4 (24 [ sat Feb 5@ [5 sun Feb 6 @ [5 Mon Feb 7 [5
China Live FOH Add v Add v Add v Add ¥ Add ¥ Add v Add
Hrs:0.00 Shifts: 0
All17 Clock-Ins/NS All 16 Clock-Ins/NS All16 Clock-Ins/NS All16 Clock-Ins Clock-Ins/NS All 14 Clock-Ins/NS All 12 Clock-Ins
Add | Remove Approved Approved Approved Approved Approved Approved Approved
Employees Tips Tips Tips Tips No Tips Run No Tips Run No Tips Run
f

Press either Pooling or Ownership when prompted, it doesn't matter which:

Tip Pooling

Tip Ownership

Select any / all of the Daily Tip Out templates, and press Apply

ync 1o 1 minute intervais

tes: l 7 of 8 Templates AI Apply
-

CC Tips Bartender

CC Tips Server

EPOS OLO

Manager Fees to House

Manager Tips to House
Service Fees - Bar

AL Service Fees - Server

Press Save All to convert the unsaved red triangles to become saved
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China Live FOH

Tip Bundle Navigator
SatFeb5,2022

Bundle Total (w/o Cash) $1,774.66
Cash $0.00
POS Total (w/o Cash) $3,950.35

Additional Tips -s[ 000
Audit/ Amt off | HCTN IR

Delete All

l

View Summary of Payroll Tips

® O CC Tips Bartender

®

6:00am to 6:00am $38.00 CC, $3,338.85

SrvcFees

A P CC Tips Bartender Pool Link

6:00am to 6:00am

After saving, if all tips in the POS have been assigned, then the day will show as balanced

Tip Bundle Navigator
St Feb 5, 2022

China Live FOH
Bundle Total (w/o Cash) $3,950.32
Cash $0.00
POS Total (w/o Cash) $3,950.35
Additional Tips -5
Good! $-0.03

Click on the outdented or "Parent” bundles to view Source Tips

Click on indented or "Child" bundles to view Pools

China Live FOH o Tips Linked
Bundle Total (w/o Cash) $395032 Credit $ 0.00 38.00| | 20f53 TipLinks Selected Vv
Cash $000
POS Total (w/o Cash) $3950.35 AutoGrat $
Good! $-0.03
( View Summary of Payroll Tips ] — B 5500
ota . .
0 CC Tips Bartender
Source ° s ®h
6:00am to 6:00am $38.00 CC, $3,338.85 Notes:|
SrvcFees
Pool ® P CC Tips Bartender Pool Link 0% % of
00! cey 6:00am to 6:00am Equalize srve CCFee Net  Net
® O CC Tips Server ® Employee Add + % Total Multip  Hours CC  AutoGr Cash Fees Total Total Sales Sales
SnatveroR
000 000 000 000
goo:m to 6:00am $499.57 CC, $3,338.85 I Corvartes, Enviquetartender [ Juors[ | 6o 000 oo oo 1888 000 ox 000
rvcFees ¥ ! . !
® 0 EPOS OLO ® Cnatveren 000 000 000 000
Bartender %or$ 617 le2 000 0% 000
6:00am to 6:00am $71.93 CC, $3,338.85 Segundo, Aaron D C] (o7 1912 000 000 000
SrvcFees ® 0.00 000 000 000
+ . . : . n
@ P EPOS OLOPoolLink &+ [ oceed| oopors[ Jores[ | 000 0o oo oo 000 000 0% 000
6:00am to 6:00am
@ ? Kitchen Allocation 1226 $0.00 $0.00 $0.00 $0.00 $38.00 $0.00
6:00am to 6:00am $38.00 $0.00 $0.00 $000
& A Mananar Fase ta Hoi ica e

[Choose a Time Range v] FromlG:OOom

]to [ 6:00am

Save as Default

For Servers, the Parent bundle will show tip-outs to each position (grey rows)
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The Child bundles show downstream pools

e Note that if there are fewer than 3 bussers, tips % will reduce by share accordingly

6:00am to 6:00am Employee Ada+ POS CC Override AutoGr _Override Fees Override _Total _ Total Sales  Sales
oo

Server Tip-Out
6:000m to 6:00am $3,338.85 SrvcFees =

6:00am to 6:00am Chinalive FoH

® O Service Fees - Server ® Barkhurst, Michael Server 17,00 000 ss820 | | | 58820 000 1903 308030

® © Bar Allocation # “Kichenterer @ 000 000 14705 14705 000 25% 0.00

Pools & HouseServer & 0.00 0.00 5882 5882 000 10% 0.00
@ P Bus Run Host Expo Allocation ———
6:00am to 6:00am & BusRun HostExpo server 4 000 000 9999 9999 000 7% 0.00
@ P House Allocation Chpatierort T
5:00am to 6:00am & “BarServer @ 000 000 4706 4706 000 8% 0.00

@ P Kitchen Allocation
6:00am to 6:00am

& BarServer =¥ 000 000 4099 4099 0.00 8

Chinalive FOr
Cabonce, Joshua Server 5800 0.00 51240 C] 51240 000 2000% 256200

(9 scroll Down & “Kichensener @ 000 000 12810 12810 000 25%" 0.00

Add v » THousediner 000 000 5124 5124 000 10% 0.00

QS:?;EZ}‘}‘;%Q??;Q‘; 1 - “BlsRin HostBxpo server 000 000 &7 gn 000 17w 0.00
iR T

% 0.00

If there are changes to time punches, roles, or source tips, then tips must be deleted and

re-run. All tips can be deleted with Delete All, or individual bundles can be deleted with
the X, as shown below,

Tip Bundle Navigator

SatFeb5,2022

China Live FOH save All || Delete Al

Bundle Total (w/o Cash) $3,950.32
Cash $0.00
POS Total (w/o Cash) $3,950.35
Additiona Tips -3

Good! m

View Summary of Payroll Tips

® O CC Tips Bartender
6:00am to 6:00am $38.00 CC, $3,338.85
SrvcFees
@ P CC Tips Bartender Pool Link
6:00am to 6:00am
® O CC Tips Server ®
6:00am to 6:00am $499.57 CC, $3,338.85
SrvcFees

If the day does not balance, the Audit button shows all source tips, and can provide
clues.

Tip Bundle Navigator
Tue Feb 8,2022
Bundle Total (w/o Cash) $1,264.95
Cash $0.00
POS Total (w/o Cash) $2,772.03

Additional Tips -
Audit / Amt Off $-1507.08

The View Summary of Payroll Tips button will present a report of tips that will be applied
to payroll
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e Note: House Account represent tips or fees held by the restaurant for payment or

distribution outside of Dolce

China Live FOH

Bundle Tc al (w/o Cash) $3950.32 from

Tip Bund
SctFo

Tip Calculator for ‘China Live FOH - Sat Feb 5th, 2022

Loz 10of 5 Schedules VJ Roles[ 8 of 8 Roles Selec

Cash $0.00 Tip Source: China Live FOH
POS Total (\ /o Cash) $3,950.35 Roles: [ anquet Server, Bartender, Busser, Host, Server, Sommelier, To go attendaint, Trc
Additional T -3

Good! $-0.03
Note: Tip Imports sync to 1 minute intervals

View summary of Payroll Tips

SrvcFdg

® P Man|

6:

® O Service

6:0001

® P Bar

6:

® P Bus

6:

® P Hou

a

Tip Report
‘China Live' Saturday February 5th =
China Live FOH =
Total Tips
Total srve Tips
Name w/o Cash cC AutoGr |ServiceFee| Cash Total i cC AutoGr Fees Cash |Tips Paid| Owed

Account, House $335.89 $200 $0.00 $33389 $000| $33589 $200 $0.00 $33389 $0.00 $0.00 $335.89
Ajpop, Abraham $2285  $094  $000 $2191  $000| $2285 $094  $000 $2191  $0.00 $000 $2285 -

Barkhurst, Michael $35228  $700  $000 $23528  $000| $35228 $1700  $000  $23528  $000 $000 $35228

Bonilla, Frank $3874 $160  $000 $3714  s000| $3874 $160  $000 $3714  $000 $000 $3874
R1

Caamal, Bernardo $2341  $097  $000 $2244  $000| $2341 $097  $000 $2244  $000 $000 $2341

If you are unable to balance a day, please email support@dolcesoftware.com
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Shift Trades & Swaps

Last Modified on 10/03/2023 11:33 pm MDT

After a schedule has been published, employees are able to view their shifts on mobile

or desktop, and may release shifts for other employees to cover, or requests a direct
swap with a select employee.

Employees view shifts from mobile dashboard:

-
e

N

Clock-In [ Clock-Out
Managers on Duty - M..

My Schedule
Full Hourly Schedule

Full Day Schedule

Or from the full site dashboard:

Teumw?ﬁ':"kw Dashboard  Schedules Employees Tools T® m Stormy Howler

= My Schedule show [
weekaf (1| Jul16,2023 [

v

All Schedules Merged

Sun Jul 16th g Mon Jul 17th Tue Jul 18th Wed Jul 19th Thu Jul 20th Fri Jul 21st Sat Jul 22nd
Howler, Stormy Main Main Main Main Main
Hrs Worked-0.00 9:00am - 5:00prn 9:00am - 5:00prn 8:00am - 5:00prm 9:00am - 5:00pm 9:00am - 5:00pm
Hrs: 40.00 Shifts: 5 Line Line

Line Line Line

To release a shift for other employees to pick up, employee should press Offer this Shift.
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Fri Jun 23, 2023

Main 9o

Cook
1:00pm - 5:00pm  Cook

(0.0/4.0 hrs)

" Offer this Shift l

[ Swap this Shift ]

This prompts a pop up for the employee to list an optional reason for trading the shift.

Click offer.

1 Shift Offer N

Reason for Trading this Shift :]

Cook

e The status of the shift changes to Offered, and the offer can be canceled by

pressing the cancel button (prior to its acceptance and approval)

| Fri Jun 23, 2023 ‘

Main vcor

Cook
1:00pm - 5:00pm  Cook

(0.0/4.0 hrs)

(Click to cancel)

‘ shift Offered ‘
Offer started Jun 19th

Employees will (in accordance with their alert settings) be notified when a shift is
released.

They can view offered shifts on mobile or desktop (dashboard):
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fe
90 -

Clock-In / Clock-Out

Managers on Duty - M...

My Schedule

Full Hourly Schedule

Full Day Schedule

Full Week Schedule

Dashboard / Clock-Ins / ...
Shift Trades 0
Offered Shifts

My Availibility

Days Off

e Employees are able to press Request (if they are qualified for the Role)

Main eor
[ Thu Jun 22, 2023 ‘
Cook
Diego Timid
9:00am - 5:00pm  Cook
Request this Shift
Offer started Jun 19th

e The status changes, and employees are able to Cancel the request (prior to its
acceptance and approval)

Main vcor

Thu Jun 22, 2023 ‘

Cook
Diego Timid
9:00am - 5:00pm  Ceok

Shift Requested
Click to Cancel

Swaps and Trades awaiting Manager approval can be found on the Dashboard
(Desktop), or mobile menu
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e Managers can view theoretical potential hours / overtime effects of a trade

e Manager can Approve or Deny from the dropdown menu

e Upon approval or denial, an alert is sent to all affected parties, and the schedule is
updated.

= Employee Requests show [ESHI=,

Shift Trades Waiting for Mgr Approval

Onix Derpson (TOT Seh: 16.0 hrs, w/trade: 24.0 hrs, has shifts 0 that day, 2 that week) wants Stormy Howler's (TOT Sch: 40.0 hirs, w/trade: 32.0 brs, | shift day of) on Tuesday Jul 18th

9:00am-5:00pm @Main RURNST penson: Doctor's appointment.  requested Jul 14, 2023 618pm =

If multiple requests are made for the same shift, a manager is able to see all requests,
with time stamps of requests, along with aging color indicators, and an icon showing
which request came in first (see below). Upon confirming a trade with one employee, the
others will be automatically denied and naotified.

= Employee Requests show [

shift Trades Waiting for Mgr Approval
w | Stormy Howler (TOT Seh: 32.0 hrs, witrade: 40.0 hrs, has shifts 0 that day, 4 that week) wants Onix Derpson's (TOT Sch: 32.0 hrs, witrade: 24.0 hrs, | shift day of) on Friday Jul 2Ist

©:00am-5:00pm @Main Bartender paqson: working another job. requested Jul 14, 2023 6:20pm

v | Onix Derpson (TOT Sch: 32.0 hrs, wtrade: 40.0 hrs, has shifts 0 that day, 4 that week) wants Stormy Howler's (TOT Sch: 32.0 hrs, w/trade: 24.0 hrs, | shift day of) on Tuesday Jul

18th 9:00am-5:00pm @Main RUANET Reqson: Doctor's appointment.  requested Jul 14,2023 618pm =

) @] v |Captain spots (TOT Sch: 32.0 hrs, w/trade: 40.0 hrs, has shifts 0 that day, 4 that week) wants Onix Derpson's (TOT Sch: 32.0 hrs, wtrade: 24.0 hrs, | shift day of) on Monday Jul

17th 8:00am-5:00pm @Main Bartender  eqson: Asked for this day off. requested Jul 14,2023 6:2pm =

v ‘Kra!en Keens (TOT Sch: 32.0 hrs, w/trade: 40.0 hrs, has shifts 0 that day, 4 that week) wants Onix Derpson's (TOT Sch: 32.0 hrs, w/trade: 24.0 hrs, | shift day of) on Monday Jul

17th 8:00am-5:00pm @Main Bartender paqson: Asked for this day off. requested Jul 14, 2023 6:23pm

Employees are able to see the Status of their proposed activity on their mobile /
dashboard.

= Employee Requests show [EXI=)

Shifts I've Requested

Tuesday Jul 18th 9:00am - 5:00pm @Main, from Stormy Howler [ rending  |RERIRNRENPPTEER

Shifts I've Offered

Friday Jul 2| 9:00am - 5:00pm @ Main Bartendsr Req by Stormy Howler Mgr:
Monday Jul 17 8:00am - 5:00pm @ Main Bartender Req by Captain Spots Mgr:

requested Jul 14, 2023 6:20pm "

requested Jul 14,2023 62Ipm "
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Direct Swaps

e Employees can initiate a direct swap with another employee, as to not release a shift

to the entire staff. In this workflow, the 2nd employee is notified, and upon
agreement, the swap is sent to manager(s) for approvall.

[ Fri Jul 21, 2023
Main 9ot

Server
9:00am - 5:00pm  server

(0.0/8.0 hrs)

1 Offer this Shift ]

» swap this Shift ]

Please see shift swap/trade overview: Shift Swaps, Offers, and Requests
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Mina Group Training

Last Modified on 08/15/2023 9:58 am MDT

Manager Resources

What is Teamwork?
[Placeholder for intro video]
Teamwork is a Labor Center:

e Scheduling, Employee App
e Timekeeping

e Budgeting & Labor Control
e Tips Distribution

e Payroll Prep

What does Teamwork Integrate With
Alahoa

e Pull Employee Data from ADP
e Pull Sales & Tips From R365

Toast & Spoton
e Pull Sales & Tips from POS
Permission Workflow
Admin > GMs
GMs > All Else

Issues

* PROBLEMS: Who applies Permissions (peter suggests GMs)

* Cant find employee: Ask Palani to activate
High Level Overview

e General navigation

114



Scheduling

Scheduling How-To Overview

https://support.dolceclock.com/help/scheduling-overview
Copy Schedule forward from prior week or template

https://support.dolceclock.com/help/scheduling-copy-forward-from-prior-week-or-
template

Adding Events to Schedules
https://support.dolceclock.com/help/adding-calendar-events-and-shift-prep-notes
Adding Weather to Schedules
https://support.dolceclock.com/help/adding-weather-to-schedules
Adding Sales Projections to Schedules
https://support.dolceclock.com/help/entering-projected-sales
Publish Schedules
https://support.dolceclock.com/help/publish-schedules

Activating / Inactivating Employees

Assigning Permissions

Editing Employees

Assigning employees to primary and working schedules

https://support.dolceclock.com/help/assigning-employees-to-primary-and-working-
schedules

Assigning Roles to Employees, individually and bulk
https://support.dolceclock.com/help/assigning-roles
Adding working locations and roles to employees

https://support.dolceclock.com/help/adding-working-locations-and-roles-to-
employees
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https://support.dolceclock.com/help/scheduling-overview
https://support.dolceclock.com/help/scheduling-copy-forward-from-prior-week-or-template
https://support.dolceclock.com/help/adding-calendar-events-and-shift-prep-notes
https://support.dolceclock.com/help/adding-weather-to-schedules
https://support.dolceclock.com/help/entering-projected-sales
https://support.dolceclock.com/help/publish-schedules
https://support.dolceclock.com/help/assigning-employees-to-primary-and-working-schedules
https://support.dolceclock.com/help/assigning-roles
https://support.dolceclock.com/help/adding-working-locations-and-roles-to-employees

Inviting Employees to Activate Account / Download App
https://support.dolceclock.com/help/invite-employees

MOD Manager on Duty Designation
https://support.dolceclock.com/help/mod-manager-on-duty-designation
Inactivating Employees

https://support.dolceclock.com/help/inactivate-reactivate-employees

Availability & Time-Off

Entering / Approving employee Availability & Time-Off
https://support.dolceclock.com/help/manage-availability-time-off
Blocking Dates from Requests Off

https://support.dolceclock.com/help/blocking-dates-from-time-off-requests

Printing Schedules

Weekly
https://support.dolceclock.com/help/printing-schedules
Single Day - Shift Prep

https://support.dolceclock.com/help/shift-prep-report

Setting Up Clock-In

Enable Clock-In Device:
https://support.dolceclock.com/help/setting-clock-in-devices
Clocking-In to the Teamwork App

https://support.dolceclock.com/help/clocking-in-to-the-dolce-app

116


https://support.dolceclock.com/help/invite-employees
https://support.dolceclock.com/help/mod-manager-on-duty-designation
https://support.dolceclock.com/help/inactivate-reactivate-employees
https://support.dolceclock.com/help/manage-availability-time-off
https://support.dolceclock.com/help/blocking-dates-from-time-off-requests
https://support.dolceclock.com/help/printing-schedules
https://support.dolceclock.com/help/shift-prep-report
https://support.dolceclock.com/help/setting-clock-in-devices
https://support.dolceclock.com/help/clocking-in-to-the-dolce-app

Enforce Early/Unscheduled Clock-In: https://support.dolceclock.com/help/force-
restriction-options-for-early-clock-in

Geofence Clock-In:
https://support.dolceclock.com/help/geofence-setup

Permission Mobile Clock-In: https://support.dolceclock.com/help/mobile-clock-in-
adding-permission

Custom prompt at Clock-In:

https://support.dolceclock.com/help/custom-prompt-at-clock-in-or-clock-out

Personal Settings
Customizing admin / manager alerts (i.e. text and email alerts)

https://support.dolceclock.com/help/admin-alerts

Managing Employee Shift Trades
Overview

https://support.dolceclock.com/help/manage-shift-trades-swaps

Editing & Approving Time Punches

Editing & Adding Punches (Video)
https://support.dolceclock.com/help/edit-time-punches
Adding Time Punches
https://support.dolceclock.com/help/add-time-punches
Approving Punches

https://support.dolceclock.com/help/approving-time-punches
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https://support.dolceclock.com/help/force-restriction-options-for-early-clock-in
https://support.dolceclock.com/help/geofence-setup
https://support.dolceclock.com/help/mobile-clock-in-adding-permission
https://support.dolceclock.com/help/custom-prompt-at-clock-in-or-clock-out
https://support.dolceclock.com/help/admin-alerts
https://support.dolceclock.com/help/manage-shift-trades-swaps
https://support.dolceclock.com/help/edit-time-punches
https://support.dolceclock.com/help/approving-time-punches

Time Punch Common Questions
https://support.dolceclock.com/help/time-punches-common-questions
Auto Punch for Salary Employees
https://support.dolceclock.com/help/auto-time-punch-for-salary
Turning on Setting to allow for Employee Punch Requests
https://support.dolceclock.com/help/employee-punch-requests-settings
Manager Approval of Time Punch Requests

https://support.dolceclock.com/help/manager-approval-of-employee-time-punch-
request

Employee Punch Requests (Employee Training Resource)

https://support.dolceclock.com/help/employee-time-punch-request

Tips
Troubleshooting POS Imbalance

https://support.dolceclock.com/help/tips-troubleshoot-imbalance-with-pos

Manager Approval of Payroll

Assigning Managers to Approve Payroll
https://support.dolceclock.com/help/assigning-managers-to-approve-payroll
Manager Approval of Payroll
https://support.dolceclock.com/help/manager-approval-of-payroll
Secondary / Final Approval of Payroll

https://support.dolceclock.com/help/final-approval-of-payroll
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https://support.dolceclock.com/help/auto-time-punch-for-salary
https://support.dolceclock.com/help/employee-punch-requests-settings
https://support.dolceclock.com/help/manager-approval-of-employee-time-punch-request
https://support.dolceclock.com/help/employee-time-punch-request
https://support.dolceclock.com/help/tips-troubleshoot-imbalance-with-pos
https://support.dolceclock.com/help/assigning-managers-to-approve-payroll
https://support.dolceclock.com/help/manager-approval-of-payroll
https://support.dolceclock.com/help/final-approval-of-payroll

Payroll Routines - Best Practices

https://support.dolceclock.com/help/payroll-preparation-best-practices

Employee Wages

Using California Break Law tracking and control

California Break Rules in Teamwork
https://support.dolceclock.com/help/californio-break-rules

Using Employee Validation & Managing Break Violations
https://support.dolceclock.com/help/time-punch-validation-with-california-break-laws
Labor Compliance Overview

https://support.dolceclock.com/help/labor-compliance-and-time-punch-validation-
overview

Manager and Employee Alerts for Approaching Mandatory Break

https://support.dolceclock.com/help/break-approaching-alerts-for-managers-and-
staff

Logbook Setup & Use
e Logbook Overview
https://support.dolceclock.com/help/logbook-overview
e Logbook Setup
https://support.dolceclock.com/help/logbook-setup

e Logbook Entry
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https://support.dolceclock.com/help/labor-compliance-and-time-punch-validation-overview
https://support.dolceclock.com/help/logbook-overview
https://support.dolceclock.com/help/logbook-setup

https://support.dolceclock.com/help/logbook-use
e Logbook Troubleshooting Email Non-Receipt

https://support.dolceclock.com/help/logbook-troubleshooting-email-non-receipt

Tips

Sandbox..

Dashboard

Other Modules
Employee Certifications

Manager Notes (Employee Review)

120


https://support.dolceclock.com/help/logbook-use
https://support.dolceclock.com/help/logbook-troubleshooting-email-non-receipt

Employee Time Punch Request

Last Modified on 10/24/2019 12:09 am MDT

Desktop

e From the Main Toolbar, go to Dashboard
e Scroll to My Clock-Ins
e Select Submit Clock-In/Out Request

Dashboard Schedules Employees Avail/DaysOff Tools o a &

= My Clock-Ins & Tips this Pay Period

Last Pay Period was Sunday_Oct 6, 2019 12:00am to Saturday Oct 19, 2019
Current Pay Period is Sunday Oct 20, 2019 12:00am to Saturday Nov 2, 2019

—ﬁSubmit Clock-In/Out Request

"I Hide Clock-In/Out Authentication Photos

<l |Oct 20, 2019 [ from Sunday Oct 20, 2019 12:00am—Saturday Nov 2, 2019 11:59pm

Enter the following

Location (Primary)
Role, ie "Travel FOH LA"
Start and End Time
Press Save Changes
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Location Role
1 - Brentwood FOH # Travel FOH LA (Q) [ Shift Options
|
1 CIOCR-IH ||mes
Start Time

End Time

Oct 20, 2019 10:00am

Oct 20, 2019 8:00am

Break Times
Start Time

End Time

0ct 20, 2019 12:00am@ Oct 23, 2019
Oct 23, 2019 12:00am@

12:00am
Oct 23, 2019 12:00am

Notes & Dialogue to Employee

Save Changes
Approve
Clock-In
@)

NOTE: If the Role you need is not visible, request a manager or ADMIN to provide the
Role.

Mobile

The process is initiated from Dashboard | Clock-Ins / Tips

122




Dolce Software
Clock-In / Clock-Out

Managers on Duty - MOD
My Schedule

Full Hourly Schedule
Full Day Schedule

Full Week Schedule

—ﬂ Dashboard / Clock-Ins / Tips

Shift Trades 0
Open Shifts

My Availibility

Days Off

Employee List

Press the Submit Clock-In button and proceed as above

VW | SVeEY | VIV S VRN [ WV

v Vv Vv Vv

(

Yvette Loyola @ Susie Cakes

(l.

mt Clock-In/Out Request

Hide Clock-In/Out Authentication Photos

08 - Lafayette FOH

l Oct 23, 2019 - Wednesday

|

('_ Yvette Loyola

]
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Reviewing Hours Worked Video

Modified on 10/30/2019 2:37 pm MDT

<) TOurR
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https://dolcesoftware.knowledgeowl.com/help/shift-swaps-offers-and-requests
https://dolcesoftware.knowledgeowl.com/help/clock-in

Setting Language Preferences

Last Modified on 06/16/2023 12:41 pm MDT

Teamwork provides language support for Spanish, Mandarin, French (Haiti)
Critical functions, i.e, clock in/out (app), employee invites, and others are translated.

To pre-set language for an employee, from the top toolbar go to Employees. Select from
the language dropdown as shown below.

L
Teuqurkh# Dashboard Schedubes Employees Reports Shore Files g Tools 13 iy Trial Q @ I, Tech Support
FOH
V' Bistro FOH
Vrfy Txt / Email - 96% Only One, 96% Both
Name Email send verify 2 send verify Language

Unassigned (employee place holder) @
, Spoton Ti
(Sp%tOnTrqin @ ?@
Aguilera, N .
(Aguirera, M) (&) ) mercedesaguilerago@gmailcom (720) 762-1360 | ¥ English
26d since hired Spanish
: Mandarin
Bonilla, Mc ; f ; _
(bomlio ) “ ﬁ@ mariahbonilla0s @gmailcom (720) 323-6040 French (Haiti)
Brown,
9 Grown, i & ﬁ@ 16morganbrown@gmail.com (720) 630-6491 English v
26d since
Goss, . == " ; - i
(ossty 4 f‘@ justinevallaire@gmailcom (503) 559-4266
—
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Modified Shifts

Last Modified on 06/06/2023 7:52 am MDT

How to view edits made to a schedule?

From the schedule view, the "M" shown below indicates a shift has been Modified.

Clicking on the shift will show the audit trail of changes. In the example below, the shift
was created after the schedule was published.

Pressing the SHOW DELETED PUNCHES toggle will reveal deleted shifts:

Pasted_Image_5_26_23__6_22_AM.png

Deleted shifts look as shown below. Clicking the shift / audit trail will show who made the
delete and when.
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Viewing Your Pay

Last Modified on 11/06/2023 1:31 pm MST

Teamwork is not a payroll processor, so we do not house paystubs.

Employees whose employers utilize SpotOn Teamwork use our system to pass paydata
to their payroll company of choice. We'd recommend asking your manager or employer
for specifics if you have any additional questions!

You are able to review your hours worked, wages, and tips where applicable (pre-taxes)
within your Teamwork mobile application and desktop:

https://support.dolceclock.com/help/review-hours-worked
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https://support.dolceclock.com/help/review-hours-worked

How to View Tips Detail as an
Employee

Last Modified on 03/19/2024 5:28 pm MDT

Notes:

Viewing tips detail requires that tips rules have been run” by a manager.
The range of detail that is visible varies by location and tips rules.
From Desktop

1. Click Dashboard from the top toolbar

2. Scroll to My Clock-Ins and Tips, and select the date/workweek you wish to review

= My Clock-Ins & Tips

Pay Period
saring < |Mar4,2024 (3>

3. Scroll to Tips section, and select a date

Tips
Pay Period Tip Details - Monday Mar 4, 2024

Bouchon Yountville Dining Room - Thu - Mar 14, 2024 ‘ [ Bouchon Yountville Dining Room - Fri - Mar 15, 2024

4. Select Tip "Bundle’ (based on restaurant rules)

Tips detail will be shown, and varies depending upon whether being viewed by a direct or
indirect tips earner. The example shown below if from the perspective of a direct tip
earner who tips a % of tips to various support pools:
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@ O server MID

1:00PM to 5:00PM $1,657.77 CC
® O server PM

5:00PM to 4am $3,751.20 CC

3386.91 $386.91 $0.00 $0.(

E

Notes:
POSCC POS POS AutoGr Net Net
Employee Add+ POS CC Override AutoGr Override  Total Sales sales

None

Bouchon Yountyile Dining Roorr

Charles, Rebecca Semver 769.94 [:] 0.00 [:] 769.94 2209% 348575
» “slipport SR V5  Total sales 177.09 000 177.09 23%' 0.00

Bouchon Yc ile Dining R¢
» “sommeliersei/E Er wine 3465 000 3465  45%  0.00
# “Kitehen S4re " otal sales 16939 000 169.39 22% 0.00
# PBOrEE E9Y bl sales 3850 000 3850 5% 000

The amount and % tipped to support pools are shown above in the grey rows.

From Mobile

From the Teamwork Classic App (the new Teamwork App does not yet provide this

function)

1. Press Dashboard [ Tips from side menu

2. Select Date

3. Select Tip "Bundle” (based on restaurant rules)

Tips detail will be shown, and varies depending upon whether being viewed by a direct or

indirect tips earner. The example shown below if from the perspective of a direct tip

earner who tips a % of tips to various support pools:
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& -

Clock-In / Clock-Out

Managers on Duty - MOD
My Schedule

Full Hourly Schedule

Full Day Schedule
Full Week Schedule
Dashboard [ Clock-Ins / Tips
shift Trades

Offered Shifts

®
Tips Created @ Bouchon Yountville Dining Room * kil
1:00PM to 5:00PM $506.02 CC

| | Bouchon Yountville Dining Room - Thu - Mar 14, 2024 l ® O server PM

5:00PM to 4am $2,107.14 CC

Notes:
POS CC POS POS AutoGr Net Net
Employee Add + POSs cC Override AutoGr Override Total sales Sales
None

i B S5V " 65.00 0.00 6500 236% 30425
# "Support terve A Total sales 14.95 0.00 | 1495 23%" 0.00
# “Sommalier “577" @ Wine 292 0.00 | 292 45% 0.00
& R 2" % Totol Sols 1430 0.00 | 1430 22%" 0.00
# “Bar 52" Total sales 325 0.00 | 325 5% 0.00

The amount and % tipped to support pools are shown above in the grey rows.

On some mobile devices, the screen may need to be turned horizontally for the image to
show clearly. The new mobile version will provide an easier to read visual. If viewing is
difficult on mobile, see the preceding section on viewing from desktop.
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Scheduling Overview

Modified on 11/06/2023 1:16 pm MST
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Schedule Copy from Prior Week
or Template

ified on 04/25/2019 7:01 al
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Schedule Sections & Groups

Last Modified on 10/09/2023 1:35 pm MDT

Schedule Sections & Groups

SpotOn Teamwork allows for the creation of Schedule Sections and Groups. They are
easy to set up and use! When scheduling, managers will now be able to choose from a
defined list of sections, reserving the shift notes field for other freeform notes to their
employees. And the employees will have clarity on what to expect for their shift.

From the Gearwheel, navigate to Roles [ Groups Settings

@ General Settings

@) Roles / Groups Settings

£ Logbook Pro Settings
@ Reminders, Certifications & Custom

©3 wage settings / Rules

Scroll down to Schedule Groups (below roles) where you will see the ability to "Create a
Schedule Group” under each of your schedules.

1. Schedule Sections

To add Section tags to your shifts, you will want to select the top option "Use Schedule
Sections." Then add whichever sections you need for your schedules. NOTE: You can drag
them into the intended order.
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https://www.loom.com/share/e6f989801cb64f768ad3f2cdbc715c37

Schedule Groups

Click 'Create a Schedule Group' to get started.

The Masonry Bar

The Masonry Bar FOH

I @ Use Schedule Sections I

O Mop Roles to Schedule Groups

Drag a group bar to sort. Select Options

The Masonry Bar BOH

() Use scheduls Sections
@ Map Roles to Schedule Groups

‘ Section 2

Credte a Schadule Group

‘ Section 1

‘ Balcony

‘ Section 3

|Hightops

® ® @ ® ®

Create a Schadule Group |

You will see these options available in the Sections drop down menu when you go to

create a shift.

This level of detail will help managers to write a nuanced schedule, as well as set clear

Shift Information
Edit a Shift for Monday at Location [m]

! Employee Pool Roles Employee(s) Sections

Oprimary Localion gqrvor (q) +J [bune, sason - (75 ) sehec ] | (section 1 +]
® All Associated
shift Start Time shift End Time - don't show [ ] Expected Break Time
[Feb 27,2008 =[200pm [Feb 27,2023 5‘ 10:00pm| (minutes) shift Audits
Feb 16, 119pm EST Tech Support
Designated reaks Copied from week of Feb 20, 2023
Shift Notes (cisplayed on schodulo) Shift Audiit
| Schocod Unschacuod

Edit a Shift for Monday at Location

Employee Pool Roles employee(s)

None
Saction 2

() Prirnary Location

@ all Associated [Sarver(Q] v] I‘ 1son - {11 hrs) Schec ¥

 Section 1

Shift Start Time Shift End Time - don't show [ | Expected Bred

[Feo20.2023  [z00pm | [rep 20,2003 (| 1000pm| (mmum

expectations for your employees.

Balcony
Sectlon 3
Hightops

to setup Colors
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Server
Quinn Flowers
200pm = 10:00pm
Sarver

Jason Dune
200pm = 10:00pm
Sarver Section |

Rorie Smithereen
200pm = 10:00pm
Sarver Section |

please restock wine
bottles

Section tags will show in the mobile app as well as Shift Prep report. We suggest
grouping by Role for Section clarity. https://support.dolceclock.com/help/shift-prep-
report

2. Schedule Groups

We think of Schedule Sections as a more detailed, micro distinction of a scheduled shift.
On the flip side of the coin, we have Schedule Groups - a macro grouping of roles. To set
up Schedule Groups, select the second option "Map Roles to Schedule Groups'. Create
as many groups as you need by clicking "Create a Schedule Group’. NOTE: You can drag
them into the intended order.

() Use Schedule Sections
I E Map Roles to Schedule Groups I

—] ‘EOH Management | =
Group Roles:
‘ 3 of 7 Rolas Selected hd ‘

—] |FDH Management | =

Group Rales:

‘ 4 of 7 Roles Salectad e ‘

‘ Creqgte a schedule Group

Then you have the opportunity to select which roles should roll up into the group.
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C' Use Schadule Sections
@ hMap Roles to Schedule Groups

= |EOH Management ‘ ®
Group Roles:
3 of 7 Roles Selectad ~ I
|| All Roles
= BOH MIT GLCG:IE:D
Chet GLCode:[ |
FOH pIT GL Code: D
Crea Gaeneral Manager GL Code: D
Sous Chef GL Code: D
AGM GL Code: D
FOH Manager GL Code: D

On the schedules, you have the ability to sort by: "Groups’, and you can will see each
group bannered.

Sortby: A-T | Roles | AM/PM Roles -? EST

~ F =~ q_ Draft: This schedule is not visible to employees. By :,? M = 1

2 Ehow foquirements [ Heod e, Feh 13 (25 [5) Iﬁ'[maram-t Wed Feb 15 (24, -

Thu Feb 16 (24 [5 Sat Feb 1824, [ sun Feb 19 (24, 5

Add = Add w Add = Add = Add » Add Add =
__ Clear throughout Clear throughout Clear throughout __ Llightrainstartingin _ Rainin the morming Clear throughout Fartly cloudy
4 the day. 46% (39°F - the day. 0% [40°F - C the day. 1% (44°F - 4 the afterncon. 74% 4 and afternocon. 90% o the day. 10% (27F -  throughout the day.
"¢ 58%F) 55°F) BEF) W (53 - 66°F) "8 (327 - 6FF) 43°F) 0% (34°F - 49°F)
iy sinhdays Volentingspay i Birthdays iy Eirthdoys
Brown, Joson K Mantilla, Rhonnirose O Moss, Mary C

Unassigned

irs: B8.00 Shifts:
8:00am [ 12 8:00am - :00pm 8:00am - ¢ 10:00am - B:00pm
Chef Chef Chef Chef
BB roopm - 11450 2:00pm - 12 2:00pm - | 1n:00am -
Chef Chef Chef Chef cChef
FOH Management
Unassigned 3:00pm - 1:00am TL0Dam - 8:00pm 1:00am - 9:00pm 6:00am - 3:00pm 6:00am - 3:00pm
ira: B8.00 Shift FOH Manager - Closer [FOH Manager FOH Manager FOH Manager - Cpen FOH Manager - Open
4:00pm - 2:00am
FOH Manager - Closer
9:00am - 7:00pm 2:00pm - 1:00am 1:00am - 9:00pm TE0Dam - 8:00pm 3:00pm - 1:00am
FOH Manager FOH Manager FOH Manager FOH Manager FOH Manager - Closer
- Beverage Day
o Unscheduled
B Shifts 5:53pm - S:00pm
irs: 000 Shifts: @ General Manager
L &00am - £00pm o &:00am- 400pm o TEOOam - 8:00pm o Z00pm - 200am oo 00pm - Z00am
ire- BROO Shifte & General Manager General Manager ‘General Manoger General Monager General Manager
- Swing - Closer - Close
== 3:00pm - 1:00am 4:00pm - 200am 1:00am - 8:00pm 11:00am - S:00pm 10:00am - B:00pm
irs: BO.0O 5h 5 AGM - Closer AGM - Closer AGM - Swing AGM - Swing AGM - Swing
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Entering Projected Sales

Last Modified on 10/09/2023 1:48 pm MDT

Teamwork makes it incredibly easy to input sales projections. When sales projections are
populated, you will get a clear picture of your forecasted labor costs based on the
schedules you build. We provide four methods of getting these projections in.

The Setup

Designate one schedule per location as the point of entry for projections. Other
schedules can be mapped to the same sales projection and actual numbers in General
Settings > Schedule Settings. Please reach out to Teamwork Support if you need
assistance with mapping sales.

This article shows four methods to input projection (or sales) data.

1. Daily Sales Projections Per Week

The newest method to add sales projections for the week is highly efficient, and presents
comprehensive optionality for your sales forecast calculation. From the schedule view,
click on the sales forecast icon.

Chenky Boy Derr \ 4

a9
Teamwgdg Dashboord Schedules Employees Reports Sharefiles £ §.& Tools o® 4 Tech Support

Week of Jul 31,2023 BI 2 of 16 Schedules v ’\‘EH by Time “ by Role I -G@ee%m@;f

Sortbby: A-Z | Roles | AM/PM Roles | Groups @ EDT

Clyde’s Felines and Fries

v : ~ -
Main Draft: This schedule is not visible to employees. [l IV =R 8 EE‘ "~ W)

AT foquemenn oot on I NE 5 Tue Aug1 &, [ WedAug2(@ B2 ThuAug3 @ F Fri Aug 4 24, 5 sat Aug 5 @ 5 Sun Aug 6 @, [§
2 57! ug 2y 5 ug 224 5 ug 324 15 9 42Y 5 2 ol 2 5!
Add - Add w Add w Add w Add v Add ¥ Add w
57°F - B2°F 59°F - B2°F 60°F - BS°F 63°F - 88°F 67°F - 87°F 62°F - 80°F 58°F - B3°F
Day - Mostly Clear Day - Mostly Clear Day - Partly Day - Partly Day - Mostly Day - Partly Day - Mostly Clear
Cloudy Cloudy Cloudy Cloudy

20% precip

4
From here, Teamwork gives you the ability to add a week's worth of sales projections with
one click. The three columns correspond with three separate calculations.
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Daily Sales Projections - Week starting Monday Jul 31, 2023

(hold down shift and launch to get detailg)

Use 4 Week Trand Usa 4 Week Average Use Prior Week Actuals
DGY vs Prior Year Jul 2, 2023 to Jul 30,2023 ‘ Jul 23, 2023

Monday Jul 31, 2023 $8,478 $8,663 $6,677
Tuesday Aug 1, 2023 $8,938 $10,222 $10,109
Wednesday Aug 2, 2023 $9,212 $9,575 $6,874
Thursday  Aug 3, 2023 $10,375 $13,527 $25,222
Friday Aug 4, 2023 $17,256 $17,351 $17,820
Saturday Aug 5, 2023 $25,122 $21,776 $21,393
Sunday Aug 6, 2023 $7,534 $7.853 $9,376
Totals $86,915 $88,965 $97.47

Click one of the three buttons to populate projections based on the following:

1. Use 4 Week Trend vs Prior Year applies Teamwork's algorithm. We observe year-

over-year data and apply the trend (+/-) to your projections

2. Use 4 Week Average is a straight average of the previous four weeks of sales.

3. Use Prior Week Actuals will take the previous weeks sales figures as this week's

projection.

Now your projections are in place for the entirety of the week!

Sched

Hours 00

| 8,663

0.0%

Sales
% Hourly

Tips ($0)

Act Sched Act Sched

00 0.0 00

E=le

0.0% 0.0% 0.0%

7 Note s

00

[ [s575)

0.0%

Note (30)

Act
00
[
0.0%
A

Sched

0.0

0.0%

Note ($0)

Act

00

E=ls

0.0%
A

Note

" (73]

Sched Act

0.0 00
o
0.0%

(30)

0.0%

A
Note

Sched

0.0

" =)

0.0%
(30)

Act Sched

00 0.0
[
0.0%

A
Note

0.0%
(50)

=

Act

00

0.0%

A
Note

NOTE: If you hold down SHIFT on your keyboard, before clicking the icon, it presents you

the figures from the previous weeks that are included in the calculation!
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Dec 26, 2021 to Jan 23, 2022

Use 4 Week Average [

$745 (Mon May 10 2021 $745)

(Tue Dec 14 2021 $4,084

$4,332

Tue Dec 212021 $2,472
Tue Dec 28 2021 $5,581

Tue Jan 4 2022 $5,191)

(Wed Dec 15 2021 $9,531

$8,854

Wed Dec 22 2021 $5,988

Wed Dec 29 2021 $12,608
Wed Jan 5 2022 $7,291)

2. Manual Entry of Projections by Day

At the bottom of a schedule, enter a sales projection in the field indicated below.
Actual sales can be synced to your cloud-based POS, or entered manually.

Hours

$ Hourly
Salary
Sales

% Hourly
Tips

Sales per Lbr Hr

To view sales history and trend data, click the arrow in the cell to the right of the

Sched Act

0 1479

910  $840

750 0 7

(7.250] " [9.763| 25%

— ) MHrs
126%  8.6%
A

($1.971) Note
$4366 $6603

Trans: 29 Guesis: 257

Resync saes ips

actual sales in the Sales column, as shown below:
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Hours

$ Hourly

Salary

Sales

% Hourly

Tips

Sales per Lbr Hr

Sched
1490
$910
$0

(720" (5783) 7

12.6%

($1.971) " Note

$48.66

Trans: 99 Guesis: 257

Resync SalesTips
Resync Punches

Act
1479
$840
$0

ANl N N

8.6%

$66.03

You will see prior days, for instance the prior five Thursdays, and their same-day year-

over-year comparisons. Click Apply to use the software's projection based on trend

data, or type in a sales projection into the field shown below

Sales Projection for Thursday July 13th, 2023

Jun 22
514,000

$12,000
$10,000
8,000

Sales $

SZ 524

Close

56,000
Jun 23 Jun 30 Jul 14 Jul 21
Prior Year 2022 Thursdays ~ $Act/Prj  Tics/Guests Current $Act/Pr Tics/Guests YOY
Jun 23 7410 .12/ 241 | Jun22 7,053 . 100/ 228 | -5%
8284 " 7,250 '
Jun 30 9,148 ‘5\27/285 Jun 29 8273, na /277 |-10%
7,939~ 7000~
Jul7 7052, 115/234 | Jul6 7420 100/ 239 | 5%
9,48 % 6,800
Jull4 7534, 17/256 | Juli3 — Y 9,763 . 99 /257 |trend
~ Projection 4 8
8,126 $7,775 [m] 7,250 32%
Jul 21 8470 , 119/270 | Jul20 8373 , /294 | -1%
7,534~ 8,200

3. Bulk entry of projections based on prior year or

prior periods.

140



From the source schedule, click the copy icon (same icon that is used to copy
schedules forward) .

E=2RY =

In the example shown below, sales projections based on prior year actual sales +5%
will be copied forward for 52 weeks. Note that we have selected "None' for schedule-

copy (left arrow)

To the week of Thursday Sep 14, 2023 and repeat for | 52 | week(s)

® From the week of:

O From template | Template Choice v.|

Shifts Projections agpyrenax(s |

Copy Schedule O None
) © None O use sales Projections from Copy Source

O original (as Published, no M shifts) O Use Actuals from Copy Source

O current (including Modifications) ) o
® use Prior Year Actuals for Sales Projections
ACST'QH Som e starting Thursday Sep 15, 2022

O use Average of Actual Sales over prior

CEOpr Events D Eakd
Shift End Times

) ® No Change
O show All End Times to Employees

O Hide All End Times to Employees

4. Import Sales Projections

From the Gearwheel Menu > Importing
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Q@ L\ . TechsSupport

{8} General Settings

@ Roles | Groups Settings

£ Logbook Pro Settings

L::? Reminders, Certifications & Custom
D5 wage settings [ Rules

D5 Holiday / Premium Wages

e, @@ 1ip Templates / Settings S€
& Analytics / Publishing Settings

% Accrual Policies PTO [ Sick

A\ Alert Notification Settings

worki § Blackout Request-Off Dates

ﬁﬁ Late [ No-Show [ Term | Scorecards
B8 Quick Links | Dashboard Widgets
A Global [ shift Prompts Setup

& Payroll Mapping

4 Point of Sale Mapping

+) importing

& Payments / Billing

" r,

Scroll to Import Sales Data

Import a CSV file with a column for both Date and Amount . See settings in the example
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below.

Import Sales Data

CSV File Format:

"Date”,"Amount’[,"Comment”][,"Schedule’][,"<Schedule Name>"...]
10/1/2014,$3344.11,"Test Comment here”

10/2/14,°$1,000","

10/9/14,"10%" "

Location: Data Typty
){ Main v\ O Actual @ Projected O Goal

{ Click to upload a data file ‘

Or, just drag a file here!

Format Example

A B

1 Date Amount
2 9/16/19 5000
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Shift Prep Report

Last Modified on 07/16/2023 11:46 am MDT

View and print a Shift Prep Report with OT status and Shift Prep Notes from your
Dashboard or Reports.

Report will appear after selecting Schedules [ Roles [ AM + PM selections

Teamwgtl:‘._ Dashboord  Schedules Employess Reports Share Files = Tooks Q @ -:5 Tech Supporl

= Shift Prep Report

Chooss your Shift Prep Schedules | 3 of 24 Schedues w |

Growp N'th.| RolessSections w | Filber Lwl Aol v PO v|

AM + PM Shift Prep Notes for Sunday July 16th 2023
AM @ 12:00am

Location: West 3rd rrojectsd scies of $100

Departrment: FOH
T4°F - BIF
- Maostly Cloudy
R o

- Claudy

% ,...E».i:.

P S S I8

Schedule: West 3rd FOH

Name Ehift Tirme Rale Hoies Phone
Bartender
Fronk Restrepo T30am - 400pm Dortandear (214] 427-2347 3438 240 3876
Etryan Hiu 1:00am - &00pm Bortender (28] Si4-1772 IR 440 3nE2
Cashier
#na linoras Ti0om - LOtpm Cizshisr (@) S02-7204 10,43 anas
Andre Doga E00pm - B:00pm Coshiler [347) Ba1-4533 26.35 4410 076
Hostfes
Shes-Love OLL 10:00arm - BOdpm Hostfes (M) em-aza7 368.31 40 387
Runinar
Hugn Farar :bbam - Hikpm FUnN&r (551] 26E-HEED 2943 0.40 2482
Andres Gialdo T:00am - 4.00pm Runner (M) 3741222 2236 240 2476
Tormos Carillo Moss Z100pen - BxD0pm Runner [B:31) 28&-1080 403 4.00 EO3
Server
Staphany Ruiz Tibom - 200pm Sarvar (3337} 280-D5T1 3640 140 a780
Gio Graciano 1Z2:00pm - S00pm SErvEr [347) 734-6458 3498 4.40 3838
Troines FOH
Joel Bolle 700arm - LO0pm Traimes FOH B37 1837
il L e aTar= A0 L Lral T Af 20 (i

Print with PDF Export icon

% Export PDF / Print

e

Alternatively, run the report from Reports > Shift Prep
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TECII‘I"IW&EE Dashboard Schedules Employees Reports ShareFiles &  Tools

Reports

| Shilt Prep vl Juls a0z 5

Vararestay aan trrs b FDOu

options— | Al v| | BofBchecues Y

] show Details Graup with:

Hora w Fittarby st + Pt w| Bl Show Phana Humbers B Include Weathar Farscast

HTML | POF [ C5W Report Stotus
Stue  Recuestedon  Tire  Mome Lo | Gpen
Reody Jul 16 10F2om D35 Shift Frep_ 182 _Jun 10 _to_Jun Z3heml & View Raport

AM + PM Shift Prep Notes for Sunday July 16th 2023
AM @ 1:00am

Location: Century City rojocted sales of 88

##h Birthdays

Gutiarmes, Char

Department: FOM
GirE - BIF
) Day - Clear

| Qwarnight - Clear
Wit 5B Bl A0S

Echadule: CC FOH

Hone

Departmant: BOH
Schedule: Pqnlry
MNone

Schedule: CC Kitchan

Hone

Enter Shift Prep Notes from the Schedule (which will appear on the Shift Prep Report)

Add = Add Add =
BO°F - BZ=F . » BIFF - BEB°F B4°F - B2°F B4°F - B7°F
- Day - Clear [ Day - Clear - Day - Clear [ Day - Clear -
() Overight - Clear ,. Overnight - Clear ) Overnight - Ciear () overight - Clear

CC FOH Shift Prep Notes for Sunday July 16

Enter New Notes v

i_NeiI is setting up o private dining room for this event

Add a Note

Mon Jul 17 24, B2 Tue Jul 1834, B2 Wed Jul 18 34, B2 Thu Jul 20

B
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For adding Calendar Events, see: https://support.dolceclock.com/help/adding-calendar-
events-and-shift-prep-notes
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Publish Schedules

Last Modified on 10/09/2023 1:37 pm MDT

Check the Publish checkbox to publish an individual schedule, or use the Global Publish to
publish multiple schedules simultaneously, as shown below.

woekal (| Jun 18, 2023 E| 3of 45chedules v B by employes A byTme | by Role ‘ ]

Sortby: 47 | Rolaz | AMIPM fioies | Groupe BT

Locolions

k. 4
BOH Droft: This schadule is not visible 1o employsss.

& Dewtebomerts eod g0 11835 ) # yon uno 215 Tue un2035 5 Wedn21G 5 Thudun22 [ frin 235 satun 24
Add # hdd ¥ Add = Add # Add w Add # Add =
Fathar's Day Junetesnth

Bock of the House, BOW 12:00pm - 8:00pm 6:00pm = 1¢:00pm

s k000 - B

1= 12.00 Shifts 2 i, VR

Notes:

e After a schedule has been published, changes to the schedule are tracked.
e Employees are notified when a schedule is published (according to their personal

alert settings)
Warning Notifications:

e Upon publishing, you are warned if any scheduled shifts conflict with employee

availability, or pending availability requests.

Y

Sortby: 4-2 | Rales | AMIPM Roles | Groups WE

Schedule Conflict Warnings
Locatons Back of the House, BOHESH @12:00pm has o Requested Days Off Conflict on Jun 20, 2023
™ BOH riero Back of the House, BOH*H @12:00pm has o Requested Days Off Conflict on Jun 20, 2023

Back of the House, BOHSH @6:00pm has o Requested Days Off Conflict on Jun 21, 2023

i Back of the House, BOH™™ @6:00pm has o Requested Days Off Conflict on Jun 21, 2023
1 Shommebnments ool gy e 18 (3 B

Add w
Father's Day

Unossigned

Hrs Wric(.00

Hrs: 000 Shifta: ©

Back of the House, BOH 12:00prm - B:00pm B:00prm - 10:00pm
e ACH ROH

Hrrs Wricl.0D % 3 et
e el - /B3 hes 1.0 hrs
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Viewing Daily Sales and Labor

Costs

Last Modified on 06/04/2019 12:11 am MDT

View Daily sales and labor for an individual schedule, from the Schedule view,
underneath each day

View Daily sales and labor for multiple or combined schedules and department, from

the Dashboard.

Mon Jun

6/4
12:09am

Hours

$ Hrly

$ Salary
$ Sales
% Hrly

Enter Tips ($5,153)
Prod ldx $253.16 $243.91
Trans: 315 Guests: 525

3@ B

Sched Act
118 127
$1,185 $1,246

$0

4.2%

Note

gﬁ

$0

4.0%

Go to Dashboard > Weekly Financials. Select Date and Schedules. You will see individual
schedule analytics by day and schedule(s) total day at the bottom.

‘Weekly Financials

Week (| May 27,2019 [ [

6 of 10 Schedules [

Labor & Sales Analytics for the Week of May 27, 2019

Mon May 27 Tue May 28 Wed May 29 Thu May 30 i Fri May 31 Sat Jun 1 Sun Jun 2 i WTD Overtime WTD
Scheduled  Actual | Scheduled Actual |Scheduled Actual |Scheduled Actual Scheduled Actual |Scheduled Actual |Scheduled Actual Scheduled Actual Scheduled Actual
¥ See All Roles RR Server
Sales $ 30,887 14,735 18,401 52,420 44,219 54,871 72,144 $287,677
Hours 141 148 99 99 119 17 125 135 159 166 197 233 175 178 0.0 0.1 1,013.3 1,075.5
Hourly $ 1,405.0  1,483.0 9925  991.0| 1,1850 1,169.0| 1,247.5 1,207.0| 15200 1,659.0| 1,8925 2,280.0| 1,620.0 1,749.0 0 59,863 $10,538
Hourly % 4.8% 6.7% 6.4% 2.3% 3.8% 4.2% 2.4% 3.7%
Salary §
Salary %
Hrly+Siry % 4.8% 6.7% 6.4% 2.3% 3.8% 4.2% 2.4% 3.7%
Trns/Guests 439 /780 195 /364 215/ 425 234/ 564 761/ 1186 755 /1324 461/920 3060 / 5563
¥ see A MGT FOH
Sales §
Hours 70 56 56 38 56 56 69 62 82 78 55 51 47 45 0.0 23 4340 3856
Hourly $ 1760 189.0 1540  132.0 2200  261.0 187.0 2320 1430 1160 0 25 $880 $955
Hourly %
Salary § 1,8055 1,805.5| 1,805.5 1,8055| 18055 1,805.5| 1,805.5 18055 18055 18055 158055 18055 18055 18055 $12,638  $12,638
Salary %
Hrly+Siry %
Trns/Guests 0/0
Totals
Sales $ 0 30,887 0 14,735 0 18,401 0 52,420 0 44,219 0 54,871 0 72,144 $0 $0 $0 $287,677
Hours 284.3  307.8  220.8 2024 2350  253.4  336.0 3459  407.8  436.6  430.5  487.1 3913 420.3 0.0 159 2,305.5 2,462.6
Hourly § 2,309 2,802 1,686 1,688 1,949 2,268 2,206 2,347 2,818 3,531 3,534 4,325 2,821 3,055 $0 $25 $17,321  $20,041
Hourly % 0.0% 9.1% 0.0%  11.5% 0.0%  12.3% 0.0% 4.5% 0.0% 8.0% 0.0% 7.9% 0.0% 4.2% 7.0%
Salary $ 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 1,805.5 $12,638 $12,638.5
Salary % 0.0% 5.8% 0.0%  12.3% 0.0% 9.8% 0.0% 3.4% 0.0% 4.1% 0.0% 3.3% 0.0% 2.5% 4.4%
Hrly+Siry % 0.0%  14.9% 0.0%  23.7% 0.0%  22.1% 0.0% 7.9% 0.0%  12.1% 0.0%  11.2% 0.0% 6.7% 11.4%
Trns/Guests 878 /1560 390/728 430/ 850 468 /1128 1522 /2372 1510/ 2648 922/1840 6120 /11126

Sales Sources: RR Server, RR Bar, Ginnys Bar, Ginnys FOH, MGT FOH
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View a Daily REPORT - to rollup any number of schedules [ departments

Go to Reports > Daily Sales & Labor Analytics > Rollup. Select Date and Schedules.

Reports

Use Our Q

Daily Sales & Labor Analytics s Jun 3, 2019

Work day start time is 6:00am

Options: Detail @ Rollup 8 of 10 Schedules u

You will view Location and Department totals by day. If you wish view Schedule totals, run
the "Detail” report instead of the "Rollup’

New York Total of 8 Schedules

Sales Labor Hours  $ Hourly % Hourly % Salary % Tip
$31,071 527.1 $4,989 16.06% 10.3% 16.6%

Net Sales Hours Hourly Wages Percent of Sales Percent of Sales Percent of Sales
10.97% gain over 9.6 hours over $302 over 0.68% under

$28,000 projected 517.5 projected $4,687 projected 16.74% projected
8.00 % down from
$33,900 prior year 0.0 prior year $0 prior year 0.00% prior year 0.00% prior year 14.2% prior year

Overtime Watch
OT / Week Hrs 0.0
OT / Week $ $0

New York: FOH Total

Sales Labor Hours  $ Hourly % Hourly % Salary % Tip
$31,071 320.0 $2,413 7.77% 5.8% 16.6%

Net Sales Hours Hourly Wages Percent of Sales Percent of Sales Percent of Sales
10.97% gain over 1.5 hours under $124 over 0.41% under

$28,000 projected 321.5 projected $2,289 projected 8.18% projected
8.00 % down from
$33,900 prior year 0.0 prior year $0 prior year 0.00% prior year 0.00% prior year 14.2% prior year

Overtime Watch
OT / Week Hrs 0.0
OT / Week $ $0

New York: BOH Total
Sales Labor Hours  $ Hourly % Hourly % Salary % Tip
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Prevent Publishing Schedules that
Exceed Budget

Last Modified on 07/16/2023 1:13 pm MDT

Using Percent Labor vs Sales as Labor Control
1. Enter sales projections: https://support.dolceclock.com/help/entering-projected-sales

2. Sent analytics controls:

e Gearwheel Menu > Analytics Settings

e Check the settings shown below, and Save Settings

Schedule Publishing PTO Other Earnings @ Create Budget Based on % Labor vs Sales Goal
Only allow publishing if (Weekly Analytics) Include PTO [ Sick in Daily and Weekly analytics Goal Labor %

W hone thout Training / Ops Training [ Ob:
@ Labor % is less than your Goal Labor %
Lﬁ) Labor $ is less than your Goal Labor §

() Hours are less than your Goal Hours

() Create Budget Based on % Total vs Sales Goal
() Manual Entry of Labor Budget. % Labor vs Sales is Derived

Only allow publishing if (Daily Analytics)

@ None

O Projected Sales are Entered

u Editing actual sales disabled when schedule published
Editing projected sales disabled when schedule published
7] show Un-vaccinated Employees at Schedule Publishing
U Show Training/Admin Punches at Schedule Publishing

e For a given schedule, in the Weekly analytics table, enter the % Labor Target in the
Budget column as shown below.
o The table will back out fixed salary labor, and show the max Hourly labor % (see
outlined number below)
o As a manager builds a schedule, they will see the total hourly labor they've
scheduled alongside the budgeted %
o If the Schedule exceeds the labor target, manager will be unable to publish the

schedule. (providing the Analytics constraints shown above are engaged)
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Total Week

Sales
Hours

OT Hours
$ Hourly

$ OT Labor

$ Hourly + OT

% Hourly + OT
Training / Ops Hours
$ Training / Ops

% Training / Ops

$32,885

17.3%

2018 Budget

None

Scheduled  Actual

% Total Hourly 17.4%
$ Salary

% Salary 7.6%
$ Total Salary + Hourly

% Total Salary + Hrly 19.9% [25)%

$25,706 $0
469 0

0 0
$4,315 $0
$0 $0
$4.315 $0
16.8% 0%
2.0 0.0
$20 $0
0.1% 0%
16.9% 0%
$1,957 $0
7.6% 0%
$6,291 $0
24.5% 0%

NOTE: When you add a Budget %, you'll be prompted to carry forward the % target

for the next 13 weeks.

Set 16% as Goal for the next 13 weeks?

Cancel OK

Using Hours or Labor Dollars as Labor Control

From Gearwheel Menu > Analytics Settings

e Change the labor control as shown below, and Save Settings

e You are now able to populate Budget variables other than % labor

Goal Labor %
© without Training / Ops

Manual Entry of Labor Budget. % Labor vs Sales is Derived

" Create Budget Based on % Labor vs Sales Goal

" with Training / Ops
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Total Week

Sales

Hours

OT Hours

$ Hourly

$ OT Labor

$ Hourly + OT

% Hourly + OT
Training / Ops Hours
$ Training / Ops

% Training / Ops

% Total Hourly

$ Salary

% Salary

$ Total Salary + Hourly

2018
$0

0

0

$0
$0
$0
0%
0.0
$0
0%
0.0%
$577
0.0%
$577

% Total Salary + Hrly 0.0%

e If youd like to prevent publishing a schedule if Labor Dollars or Hours exceeds the
budgeted column, email support@dolcesoftware.com to engage the setting.

e If youd like to upload annual budgets via spreadsheets, email
support@dolcesoftware.com and we'll guide you through the import process.

Budget Lcheduled

$30,000

$9,500

$30,000
0

0

$0
$0
$0
0.0%
0.0
$0
0.0%
0.0%
$577
1.9%
$577
1.9%

None

Schd WTD Actual

$0
0

0
$0
$0
$0
0%
0.0
$0
0%
0%
$0
0%
$0
0%

$0
0

0
$0
$0
$0
0%
0.0
$0
0%
0%
$0
0%
$0
0%
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Classifying Training Hours for
Analytics or Payroll

Last Modified on 12/24/2023 2:51 pm MST

Shifts and Punches can be designated as Training / Admin. The designation is displayed

with T/A, as shown below

4:00pm - T/A
FOH Training - Training
w/justin

Do designate a ROLE as a Training Role (so that all shifts and punches with this role
always carry the T/A designation)

e Go to Gearwheel Menu > Roles Settings
e Use the Gearwheel of an individual Role to open the role's options, and check the

"Training" checkbox
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(<

(<

(<

(<

Mgr on Duty E’;r

(<

Tip Multiplier: 1
Use Alternate Earnings Mapping:
CC Tips ||
Auto-Grat Tips [
Cash Tips |

(<

(<

O
]
~—
- — ey —
(<

)

\nactive

You can also designate any shift for punch, regardless of role, as T/A from the shift
dialogue box

Shift Information

Edit a Shift for Thursday at Location BLUFOH 4 1 of 4 Options §

[ on call

Employee Pool Roles Employee(s) Headings
P i v Training/Ops
Primary Location | ol Training (Q) 4 | | Bear, Marissa - (12.0 hrs) Schec » | None 4 — 9'op
© Al Associated [ Mgr Approval Rqd on Cl¢
Shift Start Time Shift End Time - don't show Expected Break Time |/ Notes Only

Shift Audits

{ Jun 20, 4:58pm Devon Ryan
i Shift Created from Cut / Copy :
Shift Audit

Jun 25, 2020 4:00pm | | Jun 25, 2020 10:00pm| 0 |(minutes)

Designated Breaks -

Shift Notes (displayed on schedule)
Scheduled Clock-Ins: Unscheduled Clock-Ins:

Training w/Liam 3:56 pm - 11:34pm 4

vz
Save

) PNQ Timachaat

Shifts with the T/A designation will be removed from ordinary hourly analytics, and
placed in the rows called Training / Ops, as shown below.
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NOTE: T/A shifts can also be isolated in payroll. Confirm with a Teamwork specialist to

apply payroll settings.

Total Week

Sales

Hours

OT Hours

$ Hourly

$ OT Labor

$ Hourly + OT
% Hourly + OT

Training / Ops Hours

$ Training / Ops
% Training / Ops
% Total Hourly

2019
$0

$0
$0
$0
0%
0.0
$0
0%
0.0%

Budget Scheduled
$35,532
447

4.5
$2,071
$16
$2,087
5.9%
93.0

3.1%

$674
1.9%

5.0% 7.8%

Wednesday - Th
Schd WTD
$5,421
92
0.0
$364
$0
$364
6.7%
36.0
$261
4.8%
11.5%
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Printing Schedules

Last Modified on 06/20/2023 11:27 am MDT
Press the PRINT icon to create a printable PDF

e Choose either the icon for a single schedule or multiple locations’ schedules
e Choose your sort settings - they will carry over into the print view

Sort Selections

Multiple
Locations Single
Schedule
Lo At Tech sugbort &

by Employee l by Time ” by Role ‘ [‘g?gg;,m ][M@

Sortby: A-Z | Roles | AM/PMRoles | Groups ¥ PDT

SB Chapala st
v
Chapala FOH riteron Published on Sep 16th by R Gonzalez R0y E
A Show Requirements  Mon Sep 19 @) [ Tue Sep 20 @) [ Wed sep 212 [ Thu sep 22 [5 Fri Sep 234 [ sat sep 24 @ B sun Sep 25 @ B
Add ¥ Add ¥ Add ¥ Add ¥ Add ¥ Add ¥ Add ¥
Unassigned
Hrs: 000 Shifts: 0
Cashier o
Branuelas, Anissa 10:30am - 3:30pm M 10:30am - 3:30pm M
Hrs:10.00 Shifts: 2 Cashier Cashier
. Cherry, Kayla 10:30am - 3:30pm 1:00am - 6:45pm M 11:00am - 6:45pm 12:00pm - 6:45pm M St o
Hrs: 27.25 Shifts: 4 Cashier Cashier Cashier Cashier 1:30pm - 6:15pm
Garcia, Marianna 11:00am - 6:45pm 10:00am - 3:00pm 10:00am - 3:00pm ¥ 10:00am - 4:30pm o™
Hrs: 2425 Shifts: 4 Cashier Cashier Cashier Cashier
. Juan, Daniel CariloFoH CarlloFon CaniloFor pom
10:00am - 4:00pm 1:00am - 4:00pm 11:00am - 4:00pm 10:30am - 4:00pm
Hrs: 000 Shifts: 0

When prompted, choose for Employees or for Managers

e |f you have hidden end-times for shifts, then you have the option of printing a
schedule with or without end times.

PDF for Employees

PDF for Managers w
End Times

Printing multiple schedules at once

e The muti-location-print function allows a number of options in terms of formatting
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20 day#frial

&0
Schedules Employees Reports Share Files £ &.; Tools Tech Support

Schedule Printing

Landscape Page Breaks Between Schedules Page Breaks Between Roles Legal Paper

SetPrinting Order | Click on Schedlule Names in ordeer.

Use SHIFT-Click to select ranges of schedules.

M

Hid 'S
) B e R

Select All l

Select Schedules Currently Viewed

DT

Dolphin Mall MGM Grand Paycom Dallas
on A1l @ Dolphin Mall FOH MGM Grand FOH Paycom Dallas Publish &> A Ry 5
@ Dolphin Mall BOH MGM Grand BOH Admin Above Company
56 Dolphin Mall MGT MGM Grand MGT Administrative ot Jun 24 @ B sun Jun 25@ B}
- Tech Add v Add v

2nth

Merging schedules to print combined schedules

e From BY EMPLOYEE schedule type, select the intended locations, merge, and print:

Weekof (| Jun 5, 2023 B] [ 20f 10 Schedules v E by Employee [ by Time H by Role I |®§7§gx,‘ns

Sort by: A-Z | Roles | Groups

v

All Schedules Merged

=@
By

=

To print a Daily Roster, see: https://support.dolceclock.com/help/shift-prep-report
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Adding Weather to Schedules

Last Modified on 09/30/2023 1:02 am MDT

Gearwheel Menu > General Settings

Expand the settings for a given schedule, and add a zip code as shown below.

= © lSGM ] + Department ®
[FOH [ ®

—

[SGM ll 4 Active QDenver c(:)» ()

Description:l ] Phonezl(406) 549—4914] Zip—Code: [

Save All Changes

Save All Changes
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Enforce Multi-Day Limit on Shifts

Last Modified on 12/24/2023 2:47 pm MST

Set set a restriction on maximum allowed consecutive days, go to the Gearwheel Menu
from the top tool bar.

In the Other Settings section, enter your Max Days Allowed as follows, and save your
settings

Other Settings

Max Allowed Worked/Scheduled
Consecutive Days

D days

In the preceding example, an employee will be unable to work 7 consecutive days.

If a manager attempts to schedule an employee for seven consecutive days, using the
copy [ paste of a shift, the action will produce a block, as shown below. The block may be
overridden.

Employee schedule will have exceeded 6 consecutive days
Hold down SHIFT key and paste to override

If an employee attempts to clock in (using the Teamwork App), they will be blocked from
clocking in, without a manager override.
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You are not scheduled to Clock-In.
You have worked at least 6 consecutive days
with maximum days allowed of 6.
Fill in a reason

This Time Punch Requires Manager
Approval

Username Password or Pin

Select a Manager j

Reason Reason or Notes
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Confirm Employees View
Published Schedule

Last Modified on 12/24/2023 2:44 pm MST

Within Teamwork's schedule settings, you can require employees to confirm that they

have seen a published schedule. First navigate to schedule settings.

ve o

EDashboard Schedules ﬁ}Employees mReports }ETOO]S &FﬂeDepot g

Schedules

Click a name to edit. Drag

+Location [ Show Detailed Options

Q [Mason

|  Active  Time Zone: America/Denver 4c:>v O

| [Administrative I @ Active Time Zone: America/Denver @» O

| [BOH } @ Active  Time Zone: America/Denver 4(:» O

| [FOH ] 3 Active Time Zone: America/Denver 4§> 0
Drag to sort witin a group. Drag 4<:>» to move between groups.

Add a New Schedule

Enter schedule name Add Schedule | copy Roles, Headings, Employee Associations from | Default Setup v

to sort witin a group. Drag <§> to move be'en groups. Add your Zip Code to view local weather

£} General Settings

@ Roles / Groups Settings

£ Logbook Pro Settings

£ Reminders, Certifications & Custom

g Wage Settings / Rules

@3 Holiday / Premium Wages

Tip Templates / Settings

i Analytics / Publishing Settings

2 Accrual Policies PTO / Sick

/N Alert Notification Settings

& Blackout Request-Off Dates

8% Late / NoShow Setup & Emp Scorecards
§ Schedule Quick Links / Dashboard Widgets
A\ Master / Shift Alert Setup

& Payroll Mapping

‘A Point of Sale Mapping

AN Trnartine

Next, check this box. Note there is an option to exclude employees without any shifts in

the published schedule.
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Schedule Settings
(] Restrict Employees to only see other Shifts on days working
(L] Force Photo Authentication for Clock In and Clock Out (i0S, Android and Clover)

(Rotate Images | v“:.)
% Allow Employee Default Wage to
Allow Employee Tipped Wage
() Do not Show Shift End Ti
Must Choose a Role Creation
shifts ' 1 days prior to week start
ing Manager Approval v

cally 'Offer' Unassigned Shifts

working employees
Confirm Employee Viewed After Published ( E4 Only Employees with Shifts)
Show Events on Unpublished Schedules
Publishing Schedule Warnings - £4 Check Employee Availability Check Employee Days Off
Send Alert
If schedule not published :2 days prior to week start

Now, when an employee signs into Teamwork (either from the mobile app or computer),
they will be prompted for the below options. If they click I have viewed them,” the
warning will not reappear. If they click "No | have not," they will be prompted with the
same alert the next time they log in.

UL % Dashboard (5] Schedules {fiEmployees $RTools O ) m

Have you vi d these Published Schedules:

{,‘,‘6 Main - Week of Thursday Sep 16, 2021

\ IThave viewed them \ No I'have not ‘
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Setting Staff Coverage

Last Modified on 06/06/202111:26 am MDT

To set Staffing Pars or Coverage Requirements, from any schedule, press Show
Requirements

Weetk ‘May 31,2021

=) [ 3 of 13 Scl

Sort by: A-Z | Roles | AM/PM Roles | Groups ¢ EDT

OMP
OMP FOH Filter on _

_4 A Show Requirements Mon May 31 @ @ é Tue Jun -
[——

wide Parthy alandy

il Mae

Use the +Roles dropdown to add coverage requirements. Click a role 1x for the number of
employees required. i.e. if you need 2 Bartenders, click Bartender role 2x.

Barback

Additional

Bartender

Butabi bar

Catering

Delivery

You will see coverage requirements on the left of the role, and actually scheduled to the
right of the role, as shown below. Note the color keys described below.
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Required
Green = met

Additional

[ <F Roles

(2) Bartender
(8) Server
1(4) Togo specialist

Training

Below Dashed Line:
AdditionalShifts w/o

coverage expectations

El =

Scheduled

Green = exact
Black = overstaffed
Red = understaffed

To reduce coverage by one count, press the red Delete button that appears when your
curser hovers at the spot shown below.

<r Roles

(2) Barten

"77(4) Togo s

NOTE: Coverage will copy forward with a schedule

der 2
(8) Server 90‘_
pecialist 2

Training 1
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Hide Shift End Times

Last Modified on 10/20/2023 12:30 pm MDT

If an out time is desired to be hidden, and instead show EOB (End of Business), check the
Don't Show checkbox shown below in the Shift Dialogue.

Note that an end time is still entered, so that labor forecasts can be calculated. It is
recommended that the best estimate be entered as the out time.

Add a New Shift for Sunday at Locati FOH v
. Y Gt s s 10n

Employee Pool Roles Employee(s) Sections
FikmcK) I.'occtlon [qutender (Q) V] [chk, Frank - hrs) v] [None V]
© All Associated

Shift Start Time Shift End Time - don't show Expected Break Time
¢ [mare20s [ 400pm | [mariozo23 | [noopm | [30

(minutes)

st
To make hiding end times DEFAULT behavior for a given schedule:
e from Gearwheel menu > General Settings

e Expand Schedule Settings and select the Don't Show Shift End Times checkbox
shown below

= |FOH & ®
—* [ada FOH ]-
Description: Pt
| |

Schedule Settings
Restrict Employees to only see
Other Shifts on days working

Other Scheduled Worked Hours
Force Photo Authentication for Clock In and Clock Out

Allow Employee Default Wage to be created
Allow Employee Tipped Wage to be created

—* Do not Show Shift End Times (as Default)
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Employees will see EOB

4:00pm - EOB
Bartender

Managers will see the out time in grey

4:00pm -
Bartender

The Print Schedule dialogue provide options for printing with or without end times.
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Shift Trade Swap Additional
Settings

Last Modified on 05/05/2022 7:41 am MDT

shift Trade / Swap additional settings are able to be per schedule.
From the gearwheel menu > General Settings
Open additional schedule settings with the "+" shown below

+ Location [ show Detailed Options

= 9 [Bless Your Heart Burgersl + Deg

= |FOH & @ |

—4 Burgers 33rd FOH |e=

The dropdown menu below allows you to both disable Shift Trades, or not require
manager approval

— . -

—4Allow Employee Shift Trades / Swaps Requiring Manager Approval v

v Allow Employee Shift Trades / Swaps Requiring Manager Approval /J
Allow Employee Shift Trades / Swaps without Requiring Manager Approval
No Shift Trades / Swaps Allowed

I TAntamaticallv ‘'Offtar lInAaceinnad Shifte

The following settings filter available shifts by qualification, and auto-offer unassigned
shifts

D Only Allow Shift Trades / Swaps on Qualifed Roles
[:] Automatically ‘Offer’ Unassigned Shifts
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Time Off Request and Approval

Last Modified on 12/06/2022 117 pm MST

The following describes employee time off, irrespective of the use of PTO, which is a

separate module in Teamwork.
Manager Adding of Time Off (on behalf of an employee)

From The Employee Page select the Calendar

BOH

v Babalu East Line Cook
vrfy Txt / Email - 70% Only One, 25% Both

Name

Unassigned (employee place holider)

. Bateman, Devontae

OR, From the Schedule click the employee name

Brookhaven Pub & Grill

~ Brookhaven Pub & Grill FOH

A Show Requirements Mon Nov 28 (24, [5 & Tue Nov 29 (24 [5}

Add = Add v
.00 Shifts: 0
Burke, Patrick 4:00pm - 11:00pm
Hrs: 32,00 shifts: 4 Pm server

Click Request Days Off tab

1. Enter Dates
2. Submit Request
3. Approve /[ Save

N

[

Wed Nov 30 (24, [5

Add w

4. NOTE: The See All Employees icon will how all requested and approved time off for

the schedule(s) selected in the dropdown when you click the calendar.
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AVGileility Clle qus Offfor Sample Employee

Edit Profile for Sample Emplte

Availability Requested Days Off Work Active [ Inactive Dates PTO / Policies

Blackout Date Ranges

No Blackout Dates /\
Since Jan1,2022 you have taken 0 days off S e e AI I
Request New Days( if Employee Days Off by Month W—
From:[DecM, 2022 [ tolDec]S, 022 @‘ Employees

Time Off

120 la 2 30 4a 5a 6a 7a 8a 9a 10a lla 120 Tp 2 3p 4p 5p 6p 7p 8 9 10p llp

Comment: [ J

ubmit Request

After the time off has been approved, it will show with the Approved indication below:

Since Jan1,2022 you have taken 0 days off

Request New Days Off Employee Days Off by Month [T

&)e| &)

Existing Days Off Requests

Tue Dec 13, 2022 to Fri Dec 16, 2022 - 4 days requested Dec 6,2022 ®

by Tech Support
updated Dec 6, 2022

An employee can request off from Mobile or Desktop.

A Manager can approve from their dashboard, mobile, or from the same screen as
shown above.

Existing Days Off Requests

f ®

Y'S requested Dec 6,2022

tindated Nec B 2092

Time off will show in the schedule view with a red flag.

e A manager will be unable to PASTE a shift which conflicts with availability. (note
overriding is possible by holding down SHIFT + Paste)

¢ |f a schedule is published which has a schedule conflict, the manager will be warned
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prior to completing the publish action.

Fri Dec 9 @ [-;}
Add =

8:00am - 4:00pm
Bartender

To block certain days from time off request, see:
https://support.dolceclock.com/help/blocking-dates-from-time-off-requests

To view requests off on the Dashboard, and set email / push notify alerts, see:
https://support.dolceclock.com/help/admin-alerts

For a PTO overview, see: https://support.dolceclock.com/help/pto-overview
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MOD Manager On Duty
Designation

Last Modified on 12/24/2023 2:43 pm MST

Teamwork can make a Manager On Duty (MOD) designation based on Role

From the Gearwheel, go to Role Settings

= N Tech Support

@ General Settings

@ Roles [ Groups Settings

Click the Gearwheel associated with a Role

54
Assistant manager ]/

Check the Mgr on Duty checkbox.

Manager
Update Roles with Matching Name [:]

< -
Mgr on Duty 2

Hide Wage [:]

Never Auto Clock-Out (B) [:]

N Trcining@ .IOtI

Tip Multiplier:| 1]
Exclude from Holiday Pay [:]

Trai

Auto Break Insert on Clock-Out (one per

Employee’s working this role will carry MOD status.

The MOD status is visible on the schedule
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Hrs: 0.00 Shifts: 0 (

Scott, Michael 3:00pm - 8:00pm
Hrs Wrk:0.00 Manager
Hrs: 5.00 Shifts: 1 T odel e
\ 0 Clock-Ins, 2 NS - 0 | 0 Clock-Ins, 2 NS - 0 ]

All employees can see on their dashboard or mobile who the MODs are for the current
day, and their contact information.

My Dashboard

~~ Managers on Duty (MOD)

Today - Friday Sep Ist

Spice Tacos
Dept
FOH

Michael Scott
3:00pm - 8:00pm
Manager

You can assign custom permissions to employees while they are working in an MOD
capacity from Permissions Settings (Gearwheel Menu > General Settings > Permission
Templates)

Permission Templates

View or Edit Existing Templates @ No Employes

‘Q_ Mop

Permissions applied to
MODs during shifts.
O New Employee Default
D Hide as Choice
Training
Resources 1{§}

1
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Blocking Dates from Time Off

Requests

Last Modified on 10/09/2023 1:50 pm MDT

From the Gear Menu, go to Blackout Request-Off Dates:

\\“ & N Tech Support

A@ General Settings

Jled

May
rJun 13

@ Roles [ Groups Settings

B Logbook Pro Settings

L® reminders, Certifications & Custom
D3 wage Settings [ Rules

D Holiday / Premium Wages

& Tip Templates [ Settings

_l—Eﬁ Analytics | Publishing Settings
&> Accrual Policies PTO [ Sick

A\ Alert Notification Settings

\ ¥ slackout Request-Off Dates

f Late / No-Show [ Term / Scorecards
igd . 1 "

& Quick Links / Dashboard Widgets
A Global | shift Prompts Setup

& Payroll Mapping

A& Point of Sale Mapping

) importing

& payments / Billing

Choose the Departments that the block applies to:

Block Request

O Block from:

S

3 of 12 Schedules
(] all schedules
¥ Belly Up
4 Bup FOH
Servers - BUp FOH
Support - BUp FOH
& Bup BOH
BOH - BUp BOH
[ ]Junior's Jumbo's
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Choose dates to block, and press Add Range

NOTE: The Block Action dropdown allows you to Allow Requests with Comments,
(employees will be met with a warning that the time period is blocked; they are still
able to request, but the request will be tagged), OR, not allow requests at all.

Blocked 'Requested Days Off' Ranges

Y

Block Request l 3 of 12 Schedules v

Block Action:| Allow Requests with Comments v

) (@ Block from:

[[Jexclude blocked days from Employee Availability Preferences

Jul3,2023 [J|to|Jul4,2023 [

[ Forever O Date List J .

Block requests when more than I employees have requested spanning the whole blocked range

Block on these days only‘ Select Days

v]

) (O Block requests less than days out '
OBlock requests more than days out ’ -
Notes:

> (]

If you want requests to always be at least 14-Days out, you can choose the Block
requests less than option, and add a range:

(@ Block requests less than [E days out
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How to identify a modified shift
on a published schedule

Last Modified on 05/31/2023 12:00 pm MDT

How to identify a modified shift on a published schedule?

In schedule view in Teamwork, when you look at the shifts, the "M" shown below indicates
a shift has been Modified

Thu May 18 @ @
Add =
5:30pm - 10:00pm
Server o

- help Scott with
cocktail batches

Clicking on the shift will show the audit trail of changes. In the example below, the shift
was created after the schedule was published.

Shift Audits

May 14, 922am CDT Adam Seger
Shift Created from Dialog

Pressing the SHOW DELETED PUNCHES toggle will reveal deleted shifts:

&+ o
Teamwgol_’“& Dashboard  Schedules Employees Reports ShareFiles = duh Tools \@m Te

LUSH

kol lMayE.'ZUZE @I SoflSchedules ;4\| by Time by Role a .

- Qerr

Deleted shifts look as shown below. Clicking the shift / audit trail will show who made the
delete and when.
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Sh R i t: H =]
2 cu?_lﬁt equirements f Bu%on Muy 15 @ [_:;
EV Servers
Add =

Keshishian, Ethan
Hrs:18.50 Shifts: 3

Wed May 17 (% [5

Add =

:30pm - 9:00pm
“5:30pm—10:00pm——
Server

- Summer cocktail
batching with Scott
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Set Order Roles and Heading

Last Modified on 10/29/2025 1:05 pm MDT

Gearwheel Menu > Roles [/ Headings

& General Settings |
| schedules Settings
e Payroll Settings

'@' Roles / Groups Settings

=] Logbook Pro Settings

Qj’ Reminders, Certifications & Custom
®3 Wage Settings / Rules

®3 Holiday / Premium Wages

Tip Templates [ Settings

;ﬁ“'ﬁﬂ Analytics [ Publishing Settings

- Accrual Policies PTO [ Sick

/N Alert Notification Settings

*!" Blackout Request-Off Dates

i

& Quick Links / Dashboard Widgets

Late [ No-Show [ Term [ Scorecards

A Al | Ol P e bem O b
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&R S1000Al f STHIL FTOMmpPLs oselup

& Payroll Mapping

/& Point of Sale Tools

-a Importing

Sort Roles as shown by clicking "Change Order". The order here will be reflected on the
schedule page as well.

Cholon

FOH
Cholon FOH | g of 23 Roles Selected

-- Change Order *‘

Back-wait

? Bar-back

—* Bartender

‘ Food Runner

Host
Host B
Server

Training

Sort Schedule groups as shown, as well!
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Schedule Headings

Click 'Create a Schedule Heading' to get started. Drag a heading bar to sort. Select Options to setup Colot

Cholon FOH Cholon BOH
" Use Schedule Headings © Use Schedule Headings
© Map Roles to Schedule Headings Map Roles to Schedule Headings
Create a Schedule Heading l Chef ] x
[Wok ] B x

‘* |Saute | E
_* [Hot Apps ]n x

[Garde Manger ] x
[Pasty ] x
[Prep ] x
[Dim Sum ] X
[Dish ] x
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Viewing Working Employees in
Schedule

Last Modified on 12/04/2023 5:36 pm MST

To view employees in a schedule that is a secondary or working location (i.e. not the
employees' primary location), press the Show [ Hide Working Employees Icon as shown

below. It will turn blue when engaged, and you'll see secondary employees in the
schedule.

Y
weekot < | Dec 4,2023 Bl >: 2of 17 Schedules v‘ L;A by Time H by Role l -S-Ge-em-jf

Sortby: A-Z | Roles | AM/PMRoles | Groups ¥ EST

Clyde's Felines and Fries

v . oo, _,
Main Draft: This schedule is not visible to employees. 4] By w O W

A S0t eaeces | o -(g}; 5  TueDec5G B WedDec6G (&  Thubec7( B FriDec 8 34 [ SatDec 0G4 B SunDec10 @ B
Add w Add w Add = Add w Add w Add w Add w
36°F - 4I°F 32°F - 39°F 28°F - 36°F 27°F - 41°F 28°F - 51°F 43°F - AT°F 32°F - 51°F
Day - Cloudy Day - Drizzle Day - Mostly Day - Mostly Day - Mostly Clear Day - Rain Day - Drizzle
. 40% precip Cloudy Cloudy vv+ 57% precip . 70% precip

© 180 Day Mark a

Purposes, Testing z

Derpson, Onix
rs Wrk:0.00
0.00 Shifts: 0
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Releasing Unassigned or House
Shifts for Pick Up

Last Modified on 12/21/2021 7:44 pm MST

From the BY EMPLOYEE schedule type, use the first row as a placeholder for any

unassigned or house shifts.

To release shifts for pick-up, publish schedule, and select "Offer the Shift" as shown below.

Weekof < |Dec 20, 2021 E] > [

10f 30 Schedules v

Sort by: A-Z | Roles | AM/PMRoles | Groups ¥ MST

Main

Y Main Bar i o

A Show Requirements Mon Dec 20 %) [5
Add ¥

Unassigned
Hrs: 2650 Shifts: 3

MERCE  weavee 2@ B

Add ¥ Add ¥

8:00am - 5:00pm
Bartender

Swap this Shift

8:00am - 5:00pm M

dadada, Bar Guy2
Hrs: 0.00 Shifts: 0

fafa, Bar Guy3
Hrs: 0,00 Shifts: 0

Bartender

Shift Offered
(Click to cancel)

Offer started Dec 2Ist

¥4 by Employee E[ by Time ” by Role I [‘.g‘g&m

o@D 7

Thu Dec 23 @ [5
Add ¥

8:00am - 5:00pm
Bartender

Offer this Shift
Swap this Shift

Published on Dec 2Ist by admin

Fri Dec 24 (24 [
Add ¥

Christmas Eve

ﬂ;[u

A=Y

Sun Dec 26@ [»;,;
Add ¥

sat Dec 25 @) 5
Add v

Christmas

Upon request, managers will receive notifications per their personal settings, and
requests will be visible from the schedule, as well as the dashboard.

Upon APPROVAL of a pick-up by a manager, the schedule will be updated, and
employee(s) will be notified.
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Adding Calendar Events and Shift
Prep Notes [legacy]
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Timekeeping Overview
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Editing and Adding Time Punches
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Troubleshooting Time Punches
Not Linked with Shifts

Last Modified on 12/24/2023 1:38 pm MST

Time Punches 'link" or "couple” with their corresponding shifts when a time-punch has the
same ROLE as the shift, and the same DAY-PART (ie morning vs evening)

Scheduled Alejandra | ]
Shift ——===> 9:30am - 5:30pm
Server

Linked™ e 9:39am - 4:49pmV
Time Punch
7.2 / 8.0 hrs

On certain occasions, a time punch will not "link” with a shift. Several examples are shown
below.

In the following example, the Role selected at clock-in, in this case from the POS, does not
match the scheduled shift. See "Food Server" vs "Server”.

e The solution is to re-name the role in the POS, or delete the role in the POS if it is
unintended / duplicitous. Alternatively, the Teamwork Role could be re-named, but
this could affect other locations within the account.

Sat Sep 18 @4, [5

| -
Daniels, Tyla Unscheduled - |
Hrs Worked:13.42 Server ’_——_—-
Hrs: 11.00 Shifts: 2 9:25am - 4:52pmV

7.4 hrs

9:30am - 3:00pm 2
Food server < mmmm——

N / 5.5 hrs

In the following case, the Role selected at clock-in "Host" is either intentionally different
from the shift "Server’, or selected in error. A manager should verify the actual role worked,
to ensure correct pay / tips / analytics, and edit if necessary.
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|

Esparza, Lourdes
Hrs Worked:9.38

Hrs: 18.00 Shifts: 3

In the following case, the Shift is scheduled for the evening, 5:00 PM, and the Punch

begins in the morning, 1:38am

e The tolerance for how much time difference triggers a link can be customized,

Fri Sep 17 (24, [5

[
6:00pm - 12:00am =)

/ 6.0 hrs

Unscheduled

6:01lpm - 9:48pmV
3.8 hrs

—

please discuss with a Teamwork representative

Contreras, Laura
Hrs Worked:47.34
Hrs: 837.00 Shifts: 5

Fri Sep 17 @4 [5 :
[ ¢ ]

Unscheduled
Lead bartender

il e

5:00pm - 1:00am < m—

Lead bartender

/ 8.0 hrs

In the following example, a Role was either not selected at clock-in, or a Role was
selected that does not exist in Teamwork

Gastelum, Erwin
Hrs Worked:35.33
Hrs: 40.00 Shifts: 5

Wed Sep 15 (24 5

I —

)

Safety professional

/ 8.0 hrs

Clicking on the time punch reveals further detail.

Unscheduled
OLE
2% \N\lé\éz‘?ﬂgd Opm V
[IM2Bhes
3:00pm - 11:00pm
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e The Shift Notes advise that No Role ™ was selected at clock-in
o If the "View Original POS Timesheet Entry’ button is pressed as shown below,

we can see realtime data about the punch in the POS. This data affirms that no

role was selected at clock-in

o The absence of a role usually indicates that the employee has not yet been

setup with a role in the POS

Edit Clock-In by Erwin Gastelum

Location Role Notes & Dialogue to Employee

5 | f : Sep 15, 10:10pm Erwin Gastelum

Smashed FOH v Safety professional (Q) v | Shift Options ‘ pCIock-OuffromWIPOS Svlrl'nc
Sep 15, 2:59pm Erwin Gastelum

The role " used by Erwin Gastelum in

Clock-In Times

SE WS =] Vi Length Toast does not exist in Dolce
Sep 15, 2021 ‘2:59 m Sep 15, 2021 10:10pm| 7. a 2
‘ ) P ‘ P ‘ 7D e spelling in Toast or create the role in
Dolce.
Break Times Sep 15, 2:59pm Erwin Gastelum
Start Time End Time Length Clock-In from POS Sync
sep 15,2021 [2[12:00am® [sep 15, 2021 4 12:00am| p
Sep 15, 2021 ‘ 12:00am® [ sep 15, 2021 |12:00am | 450 charactersimax

Save Changes Delete Clock-In
View Original POS Timesheet Entry Prepare Tip-Out

Dolce Clock Sync Accountl POS Sync (Smashed)
Name Role [ Start End Break | Modified
Erwin Gastelum " Sep 15, 2:59pm | Sep 15, 10:10pm Sep 15, 10:10pm
] Approve
Clock-In

Linking a punch with its shift:

1. Using the LINK icon

e Hover over the Unscheduled Time Punch to reveal a LINK ICON as shown below.
Click the LINK.

e 'Paste’ the LINK on top of the Shift, as shown below

e Wait a moment, and Voila! The Shift and Punch will link
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Wed Sep 15 24, [5 Wed Sep 15 (24, [5 Wed Sep 15 @ [5
| | | || ‘
Unscheduled Unscheduled 3:00pm - 11:00pm

Safety professional

- ROLE
E 2; \N\Ié‘ék‘a\red Opm V
2:5%9pm - 10:10pmV

7 o2 Inaes _*
7.2 / 8.0 hrs

Requ
7.2 hrs

OLE
2 \N\IA\—‘D\{F;d Opm V

|
3:00pm - 11:00pm
Safety professional

NEl / 8.0 hrs 0

NOTE: With this technique, the Role in the Shift is used

2. Editing a Shift to manually link or unlink a punch

e Click the SHIFT to edit / open the shift dialogue box
e Time Punches can be linked or unlinked as shown below. Press SAVE to complete a
change.

Shift Information

Edit a Shift for Thursday at Location Smashed FOH v

Employee Pool Roles Employee(s) Headings
(O Primary Location
@ All Associated

Shift Start Time Shift End Time - don't show (] Exp/ cted Break Time
Sep 16, 2021 3:00pm = Sep 16, 2021 11:00pm| |04 | (minutes)

Safety professional (Q) v = Gastelum, Erwin - (40.0 hrs) fich v None v

Designated Breaks =
Shift Notes (displayed on schedule)

—

Prompting Employee to Clock-In to the Schedule Shift

Scheduled Clock-Ins: U heduled Clock-Ins:
3:17 pm - 10:35pm

The Teamwork App will always prompt an employee to clock into the scheduled Shift

The following POS systems have varying methods of revealing the intended Teamwork
Shift at clock-in, and additionally, allow methods for enforcing against early clock-in

e SpotOn
e Toast

e Upserve
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e Clover

e Revel

Contact teamworksupport@spoton.com to engage this setting
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Editing and Adding Time Punches

Last Modified on 10/03/2023 11:34 pm MDT

Editing Time-Punches

1. From any Schedule view, reveal time-punches on the schedule by pressing the
Time-Punch icon, it will turn blue.

Time punches become visible, below the Scheduled Shift.

i
v
Teamwg’ds Dashboard Schedules Employees Reports Share Files £ Tools lQ @ & Tech Support g

b

~ e

week of [Mny 15,2023 5 40166 Schedules | a A I by Time H by Role |

Somby: A-Z | Roles | AM/PM Roles | Groups ¥ POT

The Presley-Liberty Station

¥ The Presley-Liberty Station FOH sireron| Al v published on May Iith by Menager Name fE=2PY=

& Fowpequrements (133 \uon oy 166 B TusMay 16 B8 WedMayTE B2 ThuMoyB @ RSO FiMayn@ BRSO  sovoy 06 BE sunvoy 2@ BE

Add = Add - Add Add = aAdd = Add Add w
589 - B4°F 59° - 69°F 55°F - B5F B0°F - BE°F 60°F - BO°F BFF - 6T°F B0°F - BYF
Day - Mostly Clear Day - Clear Day Day - Mostly Day - Partly Day - Mostly Day - Clear
- 24+ Thunderstorms Cloudy Cloudy Cloudy -
ieght - 2 6% precip =
Overnight - Part! Ovemight - CI Qvernight - C
Skl ok Gvarnight - Mastly Overnight - Mastly ovemnight - Mostly oo
Cwvarnight - Cloudy Cloudy Cloudy
Rise: 5:4%am Set. 74lpm +¥4 Thunderstorms Rise: 5:46am Set: 745pm
Rise: S50am Set: 7:40pm 50% precip % 3 = i e
Rise: Sr480m Set T43pm Riger B:47om Set: T43pm Rige: SedTam Set T:44pm
Rise: 5:40am Set 7:42pm
4 Bithdays + [BVork Anniversaries &
[Bork Anniversories Ermyileryas, Curran Employoe, Natalg Y™ =
Employes, Priscila! = Employee, Lucia =
Hrs Wric0.00
Hrs: 0,00 Shifts: 0
Bartender o
Employes, Dylan 5:00pm - TL00pm
- Wrk24.00 230p Op Bartender
Hrs: 30.00 Shifts: 4 4:55pm - 9:54pmWV
5.0 L hrs —
Employes, Stacia 346pm - 10:45pm  © @30om - 400pm  ~@30am - 600pm
18,91 Bartender - Inside Bar Bartender - Inside Bor ( Bartender - Cargo Bar
3:44m 10:13pm¥V 9:282 3:14pm ¥ | L] w - 5:10pmV
520,00 Shifts 3 _ W o

7 7.0 nzs 5.9 / 6.0 hxs N R e

You will see hours worked vs. scheduled below the time punch. Hours worked will turn
Red if they exceed the scheduled shift duration.

2. To edit a punch, click on it and a Clock-In Edit window will open. You may edit
start and end times, add a break time, and message the employee. Save Changes
when finished.
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Edit Clock-In by Employee, Stacia

Teamwork
e Ot
tscuisemants [ Heod Location Role Approve Clock-in [l
The Presley-Liberty Station FO w J | Bartender (Q) ~ J Shift Options
isley-Libarty Station l
FOH

Clock-in Times
Start Time End Time Length

May 21,2023 [ 928am

May2,2023 [ (510pm |7.73hrs

Break Times
start Time End Time Length

Moy 2028 £ 200pm @ [mayz 2023 ([ 232pm | @ mins

|May 21,2023 E‘ 12.00am® |Mc|y212023 E‘ 12:00am |

|May 21,2023 E‘ 1200am® |Muy 21,2023 E‘ 12 CLL‘!-.}

Leave blank if not required
% Clock-In Prompts
Ebz\’{y selecting yes, | declare that | completed a self-screening
at home for any COVID-19 symptoms within an hour before
this scheduled shift and am not exhibiting any COVID-19

® vYes O No

Employee, Stacia
Hirs Wrk18.91 mptoms.
rs: 20,00 Shifts: 3 _;s‘]‘ understand that it is my responsibility to make sure that all

my time worked is correctly recorded at the end of every
shift. | also understand that | am prohibited from working

Adding Time Punches

x
A% Tech Support ﬁ
a
Notes & Dialogue to Employee -~ WEIN
May 21, &10pm PDT Huryhoy A1 Dgo A
Clock-0Out from Teamwork {C\qck Aoy

in
May 21, 32pm POT Employes, Stacia
Break-Out from Teamwork (Clock in
station)’ Clear
May 21, 200pm PDT Emplayes, Stacia
Break-in from Teamwaork (Clock in) r
Moy 21, G:260m POT Employes, Stacio
Clock-in from Teamwork (Clock in St T44pm
station) ¥}

Rise: S:46am Set: 745pm

ersaries .
otale2ys =

450 char

Update - Employee Visible

00 9:30am - 5:00pm
Inside Bortender - Cargo Bar
r 811dpm P 2:260m - 5:1000W

«0 hre 7.2 / 7.0 hra

Two methods are shown below to create a time-punch.

1. Add a Time-Punch an existing shift
2. Add an unscheduled Time-Punch

Adding Time-Punches to an existing shift:

1. Drag curser over the time punch 'NS" (No Show), and click the "+" that appears to

add a time punch to the shift.

8:00am - 3:00pm
Runner Hightop?

\@—— 6.5 hrs

M

L

2. At the Clock-In Edit window that will open, the time punch will match the shift as a
default. You may edit start and end times, add a break time, and message the

employee. Press "Add Clock-In" when finished.
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Add a Clock-In to Shift for Employee, Test x
il

Location Role Approve Clock-In[_]

I Test Grill's FOH v‘ ‘n ) + | | shiftoptions v

Clock-In Times
| startTime End Time Length
May 20, 2023 E][e:om:m | [Maym, 2023 @][s:oor:m ]
Break Times
Start Time End Time Length
|May 20,2023 E"wz-o-;-umP IMcy 20,2023 )12 c-:cm]
May 20,2023 ([12000m P [May20,2023  ([12000m |

Notes & Dialogue to Employee

4

Add Clock-In

Adding an Unscheduled Time-Punch:

1. From any Schedule view, press the "Add" above the day you wish to add a time-
punch. From the drop-down menu, choose New Clock-In.

wessof @ [May 22,2023 [} 40f 86 Schedules | E[ bytime || bymole |

Sortby: A-Z | Roles | AM/PM Roles | Groups ¥ POT

The Presley-Liberty Station

' The Presley-Liberty Station FOH rteron a v B rusichedonmay20mbyeviiesn - Q E] TP W &
8 S e deamares | Mon May 22 @[E;é' TueMay23E B WedMay24Gi B=  ThuMay2s( (B FiMay26(@ B=  SatMoy27@ B SunMay 286 B

Add v Add v Add v Add v Add v Add -
lew Shif
sl s 59°F - B7°F 58 - B5%F 58°F - BAF 57 - 85°F S57°F - B3%F 58 - B4F
A PR #_ Day - Partly ¥ pay - Mostiy Clear Day - Mosty ¥ Day-MostlyClear  # . Day- Mosty Clear ¥ Day - Partly
[t Cloudy Clougy Cloudy
— # ight - Mostly © ovemight- Mosty  © - Overmight - Partly )
New Event 1t - Mostly e -l Overnigh - Cicar el e Overnight - Cloudy

Cloudy

3. The Add a new Clock-In window will open. First, select an employee from the
dropdown list and enter shift and break times as needed. Press "Add Clock-In"
when finished.

Add a New Clock-In = x

Location Employee Pool Employee Role Approve Clock-In [] ]

[ The Presley-Liberty Station FO v ] O primary LWC‘“““@ployaa Jorge - (495 hrs) Bimme v] shift Options v

I @ All A
i Clock-In Times Unassigned - (0.0 hrs)
Employes, Jorge - (49.5 hrs)

Start Time End Time ( )
- Employee, Casey - (135 hrs) ** Conflict All Day
; iMav ) EH = 005"‘] [Muv 42, 2025 Bl[ Employee, Samira - (22.5 hrs Pref.15-30) ;
- Employee, Kaila - (5.0 hrs Pref. 15-20) ** Conflict All Day E
*  Break Times Employee, Alfred - (0.0 hrs)
Start Time end Time Employee, Natale - (115 hrs)

May 22,2023 @Hw n-rm»-‘@ [may 22, 2023 B|E Employee, Lynsey - (23.0 hrs)

Employee, Bree - (26.8 hrs) §
May 22,2023 EH IZ'UGE"]P |May 22,2023 EI 1| Employes, Marissa - (13.0 hrs) ** Confiict All Day
Employee, Sarah - (18.5 hrs)
E Notes & Dialogue to Employee Employee, Jenee - (0.0 hrs)

Employes, Caleb - (13.0 hrs Pref. 12-12) ** Conflict All Day
Employee, Curran - (28.3 hrs)
Employes, Bianca - (18.5 hrs) ** Confiict All Day
i Employee, Dylan - (215 hrs)
] | Employes, Octavio - (0.0 hrs) ** Confiict All Day ) »

Ovemnight - Mostly | Overnight - Mostly Clear | Employee, Carsen - (25.5 hrs) 3 EB:Q'\)"" ruruy
ale Sl Employee, Maecie - (0.0 hrs Pref. 8-0) -

\ 4
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Important Notes*

If you see multiple time punches below a shift, it indicates that employees are clocking IN
and OUT instead of using "Break™ option.

e Please ask employees to use the break feature to make things cleaner going
forward.

e To fix existing, please use the "Merge" button shown below. Then, when you approve
the punches, the results will be cleaner and make more sense.

Tenmwg‘l;_lg Dashboard Schedules Employees Reports & Tools [oXX 0 © AY MANAGER ROLE 5

gy Reauirsments | Heod M TueMay 233 [5 wed May 24, [5 ThuMay 25 ) [ FriMay 26 (34, [5 sat May 27 @) B sun May 28 &, B

Add  w Add - Add w Add w Add w Add - Add -

v Wrk0.00
rs: 0.00 shifts: 0
Employee, Francis

Irs Wrk0.00

rs: 000 Shifts: 0
Employee, Jessica
Hrs Wik 0.00

rs: 0.00 shifts: 0
Employee, Kristopher
rs Wik 0.00

Hrs: 0,00 shifts: 0
Employee, Ken

Irs Wrk0.00

rs: 0,00 Shifts: 0

Employee, Xhondhia 8:30am - 115pm

Cashier

rs Wrk:0.09
426 shifts:1

A red "!"indicates an employee is not qualified for a Role.

e Add the role from their Profile > Schedules & Roles tab

Employee, Test 8:30am - 115pm
Hrs Wrk:0.48 ICashier
8:47am - 8:47amV

Hrs: 4.25 Shifts: 1

A Time-Punch can show up as “Unscheduled” even when a Shift exists (if the timing
exceeds matching thresholds).

To Link a Punch with its Shift:

e Hover over the Unscheduled Punch and press the LINK icon as shown below.
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#. Employee, Antonio
Hrs Wrk:6.24
Hrs: 5.50 Shifts: 1

To Paste/Link to the shift, hover over the "+" shown below, and click to paste.

#. Employee, Antonio
Hrs Wrk:6.24
Hrs: 56.50 Shifts: 1

Unscheduled
Cook

6:17am - 12:31pmV
6.2 hrs

6:30am - 12:30pm
Cook

- 5.5 nzs

Unscheduled £
Cook

6:17am - 12:31pmV
6.2 hrs

6:30am - 12:30pm <
Cook

\fqgg—— 5.5 hrs o
Ctmrls Cormb L >

—le o al sl
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Modified Time Punch Reporting

Last Modified on 08/31/2023 5:34 pm MDT

To view detail on any time punch edits, including what was changed, by what manager,

when when:

From the top Tool Bar click on Reports

Run the screen report of the Daily Summary, filtered on Modified Clock-Ins, as shown

below

—4 Daily Summary | Clock-In Approval v Aug 18, 2023 @] to IAUQ 24,2023 @l @

Approved and Unapproy :d Clock-Ins 4:00am
1 Only Unapproved Clock ns I

Options ﬁ [ Only Approved Clock-I

v]d

Beach Club V] l 5 of 108 Schedules v

7 Only Forced Clock-Or
v Modified Clock-Ins

g d

The notes under Clock-In Audit will detail punch edits

Roles| 36 of 36 Roles Selected Vv

Break in Consecutive Days

Aug 20, 2023 - Sunday

&) simenez, Imer o shift Audit:
CEEETED $3075 Scheduled: 12:00pm  9:00pm 9.00 Aug 20,1212pm EDT Imer Jimenez

Added Clock-In1212pm to

Worked: 12:12:00pm  9:15:00pm 8.30 Aug 14, E36pm EDT Saori Calderon

Copied from week of Aug' 23

Breaks Expected 0 mins Clock-In Audit:
Break(s)  515pm ® 600pm  45mins Aug 22 132pm EDT Saor Calderon

s) P! P! R Break 515pm - 6:00pm Created
Total Breaks 45 mins Aug 22,1132pm EDT Saori Calderon

Clock-Out chg Aug 20 5:14pm to Aug 20

Clock-in LATE 0042 (HH:m) 915pm
AUG 20, STAPIEDTIMer JITienez

Clock-Out from Teamwork (Beach club)
Aug 20,1212pm EDT Imer Jimenez
Clock-In from Teamwork (Beach club)

%

Update - Employee Visible 450 chars max

Examples include additions of breaks, adjustment of start time, end time, and role
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\_a-ur.nuu IS BT WV W1 nu'&j

Clock-In Audit:
Aug 22, 1:32pm EDT Saori Calderon

Break 5:15pm - 6:00pm Created

Aug 22, 1:32pm EDT Saori Calderon
Clock-Out chg Aug 20 5:14pm to Aug 20

9:15pm
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Add Time-Punches

Last Modified on 06/15/2023 4:24 pm MDT

Two methods are shown below to create a time-punch. First, to an Existing Shift.
Second, an Unscheduled Time-Punch

Adding Time-Punches to an Existing Shift

1. From any SCHEDULE view, reveal time-punches on the schedule by pressing the
Time-Punch icon, it will turn blue.

Y

TEUMWR:’_E Dashboord  Schadues Employess Reports Shomabiles B Tools ?{é} .EL Tach Support

Virk of :Jun 4,2023 F‘|| | 3 of & Schedulas vl _‘w by Tima by Role T mli-—lﬂr

Sortby: AT | Gues | AKM Rols | Grouss Foor
renhore
v -
BOH D This shsciuis i not sk v smpicyses m O 1 A
& DA Ml snaun 5 B &K Mo Jun B3 () Tue Jun 8 3 [F wiod Jun 75 [F) Thus sun @ 5[5} Fri dun 8 (5 [ sat Jun 10 (5, [F)
add v Ade W Ade v Add = add = add Acdd =
+ Adled Shift
Hes W00
e L L]
Bace of ha Housa, BOH 1200pm - B0Cpm 400pm - &00pm adpm - El0pm
rn Wk BOH a0 e
V00 Shitte: 4 Rt frlepe - Boaipn® 1:00pe - E:0ipn®
e 40 ¢ g0 mme

2. Drag curser over the time punch area (shown in orange), and click the " +" that
appears to add a time punch to the shift

12:00pm - 5:00pm
BOH
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3. The Clock~-In Edit Window will open. The time punch will match the shift as a

default. You may edit start and stop times, add a break time, and message the
employee. Save Changes when finished.

Add a Clock-In to Shift for BOH Back of the House =

x

Location Role Approve Clock-in[_]

| vl [ 5ot (@) ~ | Shift Options v|
Clock-In Times

Start Time End Tirme Lengthy

|Jun 9,2023 E||]2!00prn| |Jun 9,2022 B“EDOpm |
Break Times
start Time End Time Length
june,20  fY[2000m®  [une,208  E[12000m |
ung20  (Y[12000m® [une.20m  EY[1z000m|

Notes & Dialogue to Employee

Add Clock-In

Adding and Unschedule Time-Punch

1. From any SCHEDULE view, press the "Add" above the day you wish to add a time-
punch. From the Menu, choose New Clock=-In

Wed Jun7 (4 [5

New Event

Copy To This Day

Delete Day

3. The Clock~-In Edit Window will open. Select an Employee from the dropdown list.
Enter shift and break times.
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Add a New Clock-In =

Location Employee Pool
[ BOH vl (7 Primary Location
@) All Associated
Clock-In Times
start Time

End Time

approve Clock=in[_

Shift Options

Unassigned - (0.0 hrs)
Back of this House, BOH - (28.0 hes)

lwn7,2028  (12000m | [un7 2023

Support, Tech - (0.0 hrs)

Break Times

Start Time End Tirme

Length

|dun7, 2023 E”l?.ﬂﬁum? [Jun 7,2023

E"IZ Eanm|

jwnz202 Y 12000m® [aun7,2028

&3 12000m|

Notes & Dialogue to Employee

[ J

Add Clock-In

4
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Manager Approval of Employee
Time Punch Request

Last Modified on 10/24/2019 12:26 am MDT

Employees are able to submit time-punch requests:
https://support.dolceclock.com/help/employee-time-punch-request (if company

settings allow)

Managers approve or deny the requests as follows:

e Requests show in the schedule, but will not flow into payroll unless approved

A Show Requirements
01 - Brentwood FOH

Gamble, Alex
17.62
39.50 5

d

Sun Oct 20 (24, [

Unscheduled
Travel FOH LA

8:00am - 10:00amV

2.0 hrs

10:00am - 6:00pm
GS Lead - Open/Close
GS

10:01lam - 5:57pmV

7.4 / 7.5 hrs

a

e The Link for Approving time punches will be un-resolved (RED) until any Punch

Requests have been approved or denied.

e Pess the Punch Approval link as shown below

Sun Oct 20 24, [5 s

A Show Requirements

01 - Brentwood FOH

Sanchez, Mallery
25.50
44.00 5

Tsalyuk, Jonathan 26 - Del Mar FOH
23.78

40.50 5

Add New Employee 6 Clock-Ins - 5 Approved

e The time punch requiring approval shows the employee request, as shown below.
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https://support.dolceclock.com/help/employee-time-punch-request

Alex Gamble Unscheduled: 8 Requesting New Time Punch | 0.00 Clock-In Audit:
ravel FOH LA 4 ! ) Oct 23, 11:05pm Alex Gamble
[ Edit Clock-In ] . .0n. AN, Employee Requested
ST Worked: 8:00:00am 10:00:00am 2.00 Oct 23, 11:05pm Alex Gamble
. Clock-In by Manual Entry on Desktop
Breaks Expected 0 mins Oct 23, 11:05pm Alex Gamble
Total Breaks 0 mins New Clock-In

Z

update 450 characters max

Manager Approved

[ Punch Verification
J

e Press Manager Approved to approve the requested punch, or alternatively, edit the

clock-in and proceed.

NOTE: To delete the requested punch, press "Edit Clock-In" and Delete

202



Approving Time Punches

Last Modified on 10/03/2023 11:34 pm MDT

Time punches are approved at the bottom of each schedule. For example, if you have a
"FOH" schedule, you will approve those time punches from the link from the bottom of the
FOH schedule as shown below.

At the bottom of the schedule, press the Approval Link as shown below

Teomwg':!g Dashboard Schedules Employees Reports Share Fil¢

A ShowRequiements [Heod g1 1,116 @) B & Mon Jul 17 21, B2 Tue Jul18 (23, (5=
s Add v Add v Add v
Barback
EB--c.0nes
Timid, Diego 9:00am - 5:00pm 8:00am - 5:00pm
Hrs Wrk8.00 Cook Cook
T 5:00am - 5:00pmV @—— 8.0 hrs
8.0 / 8.0 hrs
8 Clock-Ins, INS - 0 0 Clock-Ins, 9NS - 0
 Add | Remove Employees | ik e
Sched Act Sched Act Sched Act
Hours 0.0 0.0 720 64.0 720 0.0
A A A
$ Hourly $0 $0 $1,544 $1544 §1,544 $0
2 2 A
Salary $0 $0 $0 $0 $0 $0
— -/ 2 — — A — A
Saes| [0 [0] o [ o [
% Hourly 0.0% 0.0% 00% 00% 00% 00%
Tips. (80) 4 Note (80) 4 Note (S0) 2 Note
Sales per Lbr Hr $0.00 $0.00 $0.00  $0.00 $0.00 $0.00
Resync Punches Resync Funches Resync Funches

From the Daily Summary pop-up, you can observe all time punches, relative to their
scheduled shifts.

e Check the Manager Approved checkbox for each punch to approve. Alternatively,
you can check the Approve All option at the top of the window. Both methods are
shown below.

e You must qualify a NO SHOW shift for it to be approved. This means you must select
from the dropdown "Excused’, "Unexcused’, etc, or add a missing time punch.

e If an employee is marked as LATE, you should also qualify its status, ie "Excused),
"Unexcused’, etc.
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Clyde's Felines and Fries - Main Restaurant: Main

() sortby Employes

[mn,m-unmay (] Approve Al for Monday
Kitty, Little o
line $0.00 Scheduled: 3:00am  5:00pm 800
Worked:  10:00:00am 5:00:00pm 7.00
Breaks Expected 0mins
Total Breaks omins A

[“JmManager Approved

Clock-in Verification (N)

¥&:llom EOT Tech Support
Copied from template ‘CF:
Schedule’
Clock-in Audit:
Jui 2, 339pm EDT Tech Support
Clock-In chg Jul 17 9:00am to Jul 17
10:00am
Jul 18, 8:05pm EDT Tech Support
Clock-In by Manual Entry on Desktop
Jul 18, 8:05pm EDT Tech Support
New Clock-in @ Jul 17, 2023 9:00am -
Jul 17,2023 5:00pm

fault

For Late or No Show
instances, assign a status
from the dropdown menu

choices (this goes into
the employee’s “file”).

I

Update - Employee Visible

450 chars max

|Clock-in LATE | Unexcused v Iomo (HH:mm)

To approve ALL time
punches for a day,
use the Approve
All checkbox

Pirate, Steve The

a:00am. 500nm.

Jul 29, 3:47pm EDT Tech Support

Add Clock-In

v

v notes

NO sHow | Unexcused v

Deleted Clock-In 8:00am to 5:00pm
Jul 14, 671pm EDT Tech Support

Copied from template ‘CFAF Default
4 Schedule

_—//
update shift notes

Pantherson, Asher

Jul14, &Tlpm EDT Tech Support
Copied from template ‘CFAF Default
Schedule’
Jul 18, &:06pm EDT Tech Suy
Clock-In by Manual Entry on Desktop
Jul 16, B0Bpm EDT Tech Support
New Clock-in @ Jul 17, 2023 8:00am -
Jul17,2023 5:00pm

450 chars max

Lead $20.00 Scheduled: ©00am  5:00pm 860

Worked:  9:0000am  5:00:00pm 800
Breaks Expected 0mins
Total Breaks Omins A
Clock-in  On-Ti

Shift Audit:

Approve time punch
by checking the
Manager Approval box

If you would like to add a Comment to this punch, visible to other admins AND the
employee, use the comment window shown below and press Update - Employee

Visible.

Timid, Diego
Cook $0.00

Edit Clock-In

Scheduled: 9:00am

Breaks Expected
Total Breaks

Clock-in
Shift Audit:
Jul 14, &1lpm EDT Tech Support
Copied from template 'CFAF Default
Schedye'

Covered for Steve

Manager Approved

Clock-In Verification (N)

Clo'ck— In by Manual Entry on Desktop
Jul 18, 8:06pm EDT Tech Support

New Clock-In @ Jul 17, 2023 §:00am -
Jul 17,2023 5:00pm

l

[ Update - Employee Visible ]
17 of 450 characters

Worked: 9:00:00am  5:00:00pm

On-Time

Les

5:00pm 8.
8.00

0 mins
0Omins A

Certain events, such as a Force-Clock-Out, require the punch to be edited before it can

e approve. Similarly, a break longer than 1 hour or an employee comment will force you
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to check that you're aware before punch can be approved.

Jul 18, 7:01pm EDT Giovanna
Added Clock-In 6:46pm to

Clock-In Audit:

You must edit this forced clock
out before approving

Clock-In Verification (N)

Jul 19, 12:07am EDT Giovanna
Clock-In went past Jul 19 12:00am.
Automatically Clocked Out!

Jul 19, 12:07am EDT Giovanna
Clock-0Out from Teamwork

Jul 18, 6:46pm EDT Giovanna
Clock-In from POS Sync - Server

l

Vz

| Update - Employee Visible
450 chars max

 Giovanna Unscheduled: 15"83

@ $0%0 Jul1g Jul1g

Worked:  6:46:56pm  12:07:llam 534
Breaks Expected 0 mins
Total Breaks Omins A

Shift Audit:

When all punches and no-shows have been approved, the day's time clock approvals
link "Turns Green'. Thus, any links that remain red are days that require further attention.

a Show Requirements [ Head

Main

Hours

$ Hourly

Salary

Sales

% Hourly

Tips

Sales per Lbr Hr

All Approved

Outstanding

Punches

sun Jul 16 @ B2 Mon Jul 17 @, (52 Tue Jul 18 @), = \
Add w Add w Add w
All 9 Clock-Ins/NS 8 Clock-Ins, INS - 0
Approved Approved
Sched Act Sched Act Sched Act
0.0 0.0 72.0 540 72.0 64.0
S0 S0 | $1544 $1544 | $1544 S$1544
0  so 50 s0 $0 s0 7
g A g
(o [o] (o [o (o] [o]
00% 00% 0.0% 0.0% 0.0% 0.0%
s0)  Note (s0) " Note s0) " Note
$000 $0.00 $0.00 $0.00 $0.00 $0.00
Resync Punches Resync Punches Resync Punches
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Related Notes

Viewing Approvals from the Dashboard

e Go to the Dashboard from the top toolbar

e Scroll to the segment titled Employee Clock-In [ Tips Approval [ Schedules
Published

e Select Schedules and Date to reveal the approval status for any number of
locations and schedules for the workweek. You can observe the approval status of
all schedules on all days of the work week. You can click on any red or green link to

open the time punch approvals.

) = Employee Clock-In [ Tips Approval / Schedules Published v show [EX=
v Choose your Clock-In Approval Schedules‘ 2 of 15 Schedules v ‘

weekot @ |Jul16,2023 [

Payroll Groups: ‘CFAF & JJ's'

Sun Jul 16, 2023 Mon Jul 17, 2023 Tue Jullg, 2023 Wed Jul 19, 2023 Thu Jul 20,2023 Fri Jul 21,2023 Sat Jul 22, 2023
© Clyde's Felines and Fries

All 9 Clock-Ins/NS 8 Clock-Ins, INS - 0 1Clock-Ins, 9NS - 0 0 Clock-Ins, 10NS - 0 0 Clock-Ins, 10 NS - 0
s Approved Approved Approved Approved Approved

Administrative
A\ Not Published

Viewing Time Punches from the Schedule

Press the View [ Hide Clock-Ins Button to expose (or hide) time punches in the
schedule.
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weokof () | Jul 23,2023 E] [

2 of 16 Schedules

Sortby: A-Z | Roles | AM/PM Roles | Groups ¥ EDT

Clyde's Felines and Fries
v
Main riteron| A v
Show Requirements [ Head = = =) — =) — =
A Cont d sun il 3@ B8 MonJul24(z, B2 Tuewul 25 B2 WedJul26@ B2 Tl 7@ B2 FriJui28 @) B2 M@ [B=]
Add w Add w Add w Add w Add = Add w Add w
59°F - B4A°F 1°F - B5°F 64°F - B8°F B6°F - B7°F 68°F - 80°F TI°F - 96°F B66°F - B3°F
# . Day - Mostly Clear |~ ®.. Day - Mostly Clear ~ ®. Day - Mostly Clear Day - Heavy Rain Day - Partly # . pay - Partly Day - Rain
13% precip A% precip P v » 35% precip Cloudy Cloudy vie A% precip
31% precij
lity Alert (Othw fore PR
Quality Alest (Other) Quality Alert (Other)
Unassigned
Hrs Wric0.00
Hrs: 0.00 Shifts: 0
Boy, Chonky 9:00am - Unscheduled 8:00am - 5:00pm 9:00am - 5:00pm
Head Caotin Charge Cook Head Catin Charge Head Cat in Charge
Hrs Wrk-27.50 (MOD) . — MOD) (MOD)
Hrs: 24.00 Shifts: 3 12:00pm -~ 4:15pnl)
b o 9:00am - 5:00pmV A e 9:00am - 5:00pmV 9:00am - 4:15pmV
8.0 / 8.0 hrs 8.0 / 8.0 hxs 7.3 / 8.0 hzs
Derpson, Onix 9:00am - 5:00pm 9:00am - 5:00pm 9:00am - 5:00pm 9:00am - 5:00pm 8:00am - 5:00pm
rs Wric40.00 Bartender Bartender Bartender Bartender Bartender
Hrs: 40.00 Shifts: § $:00am - §:00pmV $:00am - §:00pmV $:00am - 5:00pmV 3:00am - 5:00pmV $:00am - 5:00pmV
8.0 / 8.0 hrs 8.0 / 8.0 hrs 8.0 / 8.0 hrs 8.0 / 8.0 hrs 8.0 / 8.0 hrs
Ghost, Fluffy 9:00am - 5:00pm 9:00am - 5:00pm 9:00am - 5:00pm 8:00am - 6:00pm 8:00am - 5:00pm
" Server Server Server Server Server
Hrs Wric40.00
e A S 5:00am - 5:00pmV 3:00am - 5:00pm¥ 5:00am - 5:00pm¥ 5:00am - 5:00pm¥ 5:00am - 5:00pmV
8.0 / 8.0 hrs €.0 / 8.0 hrs £.0 / 8.0 hrs 8.0 / 8.0 hrs 2.0 / 8.0 hrs

You can see the following comparative data, between the scheduled shift, and the
corresponding time punch

Time

Scheduled
Shift

Punch 9:00am - 5:00pm -

Head Cat in Charge
(MOD)

2:00am - €:15pmV
8.8 / B.O hrs

Hours
Scheduled

Hours Worked

(Red text if longer
than scheduled)
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Auto Add Breaks to Time Punches

Last Modified on 03/16/2023 3:44 pm MDT

This feature is NOT recommended unless a company has a union or other contract
where the automated addition of a break is contractually agreed to between a business
and its employees.

To engage automated breaks, take the following steps:

1. In the applicable Pay Group (from gearwheel menu > general settings), enter the break
length desired and press SAVE SETTINGS

Punch Auto Inserted Break Length (minutes)

2. Indicate which ROLES should utilize the automated the break addition.

e From Gearwheel Menu > Role Settings, use the gearwheel menu associated with an

applicable role, and select

I | ]

Mgron Duty 2,
Hide Wage
Never Auto Clock-Out ()

Training ﬁt’?
Tip Multiplier. 1]

Exclude from Holiday Pay
Auto Break Insert on Clock-Out (one per day)

| I S S A |

NOTE: The feature adds one break per day, not multiple

NOTE: Users should monitor time punches and verify that settings are applying
breaks as expected
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Time Punch Validation with

California Break Laws

Last Modified on 10/03/2023 11:35 pm MDT

Employers are able to track break compliance as well as capture employee validations

of time punches and rest/discretionary breaks, upon clock out.

Time Clock Verification - First, C

Clock-In Clock-0Out

wnis s 7:00am - 3:33pm 8.1 hrs

Break Start Break End

12:00pm  12:30pm 30 min

schedule Servers - BUp FOH
role Shift supervisor
2 paid 10 min rest breaks were made available.

‘ My Punch is Correct H Submit Correction

[Ty‘::e Correction Notes Here

Jun 16, 3:33pm EDT Tech Support
Break 12:00pm - 12:30pm Created
Jun 16, 3:33pm EDT Tech Support
Clock-Out chg Jun 18 3:33pm to Now
84-.“\ 16, 3:33prn EDT Tech Support
CA Break Test

Boar 1R 31T OOT Toawnb ©

To Activate California Break Tracking:

Click on the Gearwheel icon at the top of any Teamwork page. Click on General

Settings.
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.4
Q& N Tech Support

‘@ General Settings

7

@ Roles [ Groups Settings

£ Logbook Pro Settings

Scroll to Default Payroll Settings and then to the Break Rules section.

Scroll to Other Settings. Check Use California Break Rules, and Save All Changes

Updated Jun 14, 2023
Curregicy Symbol Currency Format Payroll Frequency Starting Day of Week Start Time (email info@dolcesoftware.com to change)
ollar ($) VI \ 1,000.00 VI I Bi-Weekly (26 periods) V‘ \ Sunday V] 12:00am

Current Pay Period started Jun 4, 2023

yroll Period Begins On Overtime Display

Salary Work Week FLSA Payroll Period AM to PM dividing time
® ay Jun 18, 2023 (@) Show as 1.5 times (Mandatory for NY Tipped Wage) 40.00 hours ] g)c'ﬁmeglm ng;n‘{'g‘:g:gR oport)
Show as 0.5 times
O Jun 25,2023 @) i 12:00pm
Break Rules
(O No Break Rules| (@) Use California Break Rules |(O) Use Washington Break Rules

Auto-Waive discretionary 30-min breaks, employee waivers are on file
O Look at Employee Profile Setting O Yes Waive All

D Include break penalties in hrly lbr %

Auto-Waive Evening Shifts After Break-In/Out Tolerances Punch Length Tolerances

@10 hrs 0| mins

Additionally, if an employer has WRITTEN AUTHORIZATION on file from ALL EMPLOYEES
that their discretionary 30-min breaks are waived (i.e. shift length is greater than 5 hours,
but less than 6 hours), then the Auto-Waive discretionary 30-min breaks, employee
waivers are on file option can be set to Yes Waive All. This selection removes the

discretionary break from the time punch validation, and assumes that there is NO
violation.
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Break Rules

O No Break Rules @ Use California Break Rules O Use Washington Break Rules

Auto-Waive discretionary 30-min breaks, employee waivers are on file
O Look at Employee Profile Seuing> @ Yes Waive All

Next choose the preferred behavior settings PER LOCATION or DEPARTMENT

From the General Settings page, scroll to Schedules. Click the + icon to the left of the
location / schedule name to bring up the Schedule Settings for that specific schedule.

Schedules

Click a name to edit. Drag == to sort witin a group. Drag «:)» to move between groups. Add your Zip Code to view local weather ! "; on your schedules.

A :
[ show Detolted Options Reveals location’s schedule options

= o|Belly U Y ®
= IBU 7 ‘ «:)b ® [[Jview all schedules in Department [ Exclude from Timesheet sync
= EI Servers - BUp FOH ] Active [_] Don't show in analytics reports 9 New York ct:)v [:]
= lsuppoft - BUp FOH ]@- Active [_] Don't show in analytics reports 9 New York .§. []
= {BUp BOH ] 1(}» ® [[Jview all schedules in Department [_] Exclude from Timesheet sync
= + lBQH - BUp BOH ] Active D Don't show in analytics reports 9 New York «:» [:]

Scroll to the Time Punch Employee Validation section and check Require Employee
Validation on Clock-0ut to require employees to verify the accuracy of their time punch
and confirm that mandatory breaks were made available upon clock-out. ITIS
RECOMMENDED THAT YOU CHECK THIS. If this is not checked, employees must take the
initiative to validate time-punch accuracy from their dashboard, prior to the end of the
payroll period.
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= 9|Belly Up | B B3 ®
= [BUp FOH & ®

= G [SSrvers - BUp FOH I Active [_]Dont

D View all Schedules in Department D Exclude from Timesheet sync

show in analytics reports QNeWYork &[]

] Phone:[:] Zip-Code: l Sales mapped: 1 of 12 sched

loyee's Google Calendars as: l

|

Clock-In Restrictiol
D Allow Clock-In Requests frol

(] only allow clock-in | clock-out from embedd
devices like Breadcrumb, Clover, SpotOn, Spot
Retail, SpotOn Enterprise

("] send all shifts to POS

[:] Manager Approval on All Clock-Ins

Clock-In Early [ Unscheduled:

Allowed v

Alaak lo | ata.

Google‘E] Shc
Choose validation settings

Time Punch Employee Validation
Require employee to validate on clock-out
Require manager verification for break violations

Require Manager Comment for Time Punch Changes

Require Employee Approval of:  Starting on
@ None

O Punch Changes (Use when POS is the punch source)
O All Punches
(O All Punches with No Corrections Allowed

Optional: Check Require manager verification for break violation (see previous
image). If this options is checked, when an employee indicates that they were NOT
offered mandatory breaks, they must find a manager to approve and proceed with the
entry! This actively engages management to be constantly aware of potential break
violations in real-time. The manager must enter their credentials into the time-punch

verification to indicate that they were made

Time Clock Verification - First, C Q)

Clock-In

Break Start

Usemname Password or

Select a Manage! v

w2022 7:00amM - 4:52pm 9.9 hrs

schedule Servers - BUp FOH
role Shift supervisor

This Time Punch Requires Manager Approval

| did not take my 30 min break @ 5hrs.
(] 2 paid 10 min rest breaks were made available.

aware of the violation!

Clock-Out

Break End
---- 0min

Pin

My Punch is Correct

Monitoring Violations

Please contact your Manager if corrections are needed

-
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Managers can spot violations right from the schedule view:

Thu Jun 15 (24, [5

Add =

5:00pm - 1:00pm & <

*server
4:54pm - 10:25pmV
5.5 / 5.5 hrs

2:30pm - 10:00pm )

*server
2:25pm - 10:08pmV
7.7 / 7.0 hrs

Managers Can View Validation Statuses and Details from the Daily Summary

From the schedule page punch verification hyperlink or daily summary report,
managers can see:

e If employee has "validated” their time punch
e If there is a break violation (30-min / or 10-min)

¢ The time punch detail can be viewed by pressing the Clock-In Verification

button
First, Charlie
‘ Jun 16, 2023 - Friday [] Approve Al for Friday
First, Charlie NN
Shift supervisor $0.00 Scheduled: 900am  5:00pm 780
Worked: 7:00:00am  6:08:05pm nis
Breaks Expected 30 mins
Total Breaks 0 mins
Clock-in  EARLY 02:00 (HH:mm)
Shift Audit: [ Jmanager approved
Jun 16, 3:22pm EDT Tech Support
Shift Created from Dialog ) Employee Validated
Clock-In Audit: | Clock-In Veritication (Y) |
Jun 16, 6:09pm EDT Charlie First (3) - 10 min rest break violation
Clock-0ut from Teamwork (CA test) ; SR S i .
Jun 16, 4:51pm EDT Tech Support gg ::: E;Eg: ::g:gtg; é‘ 153:::, ( Violations
Clock-0Out chg Jun 18 4:47pm to Now ke &
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Additionally, the Punch Verification can be opened from the schedule, by clicking on the
V' that is located within the cell containing the Shift and the Time Punch.

9:00am - 5:00pm 7)<

Shift supervisor
7:00am - 6:09pEV
11.2 / 7.5 brs

o

Employees are likewise able to view their punch validations from their dashboard, and if
any violations exist.

Q{§} Jat Charlie First

Teumwgl:_lg Dashboard Schedules Employees Reports &3 Tools

Clock-In/Out
= Print

Belly Up - BUp FOH: Servers - BUp FOH

| Jun 16,2023 - Friday
First, Charlie P Clock-In Audit:
Sl stpara Scheduled: 800am  5:00pm 780 Jun16, 608pm EDT Chartie irs
Validated
Clock-Out from Teamwork (CA test)
Jun 16, 4:5lpm EDT Tech Support
Worked: 7:00:00am  6:09:05pm nis Clock-Out chg Jun 16 4:47pm to Now ( )cuc.( In Verification (¥)
» 3) - 10 min rest break violation
1 Jun 16, 4:51pm EDT Tech Support
Breaks Expected 30 mins e et 30 min break violation @ Shrs
Breaks 30 min break viclation @ 10hrs
Total Omins Jun 16, 4:47pm EDT Charlie First
‘ Clock-Out from Teamwork (CA Break Test)
Clock=-in EARLY 02:00 (HH:mm) Jun 16, 4:47pm EDT Tech Support
Break 12:00pm - 12:30pm Deleted

Jun 16, 4:47pm EDT Tech Support

The Daily Summary Report can be filtered on break violations across a time period, or

location or employee.
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Reports

) Lost Pay Period was Mondc
Current Pay Pericd is Mondc

to lJun 19,2023 5] B

Workday start time is 12:00am

| Daily Summary / Clock-In Approval V| lM0Y15,2023 B

Cptions ﬁ Search for Employees l Everybody ~ .4)0 | BUp Payroll CA Rules V‘ ‘ 3 of 12 Schedules hd
Roles| 28 of 2B Roles Selected V‘ ‘ Approved and Unapproved Clock-Ins v‘

[ show Details Break Violations | Filter OFff v | Type of Hours‘ All v‘ Data View‘ summary v‘

Employee Approved Changes Filte Has 20 min Violation v| Fair Work Week‘ Filter Off v| [ sort By Employee’s Mame

Has 10 min Violation

Has any Viclation

The constant status-awareness available to employers and employees is intended to
reduce the possibility of break rule non-compliance.

Other behavioral note:

If an employer edits a time punch that has been previously validated, its status is
changed to not-validated

Break violations in Payroll Reports

Break violations show in payroll, in a Break Violation column. Note that there is a
maximum of two possible violations per day: one for 30-min break violations, and one
for 10-min break violations.

Hourly Employees y

Overtime Total Break

Employee Location Role Base [ OT Hourly Rate Hours Hours E/D/PS/SS Hours Wages  lssues
Servers Total 5
[ZFirst, Charlie BUP FOH Base 8.00 $0.00 30m.|n ?
10min 3

. . Servers i
C X 315 .
First, Charlie BUp FOH Overtime $0.00 $0.00
Total 5
First, Charlie ©"P oY ew 800 315 115 $0.00 30min2
otal "

10min 3

NOTE: There is also an option to require a re-validation of a time punch that has been
edited by a manager, found in the schedule settings.

To engage, select 'Require Employee Approval of All Punches’
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Time Punch Employee Validation

Require employee to validate on clock-out
Require manager verification for break violations

Require Manager Comment for Time Punch Changes

Require Employee Approval of:

() None

Starting on

&)

(O punch Changes (Use when POS is the punch source)

(@ All Punches

(O All Punches with No Corrections Allowed

Employees will be prompted to validate the manger's edit upon their next clock-in, or can

validate from their dashboard.

Manager's will see approval status from Daily Summary / Approval reports

‘ Jun 16, 2023 - Friday [_] Approve Al for Friday ’
First, Charlie Length Shift Audit [Jmanager Approved
Shift supervisor $0.00 Scheduled: 9:00am  5:00pm 750 Jun 16, 322pm EDT Tech Support
Shift Created from Dialog Employee Validated
Edit Clock-In - <
Worked: 9:00:00am  5:00:00pm 750 Clock-In Audit: Clock-In Verification (Y)
Jun 19, 3:37pm EDT Tech Support -
Breaks Expected 30 mins Break 1215pm - 12:45pm Created (1) - 10 min rest break violation
: ® g . Jun 19, 3:37pm EDT Tech Support
Break(s) 1215pm 12A4bpm PO e Clock-Out chg Jun 16 10:45pm to Jun
Total Breaks 30 mins 16 5:00pm
. Jun 19, 3:37pm EDT Tech Support
Clock-in  On-Time Clock-In chg Jun 16 12:15am to Jun 16
9:00am
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Assigning a Status to Late and No
Show

Last Modified on 10/21/2023 2:20 pm MDT

"No Show" Shifts must be assigned a Status in order for All Clock-Ins to be Approved

Mon Oct 16 (24, B2 ™ Tue oct 172, B2

Add = Add w
All M Clock-Ins B Clock-Ins, 2ZN5 -7
Approved Approved

Assign Status from the Dropdown Menu in any Daily Summary View

U_UU'JI mnm= IU.UUPII 1 U_UU'JI mnm= IU.UUPII 1
UCSD Beertender UCSD Beertender
5:51pm — 10:14pm 5:55pm — 10:03pm

Mo Show Reason: | Excused W ‘

Notes: | no show note
Called Off
Cancelled v
Sick Day
Unexcused
Unscheduled 6:00pr

T Pl m b e d e e (e

"Late” designations can also be qualified. This is helpful for employee files [ record
keeping.
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Re

Location Role Approve Clock-in Notes & Dialogue to Employee
l Tasting Room v ] [Mlmrm]r seertende w ] | shift Options vI Jltjg:é;:;l‘:\n:;‘::”_Sg;i-\aved -
= 247pm
-In Times Jun 28, 295pm POT Alexis Rankin
Clock-#n Tk ) Clock-0ut from POS (Integrated)
| StanTme £nd Time Length Spoton
" |aun2, 2028 i Jun 29,2023 |7 X S SR BT E0S N By
3¢ l i E”" Badm | = E] e | 200 hrs Manager has autherized me.
2 28, 1:520m POT Alaxis Rantin
Break Times Clock-In from POS (unle.g,;éfgl -
Start Time End Time Length [ ]
{dun3s, 2025 [ [216pm ® [1un2s 2028 5[ 247pm | 88 mins %
: Update - Empioyee Visible | 450 chars max
{wun29.2023 (12000 [sun29.2023 ([ 12:000m|
| Jun 29,2023 EI 12:000m P |Jun 29,2023 E]i‘ 12:00am |
[ Save Changes } [ Delete Clock-In I
oo
dirc
00

To view summary reports, from the Menu Bar choose Repotrts, select the Late [ No Show

Report and filter accordingly

Reports

[ Late [ No-Show

v] lFehll,ZO?S @]to[Febu,zma @] B

Workday start time is 3:00am

Optons | 3 seorch for employess | everyboay v [ [mrravoncrous | [ sorsscneaues

[ show petails

HTML / PDF | CSV

Delote AllReports

Download / Open |

Report Status
[Siotus Requestsd on Time Name

R P o

Gusto® Payroll Pay Frequency: Every other week Open Payrol Start: Sat Jul 29, 2023 End Fri Aug T, 2023

show Report
a Export POF / print

Export as Spoton
~ Teamuork (csv)

oty when one
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Enforce Early/Unscheduled
Clock-In

Last Modified on 10/24/2023 11:34 am MDT

PLEASE NOTE THAT YOU MUST BE USING EITHER A TEAMWORK CLOCK~-IN STATION OR
INTEGRATED CLOCK-IN TO USE THESE SETTINGS. If you location does not currently
have integrated clock-in activated, please contact Teamwork Support to have
the setting activated.

FOR TOAST USERS, PLEASE SEE: https:/[/support.dolceclock.com/help/toast-
enforce-clock-in-to-schedule

Early/Unscheduled behavior can be set individually for each Location/Department.

From the gearwheel Icon select General Settings.

il

Q {c}} & Tech Support ﬁ
A("} General Settings *_ _

@ Roles [ Groups Settings

£ Logbook Pro Settings
@ Reminders, Certifications & Custom

©3 wage Settings / Rules

1. Scroll to Schedules section at the top of the Settings Screen

2. Open a Location’s Settings by Pressing "+
3. Make Your Selection(s) from the Dropdown Menu(s) under Clock-In Restrictions

Schedules

2 onyour schedules.

Click a name to edit. Drag == to sort witin a group. Drag «:» to move between groups. Add your Zip Code to view local weather ‘ g
+ Location [j Show Detailed Options

= @[I H N N e . -J +Department ELive ®

= [ron EX:

* [- FOH MGT ] 4 Active QNew York 1(:)r [ Apply Zip to Location ] [ Map Sales to this Schedule ] [ ]
| — [I W Server ]LE}I M Active QNeW York 1(:» [ Apply Zip to Location ] [ Map Sales to this Schedule ] [:]
| = [- Take Out ] % Active QNSW York <<:>b [ Apply Zip to Location ] [ Map Sales to this Schedule ] [ ]
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Clock-In Restrictions
| Allow Clock-In Requests from Employees
B Only allow clock-in | clock-out from embedded
devices like Breadcrumb, Clover, SpotOn, SpotOn
Retail, SpotOn Enterprise

| Send All Shifts to POS

. : |

8 Manager Approval on All Clock-Ins v Allowed

Clock-In Early / Unscheduled: Allowed - Prompt for Reason
e v

Clock-In Late: Not Allowed

Allowed v ’ .

Clock-Out Late

Allowed v

Alert/Message Reading Rules

No Alert Reading Forced v

Options Described for limiting "early” or "'unscheduled” clock-ins.

1. Allowed with Force Prompt. Employee is allowed to clock-in early or unscheduled,
but when clock-in is attempted, they are advised that they are early, and prompted
for a reason/permission. Their response become attached to the Time Punch Notes.
*This is the DEFAULT setting.

2. Allowed with Manager Approval (Suggested). Employee is only able to clock-in
early or unscheduled if a manager authorizes when prompted at the clock-in
station.

3. Not Allowed.

Defining EARLY (Default allows 5 minutes early, but this number can be

customized)

To define Early for your company:

1. Scroll to Other Settings
2. Set Minutes allowed to Clock-In early/late

220



Other Settings

Default Wage

s (000 ]

Show 24 hour (military) Time Format

Minutes allowed to Clock-In early

]

Minutes allowed to Clock-Out Late

]
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Time Punches Common
Questions

Last Modified on 10/21/2023 2:12 pm MDT

Three Common Q&A

1. If you see multiple time punches below a shift, it indicates that employees are
clocking IN and OUT instead of using GO ON BREAK

e Please ask employees to use the break feature to make things cleaner going

forward

e To fix existing split time punches, please use the MERGE button shown below. Then,

when you APPROVE the punches, the results will be cleaner and make more sense.

Sortby: A-Z | Roles | AM/PM Roles | Groups ¥ EDT

Clyde's Felines and Fries

¥ Main

A Show Requirements | Head
 Count

signed
Hrs Wrk:0.00

Hrs: 0.00 Shifts: 0
Boy, Chonky
Hrs Wrk:29.33

Hrs: 20.00 Shifts: 3

Derpson, Onix

Hrs: 32.00 Shifts: 4

Monoct 8@ B2 F 1uecan@ B2

Add w

45°F - B4°F
Day - Mostly
Cloudy

Unscheduled )

Head Cat in Charge
(MoD)

9:00am - 5:00pmV
8.0 hrs

Unscheduled
Barback

2:55pm - 5:41pmV
2.8 hrs

Unscheduled
Barback

5:52pm - B8:38pmV
2.8 hrs

Wed Oct 18 (4, 5=

Add = Add =
45°F - 53°F 41°F - 62°F
Day - Mostly . Day - Partly
Cloudy Cloudy
Unscheduled ) g:00am - 5:00pm
Head Cat in Charge Head Cat in Charge
(MoD) (moD)
9:05am - €:55pm 9:00am - 11:30amV
9.8 hrs 12:00pm - 5:00pmV
A 7.5 7 8.0 hrs
Unscheduled 9:00am - 5:00pm
Barback Bartender
2:00pm - 7:13pmV] 9:00am - 1:00pmV
5.2 hrs 1:30pm - 5:00pmV
A 7.5 7 8.0 hzs
Unscheduled
Barback
T7:23pm - B8:58pmV
1.6 hrs

ThuOct18 @5 B=
Add

48°F - 56°F
Day - Rain
»» 49% precip

9:00am - 1:00pm
Cook

$:00am - 1:00pmV
4.0 / 4.0 hrs

9:00am - 5:00pm

Bartender
9:00am - 1:23pmV
1:53pm - 5:00pmV
A 7.5 7 8.0 hzs

2. Ared "!" indicates an employee is not qualified for a Role.

e Add the role from their Profile > Schedules & Roles tab

Published on Oct 19t

FriOct 20 (24, (2
Add =

50°F - 58°F
Day - Drizzle
+ 59% precip

9:00am - 5:00pm

Head Cat in Charge
(MoD)

@—— 8.0 hrs
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2:00pm - 9:00pm ) M
IBarback
2:00pm — B:58pmVW
&€.8 f/ 7.0 hes

3. A Time-Punch can show up as "Unscheduled” even when a Shift exists (if the timing
exceeds matching thresholds).

To LINK a Punch with its corresponding Shift:

e Hover over the Unscheduled Punch and press the LINK icon

Unscheduled €

Head Cat in Charge
(MoD)

€:00am - 2:00pmV
8.0 hrs
9:00am - 5:00pm <,

Head Cat in Charge
(MOD)

@—— 8.0 hrs el

e To Paste/Link to the shift, hover over the "+ shown below, and click to paste.

Unscheduled () (2]
Head Cat in Charge
(moD)

€:00am - 2:00pmV

8.0 hrs
9:00am - 5:00pm =

Head Cat in Charge
(MoOD)

OFf-- ¢.0 nes @I
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Timekeeping Overview [legacy]|
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Adding Break Types Per Role

Last Modified on 09/25/2019 1:55 pm MDT

Use the following steps to setup additional Break types, ie Paid Standar Breaks and 10~
Minute Paid Rest Breaks assigned by Role

General Settings > under Other Settings, check Allow Custom Break Types and Save

Other Settings

Allow Custom Break Types by Role

Gearwheel Menu > Roles

& .

General Settings

Roles / Headings Settings

Select a Role's Gearwheel to access break options for that role

60
Crew member

Check the Breaks you'd like available for employees working this role
NOTE: Default will affect scheduled analytics expectations

NOTE: You can customize the color(s) of the Standard Break buttons by selecting a color.
The 10-Minute-Paid is automatically a unique blue color.
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Break Buttons: Default

Tl Standard Paid o

' B standard Unpaid ®)
10 Minute Paid

When an employee clocks out for a break, they will be presented with the applicable
options

The following example shows a 10-Min Rest Break in addition to a standard unpaid meal
break

You clocked in at 3:24pm ( 2 Minutes)

0.03 hrs worked in current pay period

10 Min Break

The following example shows options for both Paid and Unpaid standard meal breaks
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You clocked in at 3:28pm ( 2 Minutes )

0.09 hrs worked in current pay period

10 Min Break

When [manager] is editing a break, you can add or edit breaks and designate the break
type.

The "10" shown below indicated a 10-Minute-Rest Break, and the "$" shown below
indicates a Paid Break. Both may be toggled on or off.

Break Times
Start Time End Time

Jul 23, 2019 [ 2:000m | gui24,2019 [ 2:31pm
aq‘JuIZS,ZNQ 10:00am|$ Jul 23, 2019 |10:10am

Accordingly, Time Punch detail in the Daily Summary Report have indicators showing
break type and paid status
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Paid Unpaid

Tuesday
=
Philip Billip
Barista 7.50
Edit Clock-In
:00am 7.50
Breaks Expected 30 mins

Break(s) 11:45am * :15pm 30 mins
1:00pm 1:30pm 30 mins

Total Breaks 60 mins
@9:{]0am $  g9:12am 12 mins

a

10-Minute Rest Break

Analytics and Payroll will conform accordingly

NOTE: Overtime calculations include Paid Breaks
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Resync Punches with POS

Last Modified on 12/24/2023 1:35 pm MST

When you source time data from the POS, same day edits to time punches will
automatically flow into Teamwork. We keep a live sync for 24 hours by default. If you
make time punch edits in the POS outside of the live sync window with Teamwork, you
can resync those changes by scrolling to the bottom of the schedule, and clicking

‘Resync Punches’

Mon Jul 25 24 5 Tue Jul 26 24 [5 Wed Jul 27 2 5 ThuJul 28 @4 5 FriJul 29 (24 5 satJul 30 @4 5 sunJul 31 @) 5
Add ¥ Add = Add ¥ Add ~ Add ¥ Add ~ Add ¥
All 14 CI@k-Ins/NS All 13 Clock-Ins All13 Clock-Ins/NS All 12 Clock-Ins All15 Clock-Ins All15 Clock-Ins All 14 Clock-Ins/NS
Approved Approved Approved Approved Approved Approved
Tips Tips / Tips v/ Tips v/ Tips v/ Tips v/
Sched Act Sched Act Sched Act Sched Act Sched Act Sched Act
64.3 72.7 64.3 57.6 63.8 61.8 86.5 85.5 88.0 89.8 83.0 84.0

(8,691 [11,332) 307 | [9,285] [11,130] 20% |[10,278] [10,657| 37 |[13,252|[14,60] 7% [16,786|[17,223] 3% |[16,720] 16,076 -4%

1.2% 9.7% 10.6% 7.9% 9.5% 8.9% 10.1% 9.3% 8.1% 8.1% 71% 8.0%

7 ($1,413)  Note | 7' ($1,274)  Note | 7 ($1,249)  Note | 7 ($1,659) Note | 7' ($2,168)  Note ”(&oi Note

Trans: 236 fGuests: 237 Trans: 228 fSuests: 230 Trans: 223 JGuests: 224 Trans: 293 fGuests: 295 Trans: 302 fSuests: 304 Trans: 290 (luests: 292
les/Tips ResyncWales/Tips Resync $Bles/Tips Resync S¥les/Tips

ResyncWales/Tips Resync Ylles/Tips Resyn:
Resync Punches Resync Punches Resync Punches Resync Punches Resync Punches Resync Punches Resync Punches

This action will resync punches for the entirety of the location (all schedules, not just the
one you click from) for that business day.

It will require the punch be manager re-approved, if a change has been made.
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12 Clock-Ing, 2 NS - 13
’ Approved

Tips

Sched Act

3 64.3 66.4

5 \:8,860].\:10,437:\ 18% |

{ 11.1% 9.7%
5 1 ($1,362)  Note

Trans: 212 Guests: 212

Resync Sales/Tips
Resync Punches

*IMPORTANT: Tip bundles are not dynamically updated with edits made to time punches.
If this edit has a direct impact on the tip distribution, you will need to delete and rerun
tips.**
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Integrated Clock In for Spoton
RPOS - Turning On or Off

Last Modified on 12/20/2024 9:43 am MST

Turning On Integrated Clock-In pushes the shift in Teamwork into the POS, prompting an
employee to clock-in to the correct time and role, and allows for schedule enforcement
to be engaged.

See: https://support.dolceclock.com/help/spoton-integrated-clock-in for more detail on
integrated functionality.

Dolce Timeclock

Kris Cross

Begin Shift You are not clocked in.

6:00pm - 2:00am as Server @ SpotOn Dev Testing FOH
Restock cans please!

Unscheduled

Spoton Roles: Server

To Turn on Integrated (or turn off)

From the gearwheel menu select Point of Sale Tools

Point of Sale Tools

Next click Enable Integrated Clock-In

POS Tools
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Enable Integrated Clock-In
Setup Role Mapping ] [ Reconcile Roles/Wages ] Enable Integrated Clock-In

It is recommended to restart POS terminals when this function is engaged or
disengaged.

Spoton (George's At Alys Beach) SYNC - Spoton | Setup Role Mapping l [ Reconcile Roles/Wages

SpotOn (Shaka Sushi and Cocktail Bar) SYNC - SpotOn

Related Settings

Turn on Schedule Enforcement to control early clock-
in: https://support.dolceclock.com/help/force-restriction-options-for-early-clock-in

For Compliance and Custom Prompts, please engage your Teamwork specialist to
engage settings. teamworksupport@spoton.com
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Running Tip Templates

Last Modified on 03/14/2023 815 pm MDT

Here is a step-by-step guide for
running tip templates in a complex
environment!

Clock-ins should be approved before running tips. Please refer to the video for Time
Punch Approval if you need a refresher!

Select No Tips Run after turning the time punches green.

All 22 Clock-Ins/NS All 23 Clock-Ins/NS
Approved Approved
Tips v Mo Tips Run

In the top left corner, the Tip Bundle Navigator will show the POS Total. From the Tip
Template dropdown menu, Select First and then select Apply
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Tip Bundle Navigator

Thu Oct 27, 2022 Tip Calculator for 'Poseidon Bar’ - Thu Oct 27th, 2022

1 Bundle Total Cash $0.00
POS Total Cash __ 8102043 Lfabor 10f 14 Schedules vJ Roles‘ 12 of 12 Roles Selected v]
A.$-1,020.43 o
Bundle Total CC $0.00 Tip Source: Poseidon Bar
Cash $0.00 Roles: Banquet Server, Barback, Bartender, Bartender drawer - rooftop, Bartender Drawer- Nauti, Bartender drawer-
POS Total CC $4,517.18 oyster, Bartender Nauti Bar Time Clock, Bartender Oyster Bar Time Clock, Bartender Roof Top Time Clock, Bartender
" YT Time Clock, Fohitrain, Rate _1
Audit / Amt Off f1,$-4,517.18 g g —
[ it/ amt off SIS IS : X \ [
No Tip Bundles s A
Note: Tip Imports sync to 1 minute ii terva 3
Sched Act S hed
Hours | 375 35.1 or Tip Templ Select a Template A] b5.5
Sall @' 2 Tip Bundl [Tip Bundle @ 1:35:05pm 2 U paily @
ales 20,059 ip Bundle: :35:
() AM Host
% Hourly | 0.0% 1.0% [ Choose a Time Range VI From [80m Jto E () am Oyster Bar / Nauti Bar .0%
Tips | 7 ($3,209)  Note POS Tips Linked [ am server o
Credit (] peclared cash
Trans: 272 Guests: 597 T $ [: D PM Host ans:
osi
s AutoGrat $
e ssee | ool ] 0 P opstr ar f autBor
casn§| 000l | [ pmRooftop ter —
Neek Total $0.00 $0.00 () PM server (Cocktail)
2021 Budget Scheduled < [ PM server (Generic)
$0 (o) $0 [J PM server (High Top)
1l Hourly 0.0% 0% 13% () xBanquets
B t Ti
1l Salary + Hrly 0.0% % 0% 1.3% () Banuet Tips

After the template(s) have been run, the total will be distributed to the employees based
on the rules you have set up. DON'T FORGET TO CLICK SAVE ALL

Tip Bundle Navigator

Thu Oct 27, 2022

Poseidon Bar

Delete All

Bundle Total Cash
POS Total Cash
Good!

Bundle Total CC
r Cash
- POS Total CC

$3,411.55
$1,020.43
$4,517.18

Audit / Amt Off | | £1.$-1105.63
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THE GOAL NOW IS TO SEE THAT WE BALANCE AGAINST THE POS TOTALS LIKE BELOW:

Tip Bundle Navigator

Thu Oct 27, 2022

Poseidon Bar

Save All ” Delete All |

Bundle Total Cash $1,020.43
POS Total Cash $1,020.43
Good! $+0.00

1" Bundle Total cC $4,517.17
" Cash $1,020.43
“l POS Total CC $4,517.18

Good! $-0.01

Notes:

e |f you make an edit to a time punch after running tips, you have to rerun the
templates that would be affected.
o Another way of understanding this : tip bundles are not dynamically updated
when time punches are adjusted!
o You would need to DELETE the individual bundle, or DELETE ALL up top, and then
rerun the templates!
e |f you need to troubleshoot an imbalance, regard the following resource:
TROUBLESHOOTING TIPS IMBALANCE
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Audit / Amount Off Tool

Last Modified on 12/12/2022 119 pm MST

Look for Tips that don't have a Rule or Template

In the following example, we're looking for $20.00

Press the AUDIT button, to view all tips from the POS

Tip Bundle Navigator

Thu Jun 2, 2022

T - .
Bundle Total (w/o Cash) $402.67
Cash $0.00

Tip Bundle Navigator
Thu Jun 2, 2022

Tip Calculator for '428 F St-Patricks Gaslamp Pub FOH' - Thu Jun 2nd, 2022

é%:sslf:f:\;)Pgl:rl‘)c;Cs)H M Clock-In Breaking: Include All if in Day qu(L N
Pooling mﬂ abor
Bundle Total (w/o Cash) $402.67 from | 3 ©f 3 Schedules || 8of8Roles Selected v
Cash $4$22 Zg Tip Source: 428 F St-Patricks Gaslamp Pub FOH, 428 F St-Patricks Gaslamp Pub MGT, 428 F St-Patricks Gaslamp Pub
JAN
Audit / Amt Off D £.$-20.00 Roles: No Role, Barback, Bartender, Door host, Door man/ host, General manager, Janitorial, Owner
( view Summary of Pall Tips | Note: Tip Imports sync to 1 minute intervals
| @0 Bar AM or Tip Templctes:l Select a Template vl Apply
4:00am to 5:00pm $116.00 CC
@0 Bar PM ® ip Bundle: [Tip Bundle @ 4:13:58pm
5:00pm to 4:00am $286.67
cc Full - 4:00am to 4:00am v | From [4:000m ]to[4:000m ‘ [ Save as Default }
A P Barback Allocation I
5:00pm to 4:00am

Notes: [ ]

® P Door Host / Security

% of

5:00pm to 4:00am POSCC POS POSAutoGr Cash Cash Net Net
(] Employee add+ POS CC Override AutoGr Override Pmpt Override Total  Sales  Sales
/ 428 F St-Patricks Gaslamp Pub MGT
e Tt Brown, Cameron General manager 20.00 [: 0.00 D 0.00 C] 20.00 20.71% 96.55
H $0 D 4 428 F St-Patricks Gaslamp Pub FOH
B (e Bartender 234.00 0.00 0.00 234.00 4958%  471.92
<l Uiy B g 4;::"::’}" an;e;or\] Pub FOH D D C]
St-Patricks Gaslamp Pub
:al Salary + Hrly  0.0% % 0 Cain, Quinn Barback 0.00 C] 0.00 D 0.00 C] 0.00 0% 0.00
428 F St-Patricks Gaslamp Pub FOH — — —

To resolve, here are some possible solutions:

1. Add a rule for General Manager in existing or new tips templates.
2. E-mail the issue and goal to support@dolcesoftware.com
3. If this event is atypical and you just need a one-off solution, add the missing amount
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manually to an existing tips bundle and save (see below).

Tip Bundle Navigator

Thu Jun 2, 2022 Tip Calculator for ‘428 F St-Patricks Gaslamp Pub FOH' - Thu Jun 2nd, 2022
é%:aslzﬂ;)Pgthc:SH Clock-In Breaking: Truncate at Day Part ebor B ‘
Poolin,
Bundle Total (w/o Cash) $422.67 9 . 10f 3 Schedules v} ‘ 10of 5 Roles Selected v’|
Cash 0.00 q g
as $ Tip Source: 428 F St-Patricks Gaslamp Pub FOH
POS Total (w/o Cash) $422.67
Good! $0.00 Roles: Bartender

— Tip Bundle Detail

Bar PM - Tip Ownership
5:00pm to 4:00am  $306.67 CC by Tech Support @Jun 3, 3:09pm ®

View Summary of Payroll Tips ]

©® 0 Bar AM ® Note: Tip Imports sync to 1 minute intervals
4:00am to 5:00pm $116.00 CC

® 0 Bar PM ® Use Default Day Parts | or Tip Templates: I‘ Select a Template v I Apply

5:00pm to 4:00am $306.67 CC (
- ) Tip Bundle: ‘ Bar PM
@ P Door Host [ Security ¢ - — S
Allocation Choose a Time Range ~ From ‘ 5:00pm ‘to‘4:000m ‘ [ Save as Default ]

5:00pm to 4:00am

Notes:" ‘
Wown L J
o
2021 Budget Schedule ¢l
POSCC [POS POSAutoGr Cash Cash Net  Net
$0 ) ¢ [ employee add+ POS CC Override AutoGr Override Pmpt Override Total Sales  Sales
M 428 F St-Patricks Gaslamp Pub FOH —— — —
el ey Oz 9 Brown, Cameron Bartender 23400 2640/ | 000 | | 000 | || 25400 5382% 47192
al Salary + Hrl 0.0% % 0 -Patri
y oy # “Door Host | secufity ariender 25,40 0.00 0.00 2540  10%  0.00
# “Barback Batendar TN 0.00 0.00 0.00 0.00 0%  0.00
= 428 F St-Patricks Gaslamp Pub FOH ) 1 )
A-Z | Roles | AM/PM Roles | Groups 9@ ppT Shetler, Lauren Barténder 52,67 ‘ ‘ 0.00 ‘ ‘ 0.00 ‘ ‘ 5267 2915% 237.79
428 F st-Patricks,Gaslamp Pub FOH T
128 F St-Patricks Gaslamp Pub & Door Host [ Security Bartendler &3 5.27 0.00 0.00 5.27 0%  0.00
428 F St-Patricks Gaslamp  » “Barback faaidar "o 0,00 0.00 0.00 0.00 0% 0.00
$306.67 .00 $0.00 $306.67 43% $709.71
W30 5 S TueMydI@® 5 =
Add = Add = . 1 [ 1
arthe e hd Clane thratiahor < = Print || Save >

NOTE: When overriding the current tip amount of $234, you must
add the missing amount to it. $234 + $20 = $254
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Using the Tip Calculator

Last Modified on 10/03/2023 11:31 pm MDT

The tip calculator provides a simple way to allocate tips and add them to your payroll
report.

To open the tip calculator, from the schedule, on the intended day, select No Tips
Run aofter turning the time punches green.

| All 7 Clock-Ins[NS
Add | Remove Empiotass | _ Approved

Sched Act

Hours 45 248

Sales | [1,490) " [2,125] 43%

% Hourly 93% 135%
-
Tips ($257) Note

Trans: 61 Guesls: 75

Resyne Sales/Tips
Resync Punches

Entering time and tip amounts:

1. In the top left corner, the Tip Bundle Navigator will show the POS Total. From the Tip
Template dropdown menu, select the template and then select Apply.

Tip Calculator for Poseidon Bar' - Thu Oct 27th, 2022 OF vo

T $0.00 ik Brsaking Truncate ot Day Por ) ]
POS Total Cash $1020.43 |WEEIREY Ownership LabOr 1y o 14 schedules | Roles| 12 of 12 Roles Selected
AS$-1,020.43 fom
Bundile Total CC $0.00 Tip Souros: Poseiddon Bar,
Cash $0.00 Roles: Banquet Server, Barback, Bartender, Bartender drawer - rooftop, Bartender Drawer- Nauti, Bartender drawer-
POS Total CC $451718 oyster, Bartencer Nauti Bar Time Clock, Bartender Oyster Bar Time Clock, Bartender Roof Top Time Clock, Bartender
Aucit | " T Time Clock, Foligrain, Rate 1
T o | Bl
No Tip Bundies - 1 A
Note: Tip Imports sync to 1 minute iiterval 3
Sched Act 54 ——— E hed
Hous 37,5 35.1 { Use Default Day Parts J or Tip Tsmpln SelectaTemplate Ajf| Apply ] P55
. s - [ | paity =
sales | [0] [20088] 7 Tip Bundle:| Tip Bundle @ 1:35:05pm 2 o 0
d z (] AMHost 4
%Hourly | 0.0%  10% Choose a Time Range ~|From [8am Jto[2 (O amoyster sar f NoutiBar 0%
Tips | 7 ($3.209)  Note POS Tips  Linked () Amsarver P
[") peclared Cash
T ooy | Confll_oooll ] = kg
AutoGrat = .
g g ) () PM Oyster Bar [ Nauti Bar iy
Cash § J () PM Rooftop Bar
Veek Total $0.00 $0.00 (7] Pm server (Cocktail)
2021 Budget Scheduled < [C) pm server (Generic)
$0 2] $0 ["] PM Server (High Top) |
3l Hourly 0.0% 0% 13% [ xBanquets
B t Ti
1l Salary + Hrly 0.0% % 0% 13% () sanquet Tips

After the template(s) have been run, the total will be distributed to the employees based
on the rules you have set up. Don't forget to click Save all button.
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1. Use the "Allocated" line to remove a percentage of the tip total (i.e. if a certain

percentage of the total will go towards an entry in another department). In the

— Tip Bundle Navigator

— Thu Oct 27,2022

Poseidon Bar

Bundle Total Cash

POS Total Cash

Bundle Total CC
Cash
POS Total CC

Good!

Delete All

Save All

$3,411.55
$1,020.43
$4,517.18

audit / Amt oft | ISIB] IFRRINEEE

example below, 10% of the tip amount is pulled from the present pool.

2. Make any adjustments to Hours, or use the "Multiplier” fields to use a "Point” allocation.

If you would like to exclusively use "Points” and disregard hours, then enter 1" into the

hours fields.
L J
Team Share -3% % of
[ equalize CCFee Net  Net
[J Employee Add+ % Total Multip Hours CC AutoGr Cash Total Total Sales Sales
luseppls FL 0.00 000 0.00
i Cook % or $[ I I I.OOI 7.70 . . 0% 0.00
Soutiintonio l I 513 000 ooo > OB
@ + [—] l l 0.00 0.00 0.00 i
allocated 00|%or$ 1 0% 0.00
y Allocated 000 000 0.00 0.00 *

The goal now is to see that we balance against the POS totals like below:

i Tip Bundle Navigator

— Thu Oct 27,2022

Poseidon Bar

Bundle Total Cash $1,020.43
POS Total Cash $1,020.43
Good! $+0.00

Bundle Total CC $4,517.17
Cash $1,020.43
POS Total CC $4,517.18
Good! $-0.01

Note: You may make multiple tip entries per day, and edit or delete entries.

Note: Employees’ own tip amounts will be visible from their dashboard.

Set tips to carry into your Payroll Report

1. From the gearwheel menu, go to General Settings.
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o
Teumwgl;!g Dashboord  Schedules Employees Reports &3 Tools oo | xomxms krsTouAn X

General Settings

@) Roles | Groups settings

1'3 Reminders, Certifications & Custom
@ wage Ssttings | Rules

B4 Holiday | Premium Wages

A alert Notification Settings

’ Blockout Request-0ff Dates

{# Lote | No-Show [ Term | Scorecards

2. Scroll to Default Payroll Settings section, and check Include Tips in Payroll check

box.

. Default Payroll Settings
Currency Symbol Cumency Formst  Payroll Frequency Stariing Day of Week  Start TIme emat inobduleusslionare.com o shangs]
us Dollor ($) - ‘ l 100000 ~ | Weakly 52 pericds) ~ | Sunday - 120Dom
Currant Pay Poriod siariod May 2, 223 '
Overtime Display Saliry Wark Week FLSA Payrol Period AWM to PM dividing time: Overtime Across Payroll Groups 24 Hour Rolling Overbme  Wiek Overtime Starts after
! i . 1 o (Dislay Only: For Viewing .
@:shuwus\jumus (1manaaary tor MY Tippod wogal] 000 |hous a Sttt | 20 hours, notity atter| 395 hours
() show os 0.6 times I
[12200em |
Day Overtime wio Health Benefils starls afler  Day Overlime wilh Health Benelits starts afler  Day Double Overtime Slarts after  Conseculive Day Overtime Sarts afles  Meal Deductions Partial Shift Warked Pay

s hours E hows B hours & days For stifts » (00 hours Start Dats [ Aug |, 2072
andifwage < § 0.00 andif woge < § 000 limit ta Shifts which Begin After 50| % of Shift Langth
Mnxcmhpﬂmytl 5|Hoursmin | B Hours max

‘Splic Shift Minimum Hours  Eftactive Wags Supplemenial Pay Span Spiit STt Minimum Wage  Waximum Hourly Wags Allowsd in Payroll Emvlmrw;u'\pmw-wcumuumu AM PM Fiip Roles Dividing Time  Work Spread Panalty Max Hours

o hou @nene ooy s/10000 v o houre

Owesk () poy pariod
[ inchude OT Premium Woges.

WWark Spreed Penally Wage  CallIn Pay {sel minimum punch fength and rete)  Creoii Cand Fracessing Fea Include Tips in Payrall | CCFeeonlyan Originel Ties ~ CC Feeon AutoGral  CCFeean ServiceFees  CC Fee on Comisaian Sales
/000 a mermoved from Tips| 0:000]% [} v
Eall-in Poy Min Hours

0 hours

Call-in Fay Woge
o500 ]

Lengthen all Punches by Separate Training ! Admin hours in Payroll Report Tps in Payroll by Role Allaw Hours fo Salared @ Payroll Brovider Show (leduction Earmmgs Codes in Pagroll Mapping Tips:Sarvice-Fees as Deductions.
o e C O O [ aneioys Send to Payio as Deductions
[ | deduction marnings code or ‘Always Send’
labavel checked make he Tip/Servce-Fes
Armaunt Negotive:

Repart Only Tip Rates Payroll Linked Paysoll Sync Account  Paysall Export Type ﬁt.smmmﬁmn uﬁnmmuwmku on Export. Mﬁmeﬂlmelorcomm Campany Payrell GL Code
i s 1 2

tiens csv -

Fares Payroll Emplayas 10 from Monud Entry.

Set default Point Values for Roles

1. From the gearwheel menu go to Roles [ Group Settings as shown below.

Y

Upaaio Fet 7, 2023

Teumws’r_t Dashboard Schedules Employees Reports Share Files &} Tools & 4 Tech Support 2

{8} General Settings

@ Roles | Groups Settings

a8 Logbook Pro Settings

mat Payroll Frequency Starting Day of Week Start Time (email info@dolcesaftware.com to change) 8 Reminders, Certifications & Custom
Weekly (52 periods) v]  [swgoy v|  [200am

@5 wage Settings | Rules
Currant Pay Period started Moy 21, 2023

S

2. Press the settings gearwheel next to a Role, and enter a default tip multiplier
unique to the Role.
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Roles

ik Cracte @ Aule’ 1o get sianed Sekect Options (1 te setup Manager On Duty 2. (MoD). mlmng@ retes and Colars | Create a kole

36 EUIBS'@

“2nd hourly rate [«
Assistant Kitchen Manager | ©
.Basa wage L
‘cook(F) -]

:SU nitation specialist ].

[3r|1 hourly rate [.l.bm slore
[Bar - 1ead [Bor Back
[cher [cook
[cook(r) [Foh manager
[LuncH Rartender . [maitenance
IServer ]. [Senrer - lead

Togo £

5o Show 4 Inoctivated Roles

Training & setup ﬁln

| Tin]

1| o=+ 11 = | |l | M |1 =9 116 |

Update Roles with Matching Nome |

Mgr on Duty & l:]

Hide Wage C]

Never Auto Clock-Out () ]

Training @ l:]

Tip Multiplier: E]

Exclude from Holiday PuyD

Auto Break Insert on Clock-Out (one per

Use Alternate Earnings Mapping

ceTips ] [

day)[]

Auto-Grot Tips C]

Cash Tips D
Service Fees

Sales Commissions C]

Use Alternate Break Rules

Use Alternate Break Rules D

Tips Visibility

Use Employee Tip Visibility Rules ||
Don't Associate Tips to this Role [

Break Buttons:

Default

Emmm sondodrad ] O

Emmm stndadunpaid[] O

10 Minute Paid [
15 Minute Paid [_|
10 Minute Unpaid E]
60 Minute Unpaid D
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Running Declared Tips

Last Modified on 12/22/2020 5:13 am MST

From the Schedule linked to Tips, select Enter Tips for a given day, as shown below:

A Show Requirements Mon Dec 14@ @ Tue Dec 15 @ @
’ Roanoke FOH

Young, Kevin J
Hrs Worked:30.43
Hrs: 0.00 Shifts: 0

Add / Remove Employees

J218 . sched  Act | (1% sched
Hours 0 0 Hours 0
$ Hrly. $0 $0 | $ Hrly. $0

$0 $0 | $ Salary. $0

Enter Tips ($304)

Resync Sales/Tips Resync Sales/Tips

The Tips Calculator will open.

From the Template Dropdown Menu, Select Declared Tips, and press Apply

Tip Calculator for Reanoke FOH Fri Dec 18th, 2020
Clock-In Breaking: Truncate at Day Part
Ownership

Labor from | 1 of 3 Schedules u Roles | 4 of 4 Roles Selected

Tip Source: Roanoke FOH
Roles: Bar/server, Oi ice, Security, Shift lead

Act
0
$0
$0

ssales (01794

% Hrly 0.0% 0.0%

Enter Tips ($342) Note

Prod Idx  $0.00 $0.00| ProdIdx  $0.00 $0.00
Trans: 68 Guests: 38 Trans: 97 Guests: 70

Note: Tip Imports sync to 1 yinute intervals New
Use Default Day Parts | or Tip Templates 1 of 1 Template n Apply
| Tip Bundle: Tip Bundle @ 12:50:46am 4 Declared Tips Alt
: /. Day Parts:  Choose a Time Range v From Save as Default

-

|/ Go to Tip Bundle @... v

| I

H
A TRl
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The column "POS Declared” will show the Tips each employee declared.

e Adjust any tips numbers by entering an override in the adjacent section, and press
Save underneath the tips data.

Note: Tip Imports sync to 1 minute intervals New
Use Default Day Parts | or Tip Templates: Select Template n Apply
Tip Bundle: Declared Tips Alt
Day Parts: | Choose a Time Range v From 5:07am | to 5:07am Save as Default
Notes:
J 0% % of

O POSCC POS POS Auto POS Declared Fees CC Fee Net Net

Employee | Add+ POS CC Override AutoGr _Override | POS Declared _ Override _ Fees Override Total  Total Sales Sales
Roanoke FOH

Hodgson, Taylor Bar/server 0.00 | 0.00  0.00 0.00 175.60 ).00 | 0.00/|175.60 0.00 0% 0.00
Roanoke FOH

Walton, Sarah Bar/server 0.00 | 0.00 0.00 0.00 142.00 D.00 | 0.00 |142.00 0.00 0% 0.00
Roanoke FOH

Williams, Dallas M Bar/server 0.00 | 0.00 0.00 0.00 177.00 D.00 | 0.00 |177.00 0.00 0% 0.00
Roanoke FOH

Young, Kevin J Bar/server 0.00 | 0.00 0.00 0.00 142.00 .00 | 0.00//142.00 0.00 0% 0.00

X 00+ Allocated 0 %or$ 0.00 0.00 0.00 0.00 0.00 0.00 0% 0.00

$0.00 $0.00 $636.60 $0.00 $636.60 $0.00 0 $0.00

/N Q N
J = Print | Save &)
Add / Go to Tip Bundle @... v

Verify tips in the the Audit tool in the Navigator dialogue box as shown below. Look for POS
Cash to match with bundle cash. If the two numbers do not match, please reach
support@dolcesoftware.com
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Bundle Total Cash $636.60
9 POS Total Cash $636.60
i Good! T 50.00
Bundle Total CC $0.00
POS Total CC $637.78
“AS$-637.78
| ®O Declared Tips Alt x
f 5:07am to 5:07am $636.60 Cash
J2i8  sched  Act | |
Hours 0 0|H
$ Hrly. $0 $0 8/
$ Salary. $0 $0 | § 3
$ Sales @ 83
% Hrly 0.0% 0.0% %
Enter Tips ($304) Note | En|
Prod ldx  $0.00 $0.00| P
Trans: 68 Guests: 38
Resync Sales/Tips
Total Week

2019 Budget Schedu

Clock-In Breaking: Truncate at Day Part

Ownership

Tip Calculator for Roanok

Labor from | 2 of 3 Scheduls

Tip Source: Roanoke
Roles: Bar/server,

Tip Bundle Detail
Declared Tips Alt - Tip Ownership
5:07am to 5:07am  $636.60 Cash

Use Default Day Parts

Tip Bundle: | Declared Tips Alt

Day Parts: Choose a Time Range

[J Employee Add+

Note: Tip Imports sync to 1

or Tip Templat¢

v From 5:07am to !

Notes:

POSCC POS POSA

POS CC Override AutoGr _Over
Roanoke FOH
Hodgson, Taylor Bar/server 0.00 | 0.00 0.00 0.
Roanoke FOH
Walton, Sarah Bar/server 0.00 | 0.00 0.00 0.
Roanoke FOH
Williams, Dallas M Bar/server 0.00 | 0.00 0.00 0.

Dannaba EAL
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Troubleshooting Tips Imbalance
with POS

Last Modified on 12/24/2023 2:35 pm MST

If Bundle Totals do not match the POS Totals, review the following
troubleshooting tips:

Check for Unsaved Bundles
An Unsaved Bundle is indicated by RED TRIANGLES (see below).

1. Resolve: Either Save bundles individually, or SAVE ALL as shown below

Tip Buri, : Navigator

Osteria Save All || New Bundle || Delete Al
Server

Bundle Total Cash $95.00
POS Total Cash $95.00
Good! $+0.00

Bundle Total CC $1,820.75
POS Total CC $2,651.33
$-830.58

® O Bar
5:00am to 5:00am $154.02 CC
A P Bar Pool Link
5:00am to 5:00am
® O Declared Cash
5:00am to 5:00am $95.00 Cash
® O Server
5:00am to 5:00am $2,265.83 CC, $231.48 AutoGr
A P Server to Bar Link
5:00am to 5:00am
P Server to Busser Link
5:00am to 5:00am
A P Server to Runner Link
5:00am to 5:00am

Look for Tips that don't have a Rule or Template
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In the following example, we're looking for $20.00

Press the AUDIT button, to view all tips from the POS

Tip Bundle Navigator

Thu Jun 2, 2022

R lantp bub FOH Y| Delete Al

Bundle Total (w/o Cash) $402.67

Cash $0.00
$422.67

Audlt/Amt Off | | A.$-20.00

In this example, we see General Manager tips, which may not have a rule set.

( Tip Calculator for '428 F St-Patricks Gaslamp Pub FOH' - Thu Jun 2nd, 2022

é%lslea?rtl-pPglﬁchkés)H save All Delete Al Clock-In Breaking: Include All if in Day ParlL N
- abor

[elelll)Tel Ownership
Bundle Total (w/o Cash) $402 67 9 from [ 3 of 3 Schedules v] I 8 of 8 Roles Selected v]
Cash $4$23 2(7) Tip Source: 428 F St-Patricks Gaslamp Pub FOH, 428 F St-Patricks Gaslamp Pub MGT, 428 F St-Patricks Gaslamp Pub
JAN
Audit / Amt Off ‘:] £A$-20.00 Roles: No Role, Barback, Bartender, Door host, Door man/ host, General manager, Janitorial, Owner
'[ view Summary of Paill Tips | Note: Tip Imports sync to 1 minute intervals

- @0 Bar AM

4:00am to 5:00pm $116.00 CC

Use Default Day Parts | or Tip Templqtes:[ Select a Template v] Apply

®0 Bar PM ip Bundle: [Tip Bundle @ 4:13:58pm
5:00pm to 4:00am $286.67
cc Full - 4:00a0m to 4:00am v | From I4:000m ]to[4:000m ] [ Save as Default ]

A P Barback Allocation
5:00pm to 4:00am
® P Door Host / Security

Notes: [ ‘

% of

Allocation
5:00pm to 4:00am POSCC POS POSAutoGr Cash Cash Net Net
(J Employee Add+ POS CC Override AutoGr Override Pmpt Override Total  Sales  Sales
“'G‘ 428 F st-Patricks Gaslamp Pub MGT
e I Brown, Cameron General manager 20.00 [:] 0.00 [:] 0.00 [:] 20.00 2071% 9655
$0 O 4 428 F St-Patricks Gaslamp Pub FOH
Brown, Cameron Eartender 234.00 C] 0.00 C] 0.00 D 23400 4958% 471.92
:al Hourly 0.0% (0

:al Salary + Hrly  0.0%

To resolve,

428 F st-Patricks Gaslamp Pub FOH
% 0 Cain, Quinn Berback 0.00 C] 0.00 C] 0.00 C] 0.00 0%
[— [— [—

428 F st-Patricks Gaslamp Pub FOH

here are some possible solutions:

1. Add a rule for General Manager in existing or new tips templates.

2.E-m
3. If thi

ail the issue and goal to teamworksupport@spoton.com
s event is atypical and you just need a one-off solution, add the missing

amount manually to an existing tips bundle and save (see below).

0.00
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Tip Bundle Navigator

Thu Jun 2, 2022 Tip Calculator for ‘428 F St-Patricks Gaslamp Pub FOH' - Thu Jun 2nd, 2022

428 F st-Patricks Clock-In Breaking: Truncate at Day Part
Gaslamp Pub FOH Save All | Delete All )
Pooling Labor

Bundle Total (w/o Cash) $422.67 from | 10f 3 Schedules v} ‘ 10f 5 Roles Selected v}
Cash 0.00
as $ Tip Source: 428 F St-Patricks Gaslamp Pub FOH
POS Total (w/o Cash) $422.67
e Roles: Bartender
Good! $0.00 ~— Tip Bundle Detail
Bar PM - Tip Ownership
5:00pm to 4:00am $306.67 CC by Tech Support @Jun 3, 3:09pm @
View Summary of Payroll Tips ] )

@0 Bar AM ® Note: Tip Imports sync to 1 minute intervals

4:00am to 5:00pm $116.00 CC

®0 Bar PM ® Use Default Day Parts | or Tip Templates: I‘ Select a Template I Apply

5:00pm to 4:00am $306.67 CC (
2 i Tip Bundle: Bar PM
® P Door Host [ Security \ - — -
Allocation Choose a Time Range ~ From ‘ 5:00pm ‘to‘4:000m ‘ [ Save as Default ]

5:00pm to 4:.00am

W Notes:" ‘
von . )
2021 Budget Schedule 3¢l
hS POSCC [POS POSAutoGr Cash Cash Net  Net
$o [ ] § [ Employee add+ POS CC|Override AutoGr  Override  Pmpt Override  Total sales  Sales
o, M 428 F st-Patricks Gaslamp Pub FOH —— — — )
el iteily Doz g Brown, Cameron Bartender 23400 (25840 | 000 | | 000 | || 25400 5382% 47192
al Ssalary + Hrl 0.0% % 0 -Patri
yray g o # “boor Host | Security Battnder < 25.40 0.00 0.00 2540  10% 000
& RETbatikaRerggp Pub Fott 0.00 0.00 0.00 0.00 0%  0.00
= 428 F St-Patricks Gaslamp Pub FOH — — —
A-Z | Roles | AM/PM Roles | Groups ¥ PDT Shetler, Lauren Eartender 5267 | '\ o000 | | o000 | || 5267  2215% 23779
428 F St-Patricks,Gaslamp Pub FOH T
428 F St-Patricks Gaslamp Pub & Door Host | Security Eartender < 527 0.00 0.00 5.27 10% 0.00
428 F St-Patricks Gaslamp  » “garbackdasaigme oo 0.00 0,00 0.00 0.00 0% 0.00
$306.67 .00 $0.00 $306.67 43% $709.71

w300 5 2 TueMay 31 5 =
Add w Add =

NPk Al “hi Clanr thran

< &= Print \ [ Save \ >

NOTE: When overriding the current tip amount of $234, you must
add the missing amount to it. $234 + $20 = $254

Look for other Teamwork Warnings

OVERTIP Warning: See the following symbol. Click on this bundle to see more detail

® O AM Server Credit Card Tips AR
4am to 4:00PM $54.90 CC

A P Server Alcohol Tip Out Link
11:00am to 4:00pm

@® P Server Food Tip Out Link
11:00am to 4:00pm
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In this case, there are not enough credit tips to tip-out support based on the tips rules.

(perhaps the server received the majority of tips in cash..)

CCFee Net Net
Total Sales Sales

POSCC POS POS AutoGr
Employee Add+ POS CC Override AutoGr _ Override Total

Restaurant
m

0.00 0% 0.00

Restaurant

Hennebry, Taylor Server 0.00 0.00 0.00
Pica, Sarina Server 54.90 0.00 0.00| | fisioutExcesaeTipe—0.00 5.27% 1,042.50

Balance with Cash

& “F'Server Food Tip Out See" <7 Food Sales  73.20 0.00 0.00 10.00% 732.00
& “Server Alcohol Tip Out SeVe" < Alcohol Sales  20.76 0.00 0.00 8.00% 259.50
$54.90 $0.00 $54.90 $0.00 5% $1,042.50

Solution #1: Let the over-tip-out exist, if you know that the server has sufficient tips from

other days in the pay period compensate for this day of deficient cc tips.
Solution #2: Adjust the tip-out

Click on the tip-out number as shown, to edit it:

POS CC POS POS AutoGr C Fee Net Net
Employee LOGe POS CC Override AutoGr Override Total Total Sales Sales
Restaurant
Hennebry, Taylor Server 0.00 0.00 0.00 0.0 0.00 0% 0.00
Restaurant 54)

Pica, Sarina Server 54.90 0.00 0.00 Tip-Out Exceeds 0.00 5.27% 1,042.50

Balance with Cash

» “F'Sérver Food Tip Out 9V < Food Sales  73.20 0.00 73.20/ 0.00 10.00% 732.00
& “Server Alcohol Tip Out 557" <% Alcohol Sales  20.76 0.00 _ 0.00 8.00% 259.50
$54.90 $0.00 $54.90 $0.00 5% $1,042.50

Next enter a new value, which falls within tipping parameters, and press Save
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$54.90 $0.00 $54.90 $

(1 | Print Save | [
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Tips Templates: Pool by Day-Part

Last Modified on 11/01/2023 11:50 am MDT

Teamwork will setup your initial Tips Templates, and show you how to modify / create
new templates for future use.

Note: Before running tips, verify that you have edited and approved all time punches for

the day.

From the schedule view, click No Tips Run:

All 18 Clock~-Ins

Approved
Sched Act
101.0 79.8
$806  $637
$0 0 7
— ) —eee, 7*
|£\ \11,955\ e
0.0% 5.3%

(52,078) " Note

$50.00 $149.73

Trans: 189 Guests: 367

Resync SalesTips
Resync Punches

From the Tips Calculator, open the Template Selection Dropdown Menu as shown below.

Select the templates you wish to run, and press Apply
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Tip Calculator for Bakewood FOH Thu May 23rd, 2019

Clock-In Breaking: Truncate at Day Part

Labor from | 1 of 4 Schechules n Roles | 7 of 7 Roles Selected n

Ownership

Tip Source
Roles: Barback, Bartender, Bartender

akewood FOH
aining, Busser, Cleaning, Runner, Server

Note: Tip Imports syncto 1 rm te intervals New

4 of 4 Templates Applyh S

1. 4am-5:30pm - Test
= 2. 5:30pm-10pm - Test
/1. Day Parts: [ Choose a Time Range :] From &ai 3. 10pm-12am - Test  7e as Default
4. 12am-4am - Test

Q=

Use Default Day Parts | or Tip Templates:

Tip Bundle: Tip Bundle @ 8:38:51am

Add / Go to Tip Bundle @...

In the Tips Navigator, you can view the Tips Bundles that were generated by the
templates --- the components that comprise your Tips Distribution. See the difference
below between a Parent Bundle and downstream Pool.

Tip Bundle Navigator —

Lakewood FOH saveAll| New Bundle | Delete All
Bundle Total ( w/o Cash ) $0.00
POS Total ( w/o Cash ) $305.68
Parent Bundle £1$-305.68
; : ®0 1. 4am-5:30pm x
(Incoming Tips) 4am to 5:30pm $83.00 CC
. 4am-o: pm Pool Lin
: . : 4am to 5:30pm
Distribution Bundle 5 2. BETm .
(Pool) 5:30pm to 10pm $178.22 CC
. . A P 2.5:30pm-10pm Pool Link
*Red Icon indicates 5:30prﬁ mw{,’m
NOT YET SAVED e Lol x

10pm to 12am $32.46 CC
A P 3. 10pm-12am Pool Link
10pm to 12am
® 0 4. 12am-4am x
11:59pm to 4am $12.00 CC

A P 4. 12am-4am Pool Link
11:59pm to 4am

Clock on a "Parent Bundle” as indicated above (any Outdented row) .

The Parent Bundle reveals the Tips SOURCE. For instance, below, Tara Hadlock rang in
$3.00, while Sara Odetallah rang in $21.46 in Tips between 10pm and 12am. All rows are
‘Linked’, meaning they will flow into a downstream Tips Pool.
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Tip Bundle: 3. 10pm-12am

Day Parts: | From 10pm to 12am Save as Default
Notes:
-1.8% % of
- POS CC POS POS AutoGr CCFee Net Net
Employee Add+ POS CC Override AutoGr Override Total Total Sales Sales
Lakewood FOH
Fabek, Norah Bartender < 8.00 0.00 8.00 0.00 10.00% 80
Lakewood FOH
Hadlock, Tara Bartender <= 3.00 0.00 3.00 0.00 7.50% 40
Lakewood FOH
Johns, Steven funner < 0.00 0.00 0.00 0.00 0% 0
Lakewood FOH
Odetallah, Sara Bartender < 21.46 0.00 21.46 0.00 10.03% 214
X P+ 0 %or$ 0.00 0.00 0.00 000 0% 0
$32.46 $0.00 $32.46 $0.00 10% $334.00
- i= Print | Save N,

Next, from the navigator, click on the indented downstream bundle, to see the Tips Pool

m— e — . e ———— — —

A P 1. 4am-5:30pm Pool Link
4am to 5:30pm

The Tips Pool shows the distribution of the Tips that we observed in the preceding bundle.

In the Tips Pool, you will see each employee's Hours, Multiplier (Point weighting) and
resulting Credit / Auto-Gratuity / Cash. At this point you can add Cash manually where
indicated, or override any field, including Hours or Points. When complete Press SAVE

NOTE: Editing the Hours in a Tips Pool does not change the employee's time punch.
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Tip Bundle: 3. 10pm-12am Pool Link

Day Parts: | From 10pm to 12am Save as Default
POS Linked
Credit § 0.00 32.46 4 of 20 Tip Links Selecte 1]
AutoGrat $ 0.00 0.00
Cash$  20.00 0.00
" Total $20.00  $32.46
Notes:
-1.8% % of
N  Equalize cCFee Net Net
Employee Add+ % Total Multip Hours CC AutoGr Cash Total Total Sales Sales
Lakewood FOH
Fabek, Norah Bartender % or $ 1.00 2.00 0.000.00  6.47 16.98 0.19 0% 0

10.51 0.00 0.00

Lakewood FOH
0.00 0.00 6.47
Bartender % or § 1.00 2.00 16.98 0.19 0% 0
LRSI 1051 0.00 0.00

Lakewood FOH
0.00 000 058
R % or $ 020  0.88 152 002 0% 0
Jefires, Ehizvem 0s4 o000 o000 % 00 '

Lakewood FOH
0.00 0.00 6.47
Bartender % or § 1.00 2.00 16. A 0% 0
Odetallah, Sara 10.51 0.00 0.00 6.98 0.19

X 0.00 0.00 0.00
+ 0% : . 0% 0
00 0.0%or$ 000 000 000 000 0:00

6.18  $0.00 $0.00 $19.99 $52.46 $0.58
$32.47 $0.00 $0.00

& Print | | Save

After Saving All pools, all indicators should be Green Circles as shown below (which
indicates they are saved).

Tips must Balance against the POS Total (within a few cents) as shown below.
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Tip Bundle Navigator —
Lakewood FOH SaveAll | New Bundle | Delete All

undle Total ( w/o Cash ) $305.66

—* POS Total (w/o Cash)  $305.68

Good! $-0.02

®0 1. 4am-5:30pm X
4am to 5:30pm $83.00 CC
@®P 1. 4am-5:30pm Pool Link
4am to 5:30pm
@0 2. 5:30pm-10pm x
5:30pm to 10pm $178.22 CC
@® P 2. 5:30pm-10pm Pool Link
5:30pm to 10pm
® 0 3. 10pm-12am b4
10pm to 12am $32.46 CC
@® P 3. 10pm-12am Pool Link
10pm to 12am
@® 0 4. 12am-4am X
11:59pm to 4am $12.00 CC
@® P 4. 12am-4am Pool Link
11:59pm to 4am

If you cannot get tips to balance against the POS, email details to
support@dolcesoftware.com

NOTE: Tips may be opened, edited and re-saved
NOTE: If you change time punches, Tips must be re-run

Prior to running payroll, the Tips REPORT should be used for a final audit against the POS
for the entire pay period.
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Tips Team Share

Last Modified on 10/16/2022 9:36 pm MDT

If two or more employees wish to combine their tip outs and split, see the following steps:

1. Run Tips per normal. Then Open Tip Bundle where you wish to create a team.

2. Press Team Share

INOtTes:
Team Share
y POSCC POS
mployee | Add+ POS CC Override AutoGr
Tigard FOH
Anderson, Mariah Server 230.90 0.0C
Ti d FOH
© Host Sever 2 total 3.82 0.0¢
Ti d FOH
o 'BOH Server < food 11.55 0.0C
o "BAR Sever & BLW 14.86 0.0¢
Tigard FOH
Duskin, Matt Server 127.45 36.42

3. Check the employees who will share, then Save & Create
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Save & Create

4. Click Save All in the tips

(] Employee Add+

Tigard FOH
Anderson, Mariah Se"’en

E agsiogewer <7 total 3.82
& " alEglf-:loé-[erver < food 11.55
V4 "BAR Server < BWW 14.86

T —
&£ "Host Server < total 2.63
& TigBaralf-:lc'glerver < food 8.81
&£ Tigégﬁogerver < BLW 6.79

Tigard FOH

Gonzalez, Nicolas €@ 3
&£ "Host Server < total 517
# "BOH Sever < food 14.87
# "BAR S = BLW 238

Navigator. You'l see the Team Share Pool

® O Server PM
4pm to 4:00am $833.04 CC, $36.42 AutoGr

® P BAR Link
4pm to 4:00am

® P BOH Link
2:00am to 2:00am

® P Host Link
4pm to 4:00am

® P Team Share Pool
—* 4pm to 4:00am

[N
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Run Tips for Pay Period

Last Modified on 10/24/2019 7:16 am MDT

Initiate the Tips pool from the Schedule (ie FOH), for week that falls within the pay period.

Select Pay Period Tips as shown below

Sort by: A-Z | Roles | Headings @ PDT

0l - Brentwood FOH Al Published on Oct 15 by M Sanchez 43 (NIELIREIE 3 ¥ = B

A Show Requirements  Sun Oct 13 @ [ Mon Oct 14 &3 [ Tue Oct 15 @ [ Wed Oct 16 @3 [5 Thu Oct 17 @3 [ Fri Oct 18 2 [5 Sat Oct 1924 [5

When prompted, select Tip Pooling

Tip Pooling

Tip Ownership

From the Template dropdown menu, select both Tip Pool and Declared Cash, and press
Apply

Tip Calculator for 01 - Brentwood FOH - Pay Period starting Sun Oct 6th, 2019 @

Clock-In Breaking: Truncate at Day Part
RUICENE Labor from | 1 of 2 Schedules ‘ Ro

Tip Source: 01 - Brentwoo

Roles: No Role, Assistant GM, Bench GM, Celebration Specialist, FOH
Training, Interim GM, MIT, Trav

s 12 of 12 Roles Selected ‘

FOH

ew Store Training, GM, GS Lead, GS TM, GS
FOH LA

Note: Tip Imports sync to 15 minut ‘ New ‘

\%—_

Tip Bundle: | Tip Bundle @ 5:21:50am Brentwood Declared Cash |
= Q Brentwood Tip Pool S —

lefault ‘

| Use Default Day Parts | or Tip Templates: [ 2 of 2 Templates

/. Day Parts: [ Choose a Time Range #] From ‘Sam

a o

Add / Go to Tip Bundle @...

After the Templates have run, you will see the following in the Tips Navigator window
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Tip Bundle Navigator

0 1- Save All | New Bundle | Delete All

;0 Bréntwood Declared Cash x
12:00am to 12:00am $52.10 Cash
O Brentwood Tip Pool X

12:00am to 12:00am $2,087.61 CC

A P BOH Allocation
12:00am to 12:00am

A P Brentwood Tip Pool Pool Link
12:00am to 12:00am

. o

You will see all source tips gathered from the pay period (this is NOT the pool)

e Observe the Total at the bottom. This number should be audited against the POS
e Observe the allocation that will go to another department (ie BOH)
¢ |f the Total needs to be adjusted, use the override fields and SAVE, or contact

support@dolcesoftware.com for assistance

0% 7oof
. POSCC POS POS AutoGr ccFree Net Net
I Employee  Add+ POS CC Override AutoGr Override  Total  Total Sales  Sales
01 - Brentwood FOH
Arimboanga, Christina <~ 120.95 0.00 84.67 0.00 1.89% 4,477
01 - Brentwood FOH
fArimboanga, Christina GS TM < 129.56 0.00 90.69 0.00 2.29% 3,969
01 - Brentwood FOH
ooTsaIyuk, Jonathan Assistant GM < 144.57 0.00 101.20 0.00 2.12% 4,767
= 00 L BOH 30 %or$ £ 626.28 0.00 '*626.28 0.00 0% 0
$2,087.61 $0.00 $2,087.61 $0.00 2% $87,755.00

Tip Bundle Navigator — . q -
e i — Tip Calculator for 01 - Brentwood FOH - Pay Period starting Sun Oct 6th, 2019 @
01 - Save All || New Bundle || Delete All
- - - Clock-In Breaking: Truncate at Day Part
® O Brentwood Declared Cash x Pooli o hi
12:00am to 12:00am $52.10 Cash 00ing Labor from | 1 of 2 Schedules 10 of 12 Roles Selected ﬂ
@ O Brentwood Tip Pool X )
12:00am to 12:00am $2,087.61 CC Tip Source: 01 - Brentwood FOH E
A P BOH Allocation Roles: Assistant GM, Bench GM, Celebration Specialist, FOH New Store Training, GM, GS Lead, GS TM, GS Training, =
12:00am to 12:00am Interim GM, MIT
A P Brentwood Tip Pool Pool Link Tip Bundle Detail
12:00am to 12:00am Brentwood Tip Pool - Tip Ownership |
12:00am to 12:00am $2,087.61 CC by Tech Support @Oct 24, 5:26am ® ‘;’
°l
T - S N P S
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Next click either of the Pools (the indented rows with Red Triangles - indicating an un-
saved status)

Tip Bundle Navigator

01 - Save All | New Bundle || Delete All

@ O Brentwood Declared Cash x
12:00am to 12:00am $52.10 Cash

@ O Brentwood Tip Pool x

12:00am to 12:00am $2,087.61 CC
A P BOH Allocation
12:00am to 12:00am

A P Brentwood Tip Pool Pool Link
12:00am to 12:00am

Observe each pool and Save

0% 70 0f
B [ Equalize cCcFee Net Net P
Employee = Add+ % Total Multip  Hours CC AutoGr Cash Total Total Sales Sales
01 - Brentwood BOH :
0.00 0.00 0.00
o iq Pastry Baker Lead % or $ 1.00 37.40 N7 b 0% 0
Alcala-Reyes, Lydia O 53.76 0.00 0.00 53.76 0.00 o
01 - Brentwood BOH
0.00 0.00 0.00
o iq Pastry Baker % or $ 1.00/ 21.13 .37 N 0% 0
Alcala-Reyes, Lydia o 30.37 0.00 0.00 30.37 0.00 o )
01 - Brentwood BOH
Cano, Ashley Cake Decorator % or$ 1.00/ | 5.39 0.0 000 10001 ;25 500 o 0

7.75 0.00 0.00

Cano, Ashley Pastry Baker % or $ 1.00 15.16 000 0.00 0001 54 29 00 0% 0

21.79 0.00 0.00

01 - Brentwood BOH

01 - Brentwood BOH

0.00 0.00 0.00
Cruz, Veronica Pastry Baker % or $ 1.00 50.40 72.44 0.00 0% 0

72.44 0.00 0.00

01 - Brentwood BOH
I 0.00 0.00 0.00
- i Pastry Baker % or $ 1.00/ 40.01 7.51 X 0% 0
Witzel, Michael J 57.51 0.00 0.00 57.5 0.00 o
01 - Brentwood BOH 0.00 0.00 0.00

Witzel, Michael Dish Prep % or $ 1.00 7.96 X0 200 @0 11.44 0.00 0% 0
X P+ Alocated| 0.0%or$ g'gg g'gg g'gz 000 000 0% 0
1
|1 43573 $0.00 $0.00 $0.00 $626.31 $0.00
$626.31  $0.00 $0.00
] {1 | &Print Save| [
] Add / Go to Tip Bundle @...

You will now see that the Red Triangles have converted to Green Circles, indicating that

all pools are saved.
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Tip Bundle Navigator

01 - Save All | New Bundle || Delete All

® O Brentwood Declared Cash x
12:00am to 12:00am $52.10 Cash

® O Brentwood Tip Pool X

12:00am to 12:00am $2,087.61 CC

® P BOH Allocation
12:00am to 12:00am

® P Brentwood Tip Pool Pool Link

12:00am to 12:00am

To observe Declared Cash, click the row Declared Cash

Tip Bundle Navigator

0 1- Save All | New Bundle || Delete All

® O Brentwood Declared Cash x
12:00am to 12:00am $52.10 Cash
@ O Brentwood Tip Pool X
12:00am to 12:00am $2,087.61 CC
@® P BOH Allocation
12:00am to 12:00am

@ P Brentwood Tip Pool Pool Link
12:00am to 12:00am

Observe the POS Declared column. Use the override field and Save if an adjustment
needs to be made.

r POS Declared
POS Declared Override
0.00 50.00
0.00
0.00

NOTE: To view or edit tips at a future time, do NOT re-run the template, simply click on the
saved tips from the Tips Navigator.

NOTE: Tips should be run after all time punches have been corrected and approved. If
time punches change, then Tip Bundles must be deleted and re-run.
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Tip Bundle Navigator

0 1- Save All || New Bundle || Delete All

® O Brentwood Declared Cash x
12:00am to 12:00am $52.10 Cash

® O Brentwood Tip Pool X

12:00am to 12:00am $2,087.61 CC

@® P BOH Allocation
12:00am to 12:00am

® P Brentwood Tip Pool Pool Link
12:00am to 12:00am
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Tip-Out Exceeds Tips Warning

Last Modified on 12/06/2022 11:56 am MST

If the employee tips out exceed the tip rules you will see the
following warning and the following options exist:

Tip-Out Exceeds Tips

OVERTIP Warning: See the following symbol. Click on this bundle to see more detail

® O AM Server Credit Card Tips I\ x
4am to 4:00PM $54.90 CC

A P Server Alcohol Tip Out Link
11:00am to 4:00pm

@ P Server Food Tip Out Link
11:00am to 4:00pm

In this case, there are not enough credit tips to tip-out support based on the tips rules.
(perhaps the server received the majority of tips in cash..)

CCFee Net Net
Total Sales Sales

POSCC POS POS AutoGr
Employee Add * POS CC Override AutoGr _ Override Total

Restaurant

Hennebry, Taylor Server 0.00 0.00 0.00
Tip-Out Exceeds Tips ~ 0-00  5.27% 1,042.50

Balance with Cash

0.00 0% 0.00

Restaurant

Pica, Sarina Server 54.90 0.00 0.00

» "“F'Sérver Food Tip Out Se™' <7 Food Sales  73.20 0.00 0.00 10.00%  732.00
# “Server Alcohol Tip Out S°ver < Alcohol Sales  20.76 0.00 0.00 8.00% 259.50
$54.90 $0.00 $54.90 $0.00 5% $1,042.50

Solution #1: Let the over-tip-out exist, if you know that the server has sufficient tips from
other days in the pay period compensate for this day of deficient cc tips.

Solution #2: Adjust the tip-out

Click on the tip-out number as shown, to edit it:
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POSCC POS POS AutoGr C Fee Net Net ]
Employee LOGe POS CC Override AutoGr Override Total Total Sales Sales 1
Restaurant S
Hennebry, Taylor Server 0.00 0.00 0.00 0.0¢ 0.00 0% 0.00
Restaurant 54
Pica, Sarina Se'ver 54.90 0.00 0.00 | 7ip-out Exceeds 0.00 5.27% 1,042.50
Balance with Cash
R
# “F'Eérver Food Tip Out 59" <7 Food Sales  73.20 0.00 73.20/ 0.00 10.00% 732.00
Regtaurant .
& Server Alcohol Tip Out Server < Alcohol Sales  20.76 0.00 _ 0.00 8.00% 259.50
$54.90 $0.00 $54.90 $0.00 5% $1,042.50

Next enter a new value, which falls within tipping parameters, and press Save

54.90 0.00 0.000 ' 54.90
" £, Food Sales 20.00 0.00 20.00
S~ Alcohol Sales  20.76 0.00 20.76 (
$54.90 $0.00 $54.90 $

(1 | @ Print

Save

),
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Tips by Day-Part Options

Last Modified on 06/02/2022 5:32 am MDT

A common example of grouping tips by Day-Part would be having both an AM and a PM
pool or tip-out. The following options are available.

For the following example, the division between AM and PM service is 4:00pm. (this
division can be set as desired, and, any number of Day-Parts can be setup)

Truncate on Day-Part

With "Truncate” mode, if a shift spans both day parts, then the employee participates in
both day-parts.

Marco Pantani
12:00pm - 5:00pm

AM (ends 4:00pm) PM (begins 4:00pm)

Intelligent Day-Parts

With “Intelligent” mode, All hours and tips are placed into the day-part where the majority
of the shift was worked. Note that with this option, a double shift requires two separate
shifts.

Marco Pantani
12.00pm - 5:00pm

AM (ends 4:00pm) PM (begins 4:00pm)

Notes

e The preceding example can apply to both the source of tips and the allocating or
pooling of tips. The two can function independent of each other.

e Source tips are based on ticket open time.

e Thresholds of time worked may be applied to pools. For example, "employee must
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work in a day-part for 15 minutes to participate in the pool’

Additional Controls

e Use of AM Roles and PM Roles adds additional options / control
e Use of AM and PM ring-in codes, i.e. "AM Bar" and "PM Bar" offers additional options /

control
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Removing Credit Card Fee

Tips

Last Modified on 04/13/2022 2:48 pm MDT

from

Gearwheel Menu > General Settings > Scroll to Payroll Settings

Enter% > Press Save Payroll Options

NOTE: Existing Tip Bundles won't be affected. Only future bundles.

~Detault Payroll Settings

Currency Symbol

Currency Fornat

Payroll Schedule

Starting Day of Week

Updated Mar 2

[us Dollar ($) vl

‘ 1,000.00 v

[ Twice per Month (24 periods) v] ‘ sunday

Salary Work Week FLSA Payroll Period!

Day Overtime w/o Health Benefits starts afte

hours

Current Pay Period started Mar 31, 2022

AM to PM dividing time
(Display Only: For Viewing
Schedules and Shift Prep Report)

Day Overtime with Health Benefits starts after

hours

and if wage < $
Meal Deductions
For Shifts > hours

Limit to shifts which Begin After (5p |
Max Credits per Day D

Prompt for 80/20 Tipped Wage Compliance

Tip Credit Card Process

%

hours
and if wage < $

Partial Shift Worked Pay

Start Date | Jan 1, 2020
50| % of shift Lengtn

Hours min [E Hours max

AM PM Flip Roles Dividing Time

Split Shift Minimum Hours

hours

Work Spread Penalty Max Hours
hours

Include Tips in Payroll CC Fee only on Original Tips

Overtime Across Payroll Groups

Day Double Overtime Starts after

CC Fee on Service Fees

Start Time (email info@dolcesoftware.com to change)

3:00am

Overtime Display
@ Show as 0.5 times

Starting Day of Month

24 Hour Rolling Overtime Week Overtime Starts after

hours, notify after hours

Consecutive Day Overtime Starts after

days

Effective Wage Supplemental Pay Span
@ None O Day

O Week O Pay Period

Split Shift Minimum Wage
$

Work Spread Penalty Wage

000 |

Call-In Pay (set minimum punch length and rate)

Call-In Pay Min Hours

D hours

Call-In Pay Wage
$)

Lengthen all Punches by Separate Training / Admin hours in Payroll

mins
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Tips Adding Point Values to Roles

Last Modified on 04/13/2022 3:55 pm MDT

Gearwheel Menu > Roles [ Headings Settings

@ General Settings

(@) Roles [ Groups Settings

Roles

ClickCreate a Role' to get started. Select Options " to setup Manager on Duty 2, (MOD), Training ﬁ’:f roles and Colors | Create a Role

Click the Gearwheel for the Role as shown below

Roles from ‘Breadcrumb POS, SquareSpace POS, Toast POS" | Select Roles V|| Create Selected Roles

52Roles:®

AM. Bake '
AM. Dish |
AM. Prep i

Mgr on Duty CO;'_ D

CCTips
Auto-Grat Tips

Cash Tips
Service Fees
Sales Commissions

Use Alternate Break Rules
Use Alternate Break Rules
Tips Visibility
Use Employee Tip Visibility Rules
Don't Associate Tips to this Role
Clock=In Length Constraints

Constrain Length to Dminutes

AM. Breakfast Line 1 \
AM. Lunch Line 1 '
Admin 1
Ast. Wine Beer ‘
Bookkeeper i

[<I<I<J<]

1
AM. Breakfast Line 2

1
AM. Lunch Line 2
Assembler 1

2
Bake Off o]

Bookkeeper training

Enter the Tips Point Value in the Tip Multiplier field
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Updating Roles in Tip Templates

Last Modified on 11/01/2023 10:02 am MDT

To change the roles that are eligible in a tip template, navigate to Tip Templates /
Settings from the Gearwheel menu.

Be advised that there are many sensitive settings on this page. It is only accessible to
administrators with the appropriate permissions. If you have any questions about what a

checkbox may do, or how to update your tip templates, please contact
teamworksupport@spoton.com

{§} Ganeral Settings

lfy Roles [ Groups Settings

= Lagbook Pro Settings

:52 Rerminders, Cartifications & Custom
@ﬁ Wage Settings | Rules

D3 Hoeliday [ Premiurn Wages

B Tip Templates | Settings

&= Analytics | Publishing Settings

= Accrudl Policies PTO | Sick

/M Mlert Notification Settings

? Blackout Request-Off Dates

3% Late | No-5Show [ Term | Scoracards
,'_bia: Quick Links III Dashboard Widgets
n Global [ Shift Prormpts Setup

& Fayroll Mapping

A Foint of Sale Mapping

-a Impaorting

& Payments | Billing

Locate the tip template you'd like to adjust and click on the "Roles” drop down menu.

[paily oot | TompiateName [ visiole

P up: ‘ Daily Tips v‘ Notes:

[=J use For Period Tips Only  [Juse Unalloeated $ [ Pull in Employee Directed Tip-Outs ] Manual § Entry zerces avaiues [ Cale Service Fee Allocation % from All Tip Types ] Apply at Cloek-Out

Tips Paid @ None (O [Cash Sales <= Tips] (O [Cash Sales] O [(Cash Sales ¢=Tips) - Tip out] (O [Cash Sales <= (Tips - Tip Out)] O [Tips Paid = Declared Cash] O [Tips Paid = All Tips]  [] Show All Schedules  Sales & Tips from POS Account

‘ Toast (4537 SE DIVISION-Division St SYNC v| [[] Redistribute Cash to CC & Auto ‘ All Tips (CC, Auto, Cash) v‘ [Jcash salesonly @ None () UseRoleTipPts () Use Role Tip Rates () Use Role Pts WERD (] Apply Team Filter

[ Tips Paid flows into Allocations and Pools

® Truncate on Day Parts () Include Al if Starts in Day Part () Intelligent Shift Categorization with 2 Day Parts | Use Headers for Shift Categorization

Tip Galeulator Setup
Bundle Type () Ownership ® Pool  Equalizing @ None () Collapse to One shift (_) with Multiple Shifts Labor from ‘ 5 of 5 Schedules v‘ Roles| 36 of 38 Roles. A
R ———— No Role y
Choose a Time Range ~|From|4:00am |to|4:00am | \ntewnl:‘ v‘ [] HouseAccount
[CJadd| 0|3 of Cash sales to () Auto Grat Tips () Cash Tips [ Select All Links with Name Containing 4! | Min Punch Threshold [ mi Bartender
e BOH Crew Member
@Tips  (sales EBoh manager
Y BOH Stage
Exclude Entities ‘ SelectEntity v ‘ (® None () Filter tips an Service Fee types () Filter tips on Order/Dining types B0H Training
[pastry
Allocations l New Allocation H Pool Tips (after allocations) l Brunch Expo
Bruneh fry
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Select additional roles, and deselect the roles you may no longer need. These roles will
determine who is tip eligible for this particular template. So if you had an AM and a PM
pool, you could theoretically have different roles receiving tips for each day part.
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Building Teams in Teamwork

Last Modified on 09/27/2023 11:45 pm MDT

Use case examples:

e Servers working in Teams that are determined ad hoc

e Servers tipping a specific Bar, ie Service Bar or Main Bar, determined ad hoc

The Teams function is engaged in Gearwheel Menu > General Settings > Schedule
Settings (the schedule where tips are run from)

Tip Settings
Tip Distribution Type

‘ Choose at Creation ’

Tip Bundle Span
l 2 of 4 Types v l
Use Tips Paid

Add Declared Cash to Tips Paid

Show Service Fees in Tip Calc
Show Commissions in Tip Calc
Employee’s see only Total and Paid columns in Tip
Report
Enforce Template Use
Show Declared Cash vs Tips Paid
p AIIow Tip Bundle Teams

Tip Template Setup

e Check the Apply Team Filter checkbox for the groups where where the Team Filter
should apply

¢ In the example below, Servers will be able to be tip out specific bartender teams

e Tip outs that should NOT be tied to a filter can simply be left unchecked
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Server PM Teams Template Name ®visble ——————

& Use For Period Tips Only Use Unallocated $ Pullin Employee Direct
| Tips Paid O None [Cash Sales <= Tips] [cash Sales] [(cash sale

Schedules i ‘om POS Account [SpotOn (Tonys Di Napoli - East Sid SY
Use Role Tip Rates Use Role Apply Team Filter Tips Paid flo

Truncate on Day Parts Include Allif Starts in Day Part 0o Intelligent Shift Ca

Tip Calculator Setup

Bundle Type @ Ownership  Pool Equalizing @None  CollapsetoC

[Choose a Time Range v]From[3:30pm ]to[S:OOam ] Interval:[

Add [j %of CashSalesto  AutoGratTips  CashTips  Select Alll

i °Tips Sales
Include Entitiesl Select Entity v] ONone F
Allocations | New Allocation H Pool Tips (after allocations)

New Downstream Bundle

v [l SNEIEY  10f 8 Schedules WV I SelectRe

v Apply Team Filter . Allow % Tip-Out on Zero Tips . All Tips to Tips Paid

® apply to Each Person @ one Entry created Min Punch Threshold 120 (@)

From the Run Tips module, define Team Names as follows

e Press Build Tips Teams

e Create team names and press Create Tip Team

e Select the Roles which are to be included in creating teams, in this case Servers and
Bartenders, as shown below

e NOTE: Once created, the team+role definitions are saved and can be re-used
without re-creating

$1,975.38
$40.00 Note: Tip Imports sync to 1 minute intervals
$1,975.34
5 Use Default Day Parts | or Tip Templqtes:l 10f 12 Templates vl [ Apply ] Choose a Tip T 1m
$+0.04

Tip Bundle: [Tip Bundle @ 2:02:29pm

PNy
: [Choose a Time Range V]From[ 3 ]to[ : ] Save as Default

POS Tips Linked
—

Build Tip Teams

Main Bar
[ v Service Bar l Roles:[ 2 of 21 Roles Selected Al
Bartender j
am
Tonys Di Napoli - East Side - FOH: Tonys East Server / Bar Busser
Perez (Tonys), Victor R .
Database admin B
Tonys Di Napoli - East Side - FOH: Tonys East Server / Bar
Routsj, Christothea Delivery
Tonys DiNapoli - Easst Sidle - FOH: Tonys East Server / Bar Dishwasher
Quinde Escalona, Ana G.

Once team names + roles have been defined, employees can be assigned to the various
teams
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Main Bar

[ ] el RAEERICEEEEIRS [ Roles:| 2 of 21 Roles Selected v} Reset Al
Roles: Bartender, Server Delete Teamn
Tonys Di Napoli - East Side - FOH: Tonys East Server [ Bar
Pere

z (Tonys), Victor R Server10:57am - 757pm 9.0 hrs

Tonys Di Napoli - East Side - FOH: Tonys East Server | Bar
Routsi, Christothea Server I:02am - 7:3lpm 85 hrs

Tonys Di Napoii - Eaist Sicle - FOH: Tonys East Server / Bar
Qu?\de E‘:;:qlonq, AnaG. o Bartender 1:.05am - 10:37pm 115 hrs

Te DiNapoli - East Side - FOH: T¢ East Server /BG
@syigmanipuim Server 4:25pm - 1042pm 5.8 hrs

e Di Napoli - East Side - FOH: T¢ East Server / Bar
R Server 4:28pm - 10:36pm 61 hrs

T Di Napoli - East Side - FOH: T East Server / Bar
SPINELLL ABIGAIL o resevertEer Server 4:30pm - 10:49pm 63 hrs

DiNapoli - East Side - FOH: T¢ East Server [ Ba
S PRI L= Server 432pm - 1019pm 58 hrs

To run tips, select the Template as normal, but choose a Team prior to running the
template

¢ In the example below, the server template would be run two times, one for Main Bar,
and one for Service Bar

sync to | minute intervals

nplates: 10of 12 Templates v | Apply

1 I

Choose a Tip Team
v Main Bar

Service Bar
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Tips Point Weight Applied to
Employee

Last Modified on 12/24/2023 1:51 pm MST

Tips Point-Weight is generally defined by Role, but Teamwork provides the ability to
customize points by employee. Two methods are shown below.

Assigning Custom Role Points per Employee

Apply a Point-Weight per by employee, which will override role-point defaults, as follows:

1. Edit Employee > Schedules & Roles Tab > Scroll to bottom half of page to view roles.

Dashboard Schedules Employees Reports Avail/DaysOff Tools

‘ Schedules / Roles Salary / Wages Permissions Employee Alerts

2. Points are assigned by Role. Clock on the a Role's gearwheel menu, and enter a point
value.

Roles

Employee's Roles: (drop here)

Buns

* This value overrides any general Role
Tip Multiplier *
Tip Multiplier:

Porter

Prep cook X
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NOTE: Point entries will not change prior tip-outs, but will effect subsequent tip-outs.

Assigning Merit Points per Employee

Merit Points can be added to an employee from their Salary / Wages tab as shown
below.

Merit points will be added onto the existing point values of a given pool. i.e. If a point
value would otherwise be 1, and a merit value of 1is given to an employee, then their
point value in a pool would be 2.

Profile Schedules / Roles Salary /'Wages

Wage / Salary Info

Starting Sick Hours Part Time / Full Time AL
0 Full Time 4 g
fili
Since Hired B

Contractor (no OT) No Overtime Calculated

Merit Points (added to Tip Multiplier)

__r* 1
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Managing Employee Tips View
Options

Last Modified on 07/15/2022 1:26 pm MDT

To set Tips Exposure options for employees

e Go to the Gearwheel Menu > General Settings
e Scroll to Other Settings

Option #1 > Show Tips

Employee Dashboard Tip Display
‘* Show Tips
() show CC Fee
() Show Bundle Tip Total
() Show Tips Detail
() Show Employees their Tip Bundles
() sShow Exclusively Own Entries in Tip Details
() Show All Employees' Tip Totals for the Day

Save All Changes

From their Dashboard, an employee can see their personal Tips Total for each day

_ My Clock-Ins & Tips

Last Pay Period was Wednesday Sep 23, 2020 6:00am to Tuesday Oct 6, 2020
Current Pay Period is Wednesday Oct 7, 2020 6:00am to Tuesday Oct 20, 2020

WeE 1 sep 23,2020 » A

Thursday Sep 24th
FOH Grails

Total CC AutoGr Cash Tips Paid
$96.11 $22.39 $73.72 $0.00 $0.00

Option #2 > Show Tips + Show Tips Detail + Show Exclusively Own
Tip Detail
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Employee Dashboard Tip Display
Show Tips
Show CC Fee
() Show Bundle Tip Total
() Show Tips Detail
Show Employees their Tip Bundles
Show Exclusively Own Entries in Tip Details
(] Show All Employees' Tip Totals for the Day

Save All Changes

From their Dashboard, employees can select each day and view additional tips
detail

Tips

FOH Grails
| Tue - Oct 6, 2020 - View Tip Distribution | ‘ Mon - Oct 5, 2020 - View Tip Distribution ‘ ‘

e Employees can click on individual tips bundles from the Tip Bundle Navigator
e Employees will be able to view their contributions to pools. their tip-out, and the

tips they receive
e Employees can NOT view other employees tips

FOH Grails p Calculator for FO d ed Sep 30 020 ©)
Clock-In Breaking: Truncate at Day Part
2;':':;:‘:\[5:@;:?) :::Z:Z::Z Labor from | 3 of 11 Schedules 6 of 20 Roles Selected
Good! $-0.02 Tip Source: FOH Grails, MGT Spanglish, MGT Grails
Roles: Bartender, Head Bartender, Manager, Server, Training Bartender, Training Server
Tip Bundle Deta

® O COVID TEMP
6:00am to 6:00am $361.82 CC, $1,324.66 AutoGr
Bar Apprentice Allocation COVID TEMP -
. 6:00am to 6:00am  $361.82 CC, $1,324.66 AutoGr by Eddie Fuentes @Oct 8, 8:17pm
@® P COVID TEMP Pool Link
6:00am to 6:00am
Server Assistant Allocation Note: Tip Imports sync to 15 minute intervals

or Tip Templates: Select Template

Tip Bundle: COVID TEMP

Day Parts: From 6:00am to 6:00am
Notes:
T Sh 0% % of
POSCC POS  POS AutoGr CCFee Nt Net
Employee Add+ POS CC Override AutoGr __ Override Total Total Sales Sales
FOH Grails
[ — " @ 160.60 282.45 376.59 0.00 21.24% 1,773.29
$361.82 $1,324.66 $1,686.48 $0.00 19% $8,789.60
& Print

Add / Go to Tip Bundle @... l]
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FOH Grails
Bundle Total (w/o Cash) $1,686.46
POS Total (w/o Cash) $1,686.48
Good! $-0.02
® O COVID TEMP

Bar Apprentice Allocation

@® P COVID TEMP Pool Link
6:00am to 6:00am

Server Assistant Allocation

6:00am to 6:00am $361.82 CC, $1,324.66 AutoGr

Clock-In Breaking: Truncate at Day Part

Labor from ' 2 of 11 Schedules 4 of 19 Roles Selected

Tip Source: FOH Grails, MGT Grails

Roles: Bartender, Head Bartender, Manager, Server
Tip Bundle Detai

COVID TEMP Pool Link -
$1,433.50 Linked

6:00am to 6:00am by Eddie Fuentes @Oct 8, 8:17pm

COVID TEMP - 6:00am to 6:00am @ FOH Grails

Note: Tip Imports sync to 15 minute intervals

or Tip Templates: Select Template

Tip Bundle: COVID TEMP Pool Link

80.79  295.80 0.00

60.84 $0.00 $0.00 $0.00 $1,433.48 $0.00
$307.52 $1,125.96 $0.00

&= Print

Option #3 > Show Tips + Show Tips Detail

(show exclusively own tip detail is UNCHECKED)

Employee Dashboard Tip Display
Show Tips
Show CC Fee
() Show Bundle Tip Total
(] Show Tips Detail
Show Employees their Tip Bundles
(] show Exclusively Own Entries in Tip Details
(] Show All Employees' Tip Totals for the Day

Save All Changes

Tips bundles are opened from the dashboard as in Option#2 above

Day Parts From 6:00am to 6:00am
POS Linked
Credit $ 0.00 307.53 | 10 of 12 Tip Links Select
AutoGrat $ 0.00|| 1,125.95
Cash $ 0.00 0.00
Total $0.00 $1,433.48
Notes:
0% % of
Employes SESES % Total Multip _Fours. CC_ AutoGr Cash Total _ Total Shies Saies
pa artender % or$ 376.5 0.00 0:00 000 376 59 0,00 0% 0.00

Add / Go to Tip Bundle @... j
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Tips

FOH Grails
Tue - Oct 6, 2020 - View Tip Distribution
Thu - Oct 1, 2020 - View Tip Distribution

Mon - Oct 5, 2020 - View Tip Distribution
Wed - Sep 30, 2020 - View Tip Distribution

e Employees have complete visibility to all tips activity, including the contributions
to pools and tips received by all employees.
e Employee view is essentially what a manager sees, but employees cannot

adjust or save any data.

FOH Grails

Save All || New Bundle || Delete All
Bundle Total (w/o Cash) $2,721.87
POS Total (w/o Cash) $2,721.88
Good! $-0.01

@® O COVID TEMP

@ P Bar Apprentice Allocation
6:00am to 6:00am

@ P COVID TEMP Pool Link
6:00am to 6:00am

@ P Server Assistant Allocation
6:00am to 6:00am

x
6:00am to 6:00am $644.01 CC, $2,077.87 AutoGr

Clock-In Breaking: Truncate at Day Part

Pooling Ownership

Labor from | 1 of 11 Schedules

1 of 15 Roles Selected

Tip Source: FOH Grails
Roles: Bar Apprentice

Tip Bundle Detail

Bar Apprentice Allocation - Tip Fooling
6:00am to 6:00am  $272.19 Linked

Links pulled in from these bundles:
COVID TEMP - 6:00am to 6:00am @ FOH Grails

- s o o ®

Note: Tip Imports sync to 15 minute intervals

New

New Downstream

\.
Use Default Day Parts | or Tip Templates: Select Template n Apply
Tip Bundle: Bar Apprentice Allocation
Day Parts: From 6:00am to 6:00am Save as Default
POS Linked
Credit $ 0.00 64.40| | 1 of 13 Tip Links Selecte [
AutoGrat $ 0.00 207.79
Cash $ 0.00 0.00
Total $0.00 $272.19
Notes:
" 0% % of
|Equalize CCFee Net
Employee Add * % Total Multip __Hours CC_AutoGr Cash Total _ Total Sales
FOH Grails
0.00  0.00 0.00
% or $ 1.00 10.96 d i %
Jaime, S 28.84 93.07 0.00 121.91 0.00 0%
FOH Gra
0.00  0.00 0.00
% or$ 1.00 1351 i ¥ %
Serra ¢ 3556 11472 000 15028 000 0
x 0.00  0.00 0.00
+ .0 ¥ I M %
&* 0.0%or$ or Pts 000 000 oo 000 000 0%
24.47  $0.00  $0.00 $0.00 $272.19 $0.00
$64.40 $207.79 $0.00
< & Print | | Save ()
Add / Go to Tip Bundle @... %

Allowing Managers To Decide When Tips are Viewable to
Employees:
e Go to the Gearwheel Menu > General Settings

e Other Settings > check the box below

Tips Only Viewable to Employees after Mgr
Approval

Once checked, it gives the manager the ability to decide when tips are viewable. This is a
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valuable tool. It will ensure that employees don't accidentally see tips while the
distribution is incomplete. This checkbox becomes available at the bottom of each day
after tips have been balanced . Once "Viewable" is checked, the employees can access
the tip templates based on the above options you have set.

All 16 Clock- All 18 Clodk-Ins lock-Ins/NS

Approve Approved roved
Tips ' 4 Viewable Tips « [ viewable Tips « [ viewable
Sched Act Sched Act Sched Act
78.5 68.0 97.5 93.3 66.5 80.7
o) (7o) 7| (o) (mow] 2| (o) [em7e) 7
0.0% 1.2% 0.0% 1.3% 0.0% 1.8%

7 ($2,964) Note | 7' ($3,473) Note | ' ($1,935)  Note

Trans: 152 Guests: 314 Trans: 151 Guests: 512 Trans: 101 Guests: 236

Resync Sales/Tips Resync Sales/Tips Resync Sales/Tips
Resync Punches Resync Punches Resync Punches
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Employee View of Tips Bundles

Last Modified on 09/24/2023 1:52 pm MDT

From Desktop

Click on Dashboard from the top toolbar and scroll to the Tips section of the My Clock-
Ins & Tips to view summary data.

Tips

Srve Sales Tips

Total | Fee CC |AutoGr| Fees | Com | Cash |Tips Paid| Owed
e wen | $719.12 ($3.05) §019J2  $0.00 $0.00 $0.00 $0.00 $0.00 $19.12

2t

jlipslaitenieess]
] [Eeeslremoyes]

To see tips bundle details, click on a Tips Date as shown below

Tips
Pay Period Tip Details - Monday Apr 4, 2022
Tips Created @ = =

- Mon - Apr 4,2022 |[ - Mon - Apr 11,2022 | - Tue - Apr 12,2022 | [ ¥y 77 - Wed - Apr 13,2022

You are able to click on BOLD tips bundles where you have activity
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Tip Bundle Navigator
Mon Apr 11, 2022

—* ® O Server AM

—* ® O Server PM

AutoGr

Bundle Total (w/o Cash) $1,302.13
Cash $0.00
POS Total (w/o Cash) $1,302.13

Good! $0.00

2:00am to 3:00pm $316.13 CC

3pm to 2:00am $756.33 CC, $30.15

—* ® O To-Go Server [ Manager

2:00am to 2:00am $24.00 CC
L @ Scroll Down

Tips detail shows tips, sales, and tip-out

Team Share

(0 Employee Add+

POSCC POS POS AutoGr

POS CC Override AutoGr

Override

Tips

% ot
Net Net
Sales Sales

SeEm O e e server

n7.n 0.00

[ ]

-25%

CC Fee

Total Total
n7.71 294

16.68% 705.75

o " Busser server < Total Sales

7.06 0.00

7.06

1.00% 705.75

From Mobile

$316.13 $0.00

Click the menu as shown below:

$316.13 $7.90

17% $1,876.10

Sales

Tip out
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Clock-In [ Clock-Out
Managers on Duty - MOD
My Schedule
Full Hourly Schedule
Full Day Schedule
Full Week Schedule

" Dashboard [ Clock-Ins / Tips
Shift Trades 0
Open Shifts
My Availibility
Days Off
Employee List

Profile & Alert Settings

The tips detail explained above is viewable / clickable

View Tip Distribution

Pay Period Tip Details - Monday Apr 4, 2022

Tips Created @ Kyle FOH

Kyle FOH - Mon - Apr 4, 2022 l l Kyle FOH - Mon - Apr 11,2022 l l Kyle FOH - Tue - Apr 12, 2022 l l Kyle FOH - Wed - Apr 13,2022

Wi Vs (i s Monday April 4th
Kyle FOH

| | | Srve | Sales Tips
Total | Fee | cC |AutoGr| Fees | Com | Cash |Tips Paid| Owed

b el | $1912  ($305) 12 $000  $000 $0.00  $0.00 $0.00  $1912

To see dates in and prior pay period, use the date selector above.
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Equalized Tip Options

Last Modified on 12/23/2025 1:06 pm MST

Equalized tip settings allow you to distribute pooled tips equally among team members,
regardless of the hours each person worked during their shift.

What Are Equalized Tips?

By default, tip pools divide tips based on hours worked—someone who worked longer
receives a larger share. Equalized settings override this behavior so everyone in the pool
receives the same amount.

Example:
Two bartenders share a tip pool worth $100.

e Bartender A worked 7 hours

e Bartender B worked 6.5 hours

BartenderB

Setting Bartender A Receives .
Receives

Standard (by hours) ~$53.85 ~$46.15

Equalized $50.00 $50.00

Equalize vs. Equalize No Collapse

There are two equalized options to choose from, and the difference matters when
employees work multiple shifts in the same day.

Equalize (Standard)

When an employee clocks out and clocks back in for a second shift, the system
collapses both shifts into a single entry in the pool. That employee receives the same
share as someone who worked just one shift.

Example:

A server works a lunch shift, clocks out, then clocks back in for dinner. With standard
Equalize, both shifts count as one pool entry. If another server only worked dinner, both
servers receive equal shares.
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Equalize No Collapse

This setting treats each shift as a separate entry in the pool. An employee who works two
shifts will have two entries and receive twice the share of someone who worked one shift.

Example:

Using the same scenario above—one server works lunch and dinner (two shifts), another

server works only dinner (one shift). The tip pool is $150.

. . ServerB (1
Setting Server A (2 shifts) .
shift)
Equalize $75.00 $75.00
Equalize No Collapse  $100.00 $50.00

Where to Find These Settings

Equalized options appear in two places within your Tip Templates/Settings page:

1. High-Level Settings — For primary tip pooling scenarios

2. Tip-Outs and Pools After Tip-Outs — For scenarios where tipped employees (like
servers) tip out support staff (like bussers or barbacks) who then pool those tips
equally

When to Use Each Setting

Scenario Recommended Setting
All pool members should split tips evenly, regardless )
Equalize
of hours
Employees working double shifts should receive extra ,
_ o Equalize No Collapse
for their additional work

You want tips divided proportionally by hours worked Leave Equalize settings off

Need Help?

If you're unsure which equalized setting is right for your restaurant, contact our support
team for guidance on configuring your tip templates.
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Employee Directed Tip-Out

Last Modified on 11/01/2023 11:51 am MDT

To allow employees to allocate their tips manually at the end of a shift, here’s how we
accomplish this —— in its simplest form —— with Teamwork.

First, from the Gearwheel menu select 'Tip Templates/Settings”:

Y
e O Tech Support @
— &} General Settings —
@ Roles / Groups settings
£ Logbook Pro Settings

(% Reminders, Certifications & Custom

@3 wage settings / Rules

@3 Holiday / Premium Wages

m ip Templates [ Settings |

& Analytics / Publishing Settings

FriJUES Accrual Policies PTO / sick
A\ Alert Notification Settings
¥ Blackout Request-Off Dates
§ Late / No-show [ Term [ Scorecards
. e .
E Quick Links | Dashboard Widgets

A Global / shift Prompts Setup

Create two templates, and designate each to a separate template group. Best practice
here is to create a Sourced Tip template group as well as a Shared Tips template group.
You will want to test and run tips by running Sourced Tips first and Shared tips second, so

you name one template group “Source Tips (run first)” and “Shared Tips (run
second).”

v | 1 source Tips (run first) W Notes:

Source Tempiate Name [ visibie - Template Group: | 1. Source Tips (run first) ~ | Notes: —@
=] use For Period Tips Only use Unallocated § [ Pull in Employee Directed Tip-Outs [ Manual § Entry zeses a1 vaies [ Calc Service Fee Allocation % from All Tip Types Apply at Clock-Out L)
Tips Paid @ None () [Cash Sales <= Tips] () [Cashsales|] () [(Cash sales <= Tips) - Tipout] O [Cosh Sales. ps - Tipout)] () [Tips Paid = Declared Cash] [ Show All Schedules  Sales & Tips from POS Account
SpotOn (Basilico) SYNC ~| [ Redistribute Cash to CC & Auto ips (CC, Auto, Cash) v [ ] Cash SalesOnly @) None () Use Role Tip Pts () Use Role Tip Rates () Use Role Pts WEIRD (] Apply Team Filter
® Truncate on Day Parts () Inclue Allif Starts in Day Part (J Intelligent Shift Categorization with 2 Day Parts  Use Headers for Shift Categorization
e | Iw*t-
Bundle Type ® Ownership () Pool  Equalizing ® None () Collapse to One Shift () with Multiple Shifts Labor 20f 2 Schedules | Roles 3of14R,
ChooveaTimetamge v rems000m J1e{a0am | itar % jwhichitipslarelsourced]
[ Jadd 0|% of Cash Sales to () Auto Grat Tips () Cash Tips [ Select All Links with Name Containing | Min Punch Threshold (mins)
@Tips (O sales
Include Entities  Select Entity e (U Filter tips on Service Fee types () Filter tips on Order/Dining types
Allocations | New Allocation after allocations)
v | 2 shared Tips (run last) - Template Group Name Notes:
Shared Tips Template Name [ visible Tempiate Group:| 2. Shared Tips (run last) v | Notes: ®
=] Use For Period Tips only [ use Unallocate [J Manual § Entry zerces i vaes [ Calc Service Fee Allocation ¥ from Al Ti s [ apply ot Clock-Out )
| Use For Period Tips Only llocated $ i Entry [Jcales Foo All from All Tip Type: pply ot Clock-O
Tips Paid @ None () [Cash Sales <= Tips| () [Casl 1ps) - Tpout] () [Cash Sales <= (Tips - Tip out)] (O [Tips Paid = Declared Cash] [ Show All Schedules  Sales & Tips from POS Account
Spoton (Basilico) SYNCG v| [ Redistribute Cash to CC & Auto | All Tips (CC, Auto, Cash) | []cash SalesOnly @ None () Use Role Tip Pts () Use Role Tip Rates () Use Role Pts WEIRD [ Apply Team Filter

® Truncate on Day Parts. () Include Al Starts in Day Part. () inteligent Shift Categorization with 2 Day Parts  Use Headers for Shift Catagorization

Tip Calculator Setup
Bundle Type ® Ownership () Pool  Equalizing ® None () Collapse to One Shift () with Multiple Shifts Labor from 2 of 2 Schedules v . * m h
ChooseaTimeRangs v |From|5:00am to|6:00am |  Intervai: -
Ul Add 0|% of Cash Sales to () Auto Grat Tips () Cash Tips [ Select All Links with Name Containing| 4 Min Punch Threshold (mins)

@Tips O sales

Include Entities  seisct Entity v ®none O Filter tips on Servica Fee types () Fitter tips on Order/Dining types

Allocations | New Allocation | Pool Tips (after allocations)
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You'll see here that you must select the correct roles — from the correct schedules —
from which you'll be sourcing tips. However, in your shared tips template, it is not
necessary to select roles.

The most important thing you'll need to do in that Shared Tips template is to select “Pull
in Employee Directed Tip-Outs.” The last thing you'll need to do is go under Gearwheel >
General Settings, scroll down to schedule section.

Schedules
Clicka name to edit. Drag == to sort witin a group. Drag «3 to move between groups. Add your Zip Code to view local weather Q on your schedules.

[ show Detailed Options
=o T
= Fostawont 14 ©

= FOH = active  Qchicage  « [

Description| | prone | zp-coae{ 60439 | [ Map scles from other schedules v] [ Chicago [CDT-5:00]  ~ l
stowin Al mplyess Googl clencar o [GEaTName ]
Schedule Settings Google®
RES'E‘ Eployeaslibonle=g Show Events created in Google calendar

Other Shifts on days workin
i dJ [Jshow Event Detaiils In-line (Limit to chars)
[[] other scheduled Worked Hours
: ' Show Event Spanning Days
Force Photo Authentication for Clock In and Clock Out (i0$, Android and Clover) P
e ) Not Authenticated| Authenticate with Google

[[] Allow Employee Default Wage to be created

Allow Employee Tipped Wage to be created

[Jbe not Show shift End Times (as Default)

Choose the correct schedule and press that (+) button to go to schedule settings, scroll
down and select “Allow Employees to Giveaway Their Tips @ Clock-Out and/or On
Dashboard.”

[ s neu iy ey -

PTO [ Other Earnings Settings Tip Settings
Activate PTO [ Other Earnings Tracking Tip Distribution Type
D FlOg Houn I Choose at Creation v
[ sick - Hours
[_] commission - Money Tip Bundle Span
[ aury - Hours | 10t 4 Types v
[ paternity - Hours Use Tips Paid
[ HolidayoFF - Hours
[ Bereavement - Hours | Y
[ Bonus - Money (One Time, Retention, etc) [] Add Declared Cash to Tips Paid
D KOS - Hours D Show Service Fees in Tip Calc
[:] COVID] - Hours D Show Commissions in Tip Calc
D COVID2 - Hours ["] employee's see only Total and Paid columns
[ HolidayFloat - Hours in Tip Report
D Maternity - Hours Enforce Template Use
[ girthday - Hours [] show Declared Cash vs Tips Paid
[ oFP - Money [] allow Tip Bundle Teams
D Allow Tips Paid Bundle
O Neo Balance Tracking [] enable Additional Outside POS Tips
@ Use SpotOn Teamwork for Accumulation D Require Time Punch Approval Prior to Running
Calculation [ Track Balances Tips
| F— - (@ for schedule () for Department

() for Location

‘ Apply PTO Settings to All Schedules Allow Employees to Giveaway Their Tips @
Clock-Out and/or On Dashboard

Credit Card Auto Grat
Service Fees Declared Cash
D Prevent Edits to Tip Bundles
[] allow Negative Subcats
D Confirm Tips-Faid on Dashboard
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Employee Guide to Self Directed
Tips to Other Employees

Last Modified on 12/15/2023 11:37 am MST

Employees are able to tip other employees discretionary amounts (providing company
administrators have engaged self-directed tips settings), from the Teamwork App,
Teamwork Desktop, or from POS Clock-Out if using SpotOn or other integrated clock-in
POS.

From the Teamwork App:

From Mobile Menu, select Server Tip Out

.
Jo
£

Clock-In / Clock-Out

Server Tip-Out

Managers on Duty - MOD
My Schedule

Full Hourly Schedule

Full Day Schedule

Full Week Schedule
Dashboard [ Clock-Ins / Tips

Shift Trades 0

1. Set (My) location
2. Set the schedules and roles of the employees who | may wish to tip

Note: Teamwork will remember filtering choices as a starting point on subsequent
days
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Working Location / Schedule

Set filters for potential tips
recipients, schedules & =
roles

Q)
o

-
Multiple Schedules

Per Se Dining Room 0

Viewing Day of:
Wednesday Jul 26, 2023

Persona Distribution

10of 5 Schedules
Roles: Asst head somm), Back server, Coffee server, Host/ ess, Sommelier
Jul 26, 2023

Tip Totals Look Off? Resync Sales/Tips

Captain
$750.00 of your $1,050.00 tips remain.
($1,050.00 Credit, No AutoGrat, No Srvc Fee, No Cash)
You have distributed $300.00 (28%) of your tips

of 13 Roles Selecte V]

Per Se Dining Room

Asst head somm %
Jansma, John 246pm (09:34 hrs) 0%ors
Back server %
Patrick, Katherine 313PM (09:43 hrs) n % ora

Note: If your tip totals look off, be sure to click the Resync Sales / Tips button prior to
completing the next step. If you had worked two roles in one day, you will need to
scroll down the page to reach the second role’s tip share.

3. Enter tips to be shared

/

Back server %
- Katherine 3:13pm (09:43 hrs) 0 %org

" ez, Adrian 353pm (06:44 hrs) %ors 100 / ($100.00)

) Mahmud 247pm (09:04 hrs) 0 %org

= ), Iryna 3:00pm (08:52 hrs) N

| s Bonigno :46Pm (06:41 hrs) 0 %org

| . Obaidul 312Pm (08:40 hrs) ars 5o ($50.00)

Amm - frmar 0

4. Click save (at the bottom of the tip-out view)
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Host/ess %

e Alicia 2:21pm (08:39 hrs)

0 %ors

3 s Celing 2:020M (09:30 hrs) 0 % or g
Sommelier %

e uis 200pm (10:07 hrs) 0 %ors
Total ($150.00)

NOTE the following controls and functions:

If Tips data does not reflect tips
at close-out, press Ressync

Tip Totals Look Off? Resync Sales/Tips

Source Tips and Captain

i $654.96 of your $824.96 tips remain.
S hared TI pS ($824.96 Credit, No AutoGrat, No Srvc Fee, No Cash)

You have distributed $170.00 (20%) of your tips

= Toggle

e shees e s

Per Se Dining Room pOtentlaI feCIpIentS

Back server %

S Adrian 217pm (09:08 hrs) worg o0 (82000)

Coffee server %

s Moshiul 227pm (05:53 hrs) gorg 150 (§150.00)

Total ($170.00)

Save

Note: You must click the Save button at the bottom of the page to save all
adjustments.

From Desktop:

From the top toolbar > Dashboard > Scroll to Clock-Ins & Tips > Tip Giveaway > Select
Date
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Thomas Keller Group

Teqmw.%(!& Dashboard  Schedules Employees Tools

= My Clock-Ins & Tips

Last Pay Period was Monday_Sep 4, 2023 4:00am to Sunday Sep 17, 2023
Current Pay Period is Monday Sep 18, 2023 4:00am to Sunday Oct 1, 2023

Pay Period
staring < | Jul10,2023 (] >

Tip Giveaway

Wed - Jul19, 2023 Sun - Jul 23,2023

From POS:

For Spoton or other POS integrated to Teamwork at clock-in / out, the Tips Share module
will appear at clock-out. Follow the steps under App.
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Employee View Tips Detail and

Self Directed Tips

Last Modified on 12/20/2023 12:50 am MST
From Mobile

e Click Dashboard [ Clock-Ins / Tips

Full Week Schedule

Dashboard [ Clock-Ins [ Tips

Shift Trades 0

From Desktop
e Click DASHBOARD from the top toolbar

Scroll to Tips

Set date to the pay period of interest

~— My Clock-Ins & Tips

Pay Period

staring < | Dec T, 2023 @’)

Click Date for Tips Detail, i.e. Dec 11, 2023 shown below

Tips
Pay Period Tip Details - Monday Dec 11, 2023

Tips Created @ Per Se Dining Room

Per Se Dining Room - Mon - Dec 11, 2023 ’ [
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The Green Dot with "Dining Room Allocation” will show pool detail, including pool totals,

employee points / hours / total.

® ¢ Dining Room Allocation

- 4:00am to 4:00am

0| @ S " & Tips Share

— 4:00am to 4:00am $9,201.77 CC, $729.52 Cash

POS Tips Linked
| Credit $ 0.00|| 4,083.65 5 of 76 Tip Links Selected
|
_ AutoGrat $ 0.00 0.00
Cash $ 0.00 32450
Total $0.00 $4,408.15
Notes:
Equalize CC Fee Net Net
Employee Add* % Total Multip | Hours CC AutoGr Cash Total | Total Sales Sales
None
i s 000 000 000
%or$ 7.0000 100 36517 | 846 0% 000
= ‘ u [ l [ 109 33829 000 268 8

The Green Dot with Tips Share will show discretionary tips share detail
@ S = W Tips Share
4:00am to 4:00am $9,201.77 CC, $729.52 Cash

Employee Add+ POS CC Override AutoGr Override Declared Override Total

Total Received —

Total Sales Sales

From Share -* o A5 head somm G4 147.79 C] 000 C] 1221 D ‘ 160.00 0%

0.00

mml
l e 60.00 000 000 6000 0% 000
From > To -.I'-I!-l'--
X ~ " ~oom 3T
Detail mJohn 8779 000 1221 10000 0% o000
$9,201.77 $0.00 $72952 $9,93129$20418 0 $0.00
NOTE:

On Mobile View, user may need to rotate screen to landscape view, and enlarge image.
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Assigning Tips from an POS Event
Ring In

Last Modified on 12/24/2023 1:47 pm MST

Coordinate with your Teamwork specialist or reach out to
teamworksupport@spoton.com to create a custom Tips Template which ties to a POS
Ring In, such as "BEO" or "Event” or "House".

1. From the Tip Calculator, Apply the custom template.

: [ 1 of 2 Templates ] Apply
- | Employee Tips
House House

:C

2. From the Navigator window, click the indented Pool

Tip Bundle Navigator —
Zynodoa FOH save All| New Bundle | Delete All

Bundle Total ( w/o Cash ) $1,170.52
POS Total ( w/o Cash ) $1,170.52
Good! T $+0.00
® O House House X

2:00am to 2:00am $213.76 CC
P House House Pool Link
2:00am to 2:00am
® O Employee Tips x
2:00am to 2:00am $956.76 CC

3. Use the first % column or the second $ column to apply the tips to the proper
recipients. (The Multiplier (points) or Hours columns may also be used to shape the pool)
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Total $0.00 $213.76
Notes:
B -0% % of
B _Equalize cC Fee Net Net
Employee Add+ % Total Multi Hours CC AutoGr Cash Total Total Sales Sales ||
ploy: P
Zynodoa FOH
y 0.00 0.00 0.00
0 Server % or $ 1.00 8.52 " . %
Arvay, Allison ® 0.00 0.00 0.00 0.00 0.00 0% 0
Zynodoa FOH
0.00 0.00 0.00
i Trainer % or $ 1.00 5.94 K . 0% 0
Burrows, Daniel ° 0.00 0.00 0.00 0.00 0.00
Zynodoa FOH |
' 1 0.00 0.00 0.00
Server 50.0 % or $ 106. . 0% 0
Daub, Gretchen 106.88 0.00 0.00 06.88 0.00 Yo
Zynodoa FOH
0.00 0.00 0.00
Bar manager % or $ 1.00 7.87 K . 0% 0
Gurley, Macon e 0.00 0.00 0.00 0.00 0.00 o
Zynodoa FOH
! 0.00 0.00 0.00
¢ Server 50.0 % or $ 106.88 0.00 0% 0
Hays, Melissa 106.88  0.00 0.00 '
Zynodoa FOH
0.00 0.00 0.00
i il Server % or $ 1.00 5.83 K . 0% 0
Rivers, William 0.00 0.00 0.00 0.00 0.00 3
Zynodoa FOH
' 0.00 0.00 0.00
; ; Salary foh % or $ 1.00 ' 11.00 . . 0% 0
Simmons, Whitley © 0.00 0.00 0.00 0.00 0.00 %
Zynodoa FOH
0.00 0.00 0.00
i Training % or $ 1.00 4.79 0.00 0.00 0% 0
Weiss, Hadley 0.00 0.00 0.00
Zynodoa FOH
y 0.00 0.00 0.00
: P Server % or $§ 1.00 5.82 " . 0% 0
Willard, Simon 0.00 0.00 0.00 0.00 0.00 %o
Zynodoa FOH
0.00 0.00 0.00
i ; Host % or $ 1.00 3.97 0.00 0.00 0% 0
Willard, Simon ° 0.00 0.00 0.00
x 0.00 0.00 0.00
+ 0% . . 0% 0
V4 0.0%or$ 000 000 000 000 000
53.74 $0.00 $0.00 $0.00 $213.76 $0.00
$213.76 $0.00 $0.00
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Run Tips for Pay Period Ikes

Last Modified on 03/01/2020 2:27 pm MST

Running Tips

Tips should be run after all time punches for a complete pay period have been finalized.

Initiate the Tips pool from the Schedule (ie FOH), for week that falls within the pay period.

Select Pay Period Tips as shown below.

&

Week ("] Feb17.2020 [ [ | 1 of 64 Schedules e AT A | byTime by Role Gl [ Gpoem| 53 T
Sortby: A-Z | Roles | Headings ¢ PST
HILLSDALE A Draft: This schedule is not visible to employees. Publish~3  [ELATRT X ="

L an @ T = P L =) P ) P

From the Template dropdown menu, select both Tip Out, and press Apply

Tip Calculator for HILLSDALE\- Pay Period starting Mon Feb 17th, 2020

Clock-In Breaking: Truncate at Day Part

SVLEERTEom | 1 of 1 Schedule " \Roles | 6 of 6 Roles Selected jync with POS

Tip Source: HILLS\ ALE
Roles: No Role, Crew, general n anager, gm/am, officer, Shift Lead

inute intervals New

1 of 1 Template n Apply
Tip Out

Note: Tip Imports sync to 15

Use Default Day Parts | or Tip Templates:

Tip Bundle: Tip Bundle @ 10:17:26am

/1. Day Parts: [ Choose a Time Range #] From 8am ras Default

-

édd / Go to Tip Bundle @...

You will observe the Credit Tips from the POS, and the hours and portion for each
employee, as shown below.
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POS Linked
Credit$ 1,514.42

AutoGrat $ 0.00
Cash $ 0.00
Total $1,514.42 $0.00
Notes:
0% % of
_Equalize CCFee Net Net
Employee | Add+ % Total Multip | Hours CC AutoGr Cash  Total Total Sales Sales
HILLSDALE
290.91 . .
Bojorquez, Leticia Shift Lead % or $ 1.00 73.48 200 o000 290.91 10.00 0% 0

0.00 0.00 0.00

HILLSDALE
91.02 0.00 0.00
_Boi ine Crew % or $ 1.00| 22.99 1.02 0. 0% 0
Bradford-Bojorquez, Jasmine e 0.00 000 0.00 91.02 10.00 o

HILLSDALE
190.43 0.00 0.00
Shift Lead % or $ 1.00 48.10 190.4 L 0% 0
Chaney, James o 0.00 000 0.00 90.43 10.00 o

HILLSDALE
85.04 0.00 0.00
i Crew % or § 1.00| 21.48 04 lo. 0% 0
Demmin, Spencer 0.00 000 0.00 85.0 0.00 o

HILLSDALE
15.80 0.00 0.00
il Crew % or $ 1.00 3.99 15. b 0% 0
Eilia, Dylan 0.00 000 0.00 5.80 10.00 o

HILLSDALE
56.73 0.00 0.00
i iamin Crew % or $ 1.00 14.33 .7 ) 0% 0
Frias, Benjamin 0.00 000 0.00 56.73 10.00

HILLSDALE
86.07 0.00 0.00
Crew % or $ 1.00 21.74 86.07 10.00 0% 0
Gonzalez, Jose 0.00 0.00 0.00

HIl I SDAIF

IMPORTANT NOTES

e CHECK the accurate Tips Total for the period from CAKE POS and override Dolce’s
number if Cake's number is different, or if Dolce shows 0.00. (The accuracy of this
number is being reviewed by the technical teams in the coming week.). After

entering the number, press SAVE at the bottom of the Tips window.
POS Linked

Credit $ 1,521.58

AutoGrat $ 0.00

Cash $ 0.00
Total $1,521.58 $0.00

e Review the ROLES that tips are being distributed to, along with a review of the
complete tip-out data. If the proper roles are not being included / excluded, please
reach out to your lead contact for Dolce.
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Fp Calculator for HILLSDALE - Pay Period starting Mon Feb 17th, 2020

Clock-In Breaking:§Truncate at Da'

1 of 1 Schedule \ ‘ 2 of 6 Roles Selected

Always Sync at Open

Tip Source: HILLSDALE
Roles: Crew, Shift Lead

Tip Bundle Detail

Tip Out - Tip Fooling
12:00am to 2:00am $1,521.58 CC by Cake (lke's - CUPERTINO) SYNC @Mar 1, 1:22pm @
4
Note: Tip Imports sync to 15 minute intervals New New Downstream
Use Default Day Parts | or Tip Templates: Select Template n Apply
Tip Bundle: Tip Dut |
Day Parts:[ ]From 12:00am to 12:00am Save as Default
POS Linked

Credit$ 1,£21.58

AutoGrat $ .00
Cash $ | .00/
Total $1,52 .58 $0.00
Notes:
0% % of
- [ Equalize CC Fee Net Net
Employee = Add+ % Total Multip _ Hours CC AutoGr Cash Total  Total Sales Sales
HILLSDALE
296.17 0.00 0.00
i icly Shift Lead % or $ 1.00 76.56 ; X D
Bojorquez, Letica ‘ o 0.00 000 0.00 296.17 0.00 0% 0
HILLSDALE
88.94 0.00 0.00
-Boi ide Crew % or $ 1.00 22.99 88.94 0.00 0% 0
Bradford-Bojorquez, Jasml ‘ °© ‘ 0.00 0.00 0.00 °©

i enalE

After the Templates have run, you will see the following in the Tips Navigator window

Tip Bundle Navigator
HILLSDALE

Tip Calculator for HILLSDALE - Pay Period starting Mon Feb 17th, 2020
Save All | New Bundle | Delete All

Clock-In Breaking: Truncate at Day Part

Boclig Labor from | 1 of 1 Schedule | | 2 of 6 Roles Selected Syncwith ROS
R — Always Sync at Open

Bundle Total (w/o Cash) $1,514.42
POS Total (w/o Cash) $1,514.42
Good! $-0.00

W @P Tip Out
12:00am to 12:00am $1,514.42 CC

Tip Source: HILLSDALE
Roles: Crew, Shift Lead

Tip Bundle Detail
’}Ip Out - Tip Pooling

HILLSDALE Al 12:00am to 12:00am $1,514.42 CC by Tech Support @Mar 1, 10:18am ®

how Requirements Mon Feb 17 @, B ﬁ( Ti Note: Tip Imports sync to 15 minute intervals New New Downstream

Use Default Day Parts | or Tip Templates: Select Template Apply
The Green Circle indicates the saved Tips Bundle. This saved activity flows into payroll

Tip Bundle Navigator

HILLSDALE . New Bundle | Delete Al

Bundle Total (w/o Cash) $1,514.42
POS Total (w/o Cash) $1,514.42

Good! $-0.00

® P Tip Out
12:00am to 12:00am $1,514.42 CC
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IMPORTANT NOTES

e To recall or edit Tips detail, click the saved bundles, ie the green circle Tip Out’ from
the navigator.

e If time punches are edited (after having created a tip-out), then tips must be RE-
RUN. Delete the existing tip-out from the navigator, and re-run the template.
Remember to verify the Credit Tips Total each time you run tips.

e You should NOT see two bundles, ie two green circle rows. This indicates that tips
have been run twice, and that double tips are reporting to payroll. Example below.

Tip Bundle Navigator

HILLSDALE ' New Bundle | Delete All

Bundle Total (w/o Cash) $3,028.85
POS Total (w/o Cash) $1,514.42

$+1514.43

® P Tip Out

12:00am to 12:00am $1,514.42 CC
® P Tip Out

12:00am to 12:00am $1,514.42 CC

Tips protocols for employees terminated with an early paycheck:

1. On the day the employee is terminated, run tips to observe the terminated
empolyee’s tips total. Make note of the number, as you will provide it to HR and use it
again in Step 2 below. Delete the tips bundle that was created.

2. When tips are run at the end of the pay period, override the terminated employee's
tips with the tips from Step 1 above, and press SAVE at the bottom of the tips bundle.
In the following example, James tips are overridden with $100. This removes the $100
that James received at the early termination date from the tips pool.

ure 0w
| Equalize CC Fee Net Net [

Employee | Add+ % Total Multip Hours CC AutoGr Cash  Total Total Sales Sales

HILLSDALE

Bojorquez, Leticia Shift Lead % or $ 1.00| 73.48 D O QLY 310.78 0.00 0% 0

0.00 0.00 0.00

.24 H H
1.00] |22.99 X 000 0.001 4754 000 0% o
0.00 0.0 0.00

HILLSDALE
Bradford-Bojorquez, Jasmine CreW
AlLbepALe 100.00  0.00 0.00

Shift Lead %or$ 100 100.00 0.00 0% 0
Chaney, James ) 0.00 0.00 0.00 °

HIl I SDAIF
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Manager Approval of Payroll

Last Modified on 10/24/2019 7:48 am MDT

Prior to Approving Payroll, a manager should verify the following:

1. All Time Punches are Approved.
o For Editing Punches, see: https://support.dolceclock.com/help/edit-time-
punches
o For Approving Punches, see: https://support.dolceclock.com/help/approving-
time-punches
2. Tips are reviewed and audited against the POS (if applicable)
o Use Reports > Employee Tips for the pay period. Compare Total against POS for
the pay period.
3. Review Payroll Report

o Main Toolbar > Reports > Payroll

Select the Payroll Group and Locations (Schedules)

California ¢| \'[ 2 of 2 Schedules H“

All Schedules
Delete AllRepc 15 - Laguna Nigel

Select the Payroll Date Range, and Show Report

Last Pay Period was Saturday Jun 22, 2019 6:00am to Friday Jul 5, 2019
Current Pay Period is Saturday Jul 6, 2019 6:00am to Friday Jul 19, 2019
ADP® Pay Frequency: N/A

Show Report

Review Hours, Wages, and Other Earning

Review Payroll Warning at the top of the report. Resolve those that apply, and
coordinate with HR for warnings that exceed managerial control (i.e. Payroll
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Mapping)
If all is in order, Approve Payroll as follows:

1. Main Toolbar > Dashboard
2. Scroll to Payroll Approval
3. Choose the Date Range for the prior payroll period as shown below
4. Preliminary Sign Off:
o Designated managers have a check box next to their name for any schedule
they are required to approve
o NOTE: Payroll cannot be approved if all time punches and No-Show shifts have
not been approved. A links provided so that unapproved punches can be

addressed.

_ Payroll Approval

) »From Sunday Oct 20, 2019 to Saturday Nov 2, 2019 %

15 - Laguna Nigel

FOH - 15 - Laguna Nigel FOH BOH - 15 - Laguna Nigel BOH
Pay Period has Not Ended Pay Period has Not Ended

Burgess, Alexa Burgess, Alexa
" Condon, Alix | Condon, Alix

Cuevas, Esmeralda

5. Final Sign Off:

e Designated managers should observe that preliminary sign-offs are complete, and

select Final Payroll Approval

01 - Brentwood

FOH - 01 - Brentwood FOH
Pay Period has Not Ended

King, Brandye

Sanchez, Mallery

‘Final Payroll Approval
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Assigning Managers to Approve
Payroll

Last Modified on 11/13/2024 1119 pm MST

Gearwheel Menu > Payroll Settings > Assign Managers....

e Check the name(s) of any manager(s) who you intend to approve that a location’s
labor data is ready for payroll. le time-punches, tips, wages, etc.
e Manager approval is per schedule

e NOTE: The system will not allow a manager to approve payroll if they have not
approved all punches or no-shows.

Teamwgt!g Dashboard Schedules Employees Reports Share Files &3  Tools Q@ n Tech Support

Payroll Settings

Assign Managers who must verify that all Time Punches are Approved for Payroll

CuPrl il b |10 ™1 © Company Admin
Store Admin
- e el T -* Select Employees A Admin Select Employees v
D Bob, Bob
[:] Bobby, Bob
D Brad, Brad

NAfmt it D seall © Aty L Chad, Chad

Manager sign-off is visible when running the payroll report. It is a visual indicator only,
which does not actually prevent payroll from being run.

[_Jshow Details Teamwork CSV

HTML / PDF / CSV Report Status
\ Status Requested on Time Name Download / Open \

Ready Nov 14,12:17am 00:00 Payroll_5434_Oct 20_to_Nov 2.html s View Report

Ready Nov 14,12:13am 00:02 Payroll_5434_Nov 3_to_Nov 16.html = View Report

Ready Nov 6,3:00pm 00:00 Payroll_5434_Nov 4_to_Nov 5.html i View Report

O~
Tip Bundle Warnings Clock-Ins with Invalid Roles Missing Employee Payroll Wages
None None 1Employee
e Brad, Brad

lEmoH Addresses ]

Send Payroll CSV CSV to Email

Lock Payroll - shifts,
@ Clock-Ings& Tip Bundles,

°TO, etc

Payroll Approv.. Status

== m = Teamwork Demo byT  Bob,Bob Bobby,Bob Brad, Brad
Support
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Correcting Punch Exists in Newly
Imported

Last Modified on 12/24/2023 1:56 pm MST

-~

1 Punch exist in 'Newly Imported Employees’

Please DO NOT run payroll
Punches: Fout, Bailie (SYNC, Toast (RiNo-Park Burger))
Show the Newly Imported Schedule v

This error occurs when Teamwork does not have enough information to place a time
punch into a schedule. This can situation results when either of the following occur:

e Atime punch from the POS did not contain a role
e An employee is not assigned to a schedule
e A salary manager or owner is not properly setup to have their POS clock-ins ignored

To location the offending time punch, go to the Schedules page, and open the schedule
titled "Newly Imported’

GASTAMO

GROWUP

1 of 30 Schedules ﬂ S‘fr';fe‘:e *¥ by Employee [

Wesk ] 0Oct18, 2021

Sort by: A-Z | Roles | AM/PM Roles | Groups | BOH
Perdida WP-Perdida BOH
Newly Imported Employees, MGT Draf

A Show Requirements Mon Oct 18 (24, Perdida WP-Perdida Thu Oct 21 (2

Above Company
‘ Admin
Administrative
Tech

44 Newly Imported Employees

Look in the applicable workweeks until the punch(es) are located

Unassigned
Hrs Worked:0.00
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Week "] Oct18, 2021 ) 1 0f 30 Schedules sree A EEOES A || by Time by Role @ |@hisn 680em =3 T

Sortby: A-Z | Roles | AM/PM Roles | Groups § MDT

Newly Imported Employees A o Draft: This schedule is not visible to employees. pPublish=® =

A Show Requirements Mon Oct 18 @3 [ ﬁ Tue Oct 19 @3 5 Thu Oct 21 @3 5 Fri Oct 22 @4 [ Sat Oct 23 @ (5 Sun Oct 24 @, 5

Unassigned
Hrs Worked:0.00
Hrs: 0.00 Shifts: 0
@ Brown, Megan
Hrs Worked:5.16
Hrs: 0.00 Shifts: 0

Unscheduled

To correct for an Hourly employee

e Edit the employee, and from their Schedules & Roles Tab, verify they are assigned to
the correct schedule(s) with the intended role(s). Remove (uncheck) "Newly

Imported” as a Working location
e Return to the schedule, and EDIT the time punch. Adjust its Location, then Role, and

SAVE
To correct for a Salary / Unintended Admin or Owner

e Delete the time punch (Edit > Delete)

e Edit the Salary Employee. (Requires an ADMIN)
1. Set Employee as Salary
2. Check "Salary-Auto-Clock”

https://support.dolceclock.com/help/adding-salary-wages
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Exclude Employee from Payroll
EXport

Last Modified on 08/09/2024 12:00 pm MDT

You can exclude employee from payroll using one of the following methods.
From Employee's Salary [ Wage Tab, Check "Exclude from Payroll Export”

NOTE: Where multiple locations or pay-groups exist, employee can be excluded from ALL
pay-roups, or only select pay-groups, as shown below:

Exclude Employee from (
E] Meal Deductions

Payroll Export [ API
@Ail Payroll Groups
O Selected Payroll Groups:

Payroll Groups ~

] (] Ad Hoc

E E] Bouchon Bakery Yountville
E I:] Bouchon Bistro Yountville
E] Bouchon Coral Gables

I:] La Calenda
E] La Calenda CDM

1 I:] Per Se

olie

From the Payroll Report, in the event employee doesn't have a payroll ID, you can press
Resolve next to their name, and Exclude from All or Current pay-groups.
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Employee Location Role

oD '
Reciie Rev'd from

Joseph, Karim, Karim Tip
Giveaway

French
Laundry Kitchen

Mark Person as a Contractor

This is not a Person

When you run the payroll report, you'll be warned about any employees who are
excluded from the payroll output.

Employees Excluded from Payroll
Beauregard, Thomas e Desdames, Chloe

To re-add an employee to the payroll export, you can quick-add as shown below from
the payroll report, or uncheck the exclusion from the employee’'s wage tab.

Employee Location
Not Ex%c‘?r?éjdp es, Chloe SLC FOH

NOTE: If the motivation for excluding employee from the payroll output is because they
are Salary, not Hourly, please set them as a Salary employee, and you will not need to
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apply an exclusion. Even if you don't enter actual salaries for tracking, you can configure
an employee as Salary with a zero wage. See:

Setting Salary Status: https://support.dolceclock.com/help/adding-salary-wages

Excluding Salary employee from time-
keeping: https://support.dolceclock.com/help/auto-time-punch-for-salary
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Adding Wages from the Payrall
Report

Last Modified on 12/24/2023 1:49 pm MST

Wages can be added or edited directly from the Payroll Report

When payroll is run, a warning is shown for missing wages.

RepOI'tS Last Pay Period was Sui
Current Pay Period is St
[ Payroll N [39p 1, 2022 @lm[ Sep 24, 2022 @] ~ Allow Single Week Range

Workday start time is 1200am

options | O lEverybody vld lLoca(ionl v] 2 of 6 Schedules v
HTML/ PDF / CSV Report Status Delete AllReports

[ status Requested on Time Name Download / Open |

Ready Sep22,1i5lam 00:04 Payroll_2357_Sep1l_to_Sep 24html <> View Report
Ready Sep22,1:50am 00:04 Payroll_2357_Sep1_to_Sep 24html iew Report
Ready Sep22,1:49am 00:04 Payroll_2357_Sep1l_to_Sep 24html View Report
Tip Bundle Warnings Clock-Ins with Invalid Roles Missing Employee Payroll Wages
None None 1Employee

© Brunson, Jaylen

Scrolling into the payroll report, missing wages are highlighted

Hourly Employees

Overtime Total Break Cash Fee  Service Sales Effective
Employee Location Role Base / OT Hourly Rate  Hours Hours  E/D/PS/SS Hours Wages Issues Tips CCTips AutoGr Total Tips Deducted Fees Com Wage Com

2, Brunson, Jaylen Barl Base 300 $0.00 o
yl

Comments

No Wage Entered

Server.

and the COMMENT off to the right specifies the role that needs a wage:

Comments

No Wage Entered
Server.

To add the wage, click the EDIT icon

Employee Location Role Base { OT Hourly Rate

_*@ Brunson, Jaylen Bar1 Base -
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Choose Wage [ Salary

¢ Brunson, Jaylen Bar1

Wage [ Salary
Match Name with Payroll
Excludle Person from Payroll

Mark Person as a Contractor

This is not a Person

Enter the wage as shown. Or, click an existing wage from either Teamwork / POS / Payroll
wage references, to auto-populate the wage field.

Press Add to complete

Name: Jordan e
Current Payroll Period: Monday Sep 19th

New Wage for ¢ Kitchen: $ m

Dolce Clock

Roles:
Barback: $13.00
(" Dishwasher: $13.00

@ Kitchen: $13.00

" Prep:$1.00

Payroll
Roles:

Roles:
" Kitchen: $13.00
" Convert to Salary

Add ——

To move an employee from the Hourly portion of payroll to the Salary classification,
select Convert to Salary and Add

© Convert to Salary

Add

Notes:
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e Any wage can be updated, not only those flagged as "missing’”.
e The wage is dated to the start of the payroll period. To select an alternative date, the
wage must be added from the employee’'s wage tab.

e To enter an actual salary amount, use the employee’'s wage tab to add.
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Payroll Preparation Best Practices

Last Modified on 12/24/2023 2:56 pm MST

During the Payroll Period

Edit and Approve time punches, ideally on a daily basis.

e Editing & Adding Punches: https://support.dolceclock.com/help/edit-time-punches
e Approving Punches: https://support.dolceclock.com/help/approving-time-punches
e Track approvals on your dashboard throughout the pay period to verify managers

are approving punches daily using the Employee Clock-In [ Tips Approval /

Schedules Published module.

Payroll Groups: Wise Guys’

Fri Oct 28, 2022

sat Oct 29,2022 Sun Oct 30, 2022

Mon Oct 31, 2022

Tue Nov1,2022

© Wise Guys Lounge

Wise Guys Lounge Bar

Wise Guys Lounge Server

Wise Guys Lounge Busser

Wise Guys Lounge Host

Wise Guys Lounge Runner

Wise Guys Lounge Chef

ise Guys Lounge Manager
A Not Published

Bz

A3 Clock-Ins/NS Approve

o

17 Clock-Ins/NS Approved

Alll4 Clock-Ins/NS Approver

Al Clock-ins/NS Approves

A3 Cloc-Ins/NS Approve

A3 Clock-ins Approved

o

o

o

Al 2 Clock-ins Approved

All3 Clock-ins/NS Approved

Approved

ps v Tips Tips
& Clock-Ins Appr Al Clock-ins Approved A9 Clock-ins Approved
i pproved i pproved an Approved A5 Clock-ins Approved
A3 Clock-ins]Ns Approved 2 Clock-Ins Appre A2 Clock-ins Approved Al Clock-ns Approved
A3 Clock-ins Approved A2 Clock-ins Approved A3 Clock-ins Approved A3 Clock-ins Approved
Alll Clock-In Approved Alll Clock-In Approved
ANl8 Clock-ins/NS Approved Al 6 Clock-ins/NS Approved 117 Clock-Ins/NS Approved A6 Clock-Ins/NS Approved
A3 Clock-ins|/Ns Approved A6 Clock-ins/NS Approved Al Clock-Ins/NS Approved AIS Clock-Ins/NS Approved
AllS Clock-ins/NS Approved AIIS Clock-ins Approved AN Clock-ins/NS Approved ANS Clock-Ins/NS Approved
Al 4 Clock-Ins/Ns Approved AlI3 Clock-ins/NS Approved A2 Clock-Ins/NS Approved A2 Clock-Ins Approved
All & Clock-ins Approved All2 Clock-ins Approved Al 2 Clock-ins Approved

All3 Clock-ins Approved

All2 Clock-ins/NS Approved

Tips

A8 Clock-Ins Approved

AIS Clock-ins Approved

All2 Clock-ins Approved

A3 Clock-ins/NS Approved

I 4 Clock-ins Approved

AIS Clock-ins Approved

AILS Clock-ins/NS Approved

A3 Clock-ins/NS Approved

A3 Clock-ins Approved

A6 Clock-ins/NS Approved

All2 Clock-Ins/NS Approved

All3 Clock-Ins/NS Approves

All Clock-ins Approved

6 Clock-Ins, 2Ns - 7 Approved

AIIS Clock-ins/NS Approved

A2 Clock-Ins Approved

Al Clock-In Approved

Create a Tip-Out for each day (or other frequency if applicable) after time punches

have been approved.

e Verify all Clock-Ins approve
o Open Tips Calculator, according to your method (ie Day / Week / Period)

o Click "No Tips Run” to open the tip calculator.
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)AII 6 Clock-Ins
Approved
No Tips Run
_.?’

Sched Act
0.0 47.0

[ ]
@ 28,938 7
0.0% 0.0%
71 ($4,557)  Note

Trans: 385 Guests: 892

Resync Sales/Tips
Resync Punches

e Run Templates setup for your business, verify and save tip bundles, and confirm tips

match the POS audit in the Tip Bundle Navigator

(https://support.dolceclock.com/help/running-tip-templates)

Tip Bundle Navigator
Thu Nov 3, 2022

Tip Calculator for

Bar' - Thu Nov 3rd, 2022

Il Bar

Save All || Delete All

Bundle Total (w/o Cash) $4,439.77
Cash $0.00
POS Total (w/o Cash) $4,439.75

Good! $+0.02

View Summary of Payroll Tips l

@ P Bar Inside AM Pool Link
6:00am to 4am
@ P Bussers Link
6:00am to 4am
@ P Food Runner Link
6:00am to 4am
® O Bar Inside PM Source Links
4pm to 6am $223.95 CC
@ P Bar Inside PM Pool Link
4pm to 6am
@ P Bussers Link
4pm to 6am
® P Food Runner Link
4pm to 6am
@ O Bar Outside AM Source Links
6:00am to 4am $69.00 CC
@ P Bar Outside AM Pool Link
6:00am to 4am
@ P Bussers Link
6:00am to 4am
® P Food Runner Link
6:00am to 4am
® O Bar Outside PM Source Links
4pm to 6am $414.59 CC
@ P Bar Outside PM Pool Link

 @scotooen

Clock-In Breaking: Truncate at Day Part
Pooling m Lf‘::n‘:" 15 of 15 Schedules v] { 4 of 27 Roles Selected vl
| | I = om _| ENIINES I B E NN N |
=~ _| ] | Bl IE _
Roles: Bar, Bar mode, In Bar Clock In Only, In bar drawer
Tip Bundle Detail
Bar Inside AM - Tip Ownership
6:00am to 4am $15.00 CC by Tech Support @Nov 7, 4:05pm ®
Note: Tip Imports sync to 1 minute intervals
Use Default Day Parts | or Tip Templqtes:ll Select a Template A] l Apply ]
" - Dail
Tip Bundle:[qu Inside AM () paily
E] Bar Inside AM
{ Choose a Time Range VI From [GZOOdm (] Bar Inside PM
D Bar Outside AM
Notes: D Bar Outside PM
) Host av
O emph P (J Host PM Net
mployee  Add +
(P2 POSCC O [ server AM Sales
Dockside Bar
Bussmann, Matthew 59" < 0.00 l C] Server PM 0.00
Dockside Bar
FINBARAM 16.00 D 0.00 D 15.00 52.98% 2831
Dockside B
V4 “Food Runner <. Gross Sales 0.28 0.00 0.28 0.99% 2831
Dockside B
# 'Bussers <7 Gross Sales 028 0.00 0.28 0.99% 2831
Dockside Bar
Jensen, Jenni 59" E ] 0.00 C] 0.00 [j 0.00 0% 0.00
Dockside Bar
Kelly, Sean 597 <= 0.00 C] 0.00 C] 0.00 0%  0.00
Dockside Bar
& Millen, Conner B < 000 [ | oo0 [ ] ‘ 0.00 0% 0.0

o If time punches are edited AFTER a tip-out has been completed, potentially

affected tips must be deleted and re-run.

Enter PTO / Other Earnings, as setup for your company.
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Verification Steps / Running Payroll

Manager Sign-Off of Payroll (forces verification that all time-punches have been

approved)

e Assigning Managers to Approve Payroll: Add Preliminary and Final Approval of payroll

to intended permission templates

e Manager Approval of Payroll: https://support.dolceclock.com/help/manager-

approval-of-payroll-7564b0I

Verify that Total Tips match POS records

e From Reports > Tips > Select Payroll Period and applicable schedules

Reports

Tips

4] | Aug 26,2019

Use Our Quick 'Pay Period' Links -->

Work day start time is 4:00am

e Verify that Tips are run for every day, and that each day is balanced

‘Wi D Lamsrgs’ Wednesday October 19th

to Sep 8, 2019

‘Wiwe Quys Lounge Bar
Total Tips
Sales Srve Sales Tips
Name Total cC utoGr |ServiceFee| Com Fee CcC utoGr Fees Com Cash | TipsPaid| Owed
$3.00 $3.00 $0.00 $0.00 $0.00 $0.00 $3.00 $3.00 $0.00 $0.00 $0.00 $0.00 $0.00 $3.00
ser $91.31 $66.31 $0.00 $0.00 $0.00 $256.00 $91.31 $66.31 $0.00 $0.00 $0.00 $25.00 $0.00 $91.31
$86.31 $66.31 $0.00 $0.00 $0.00 $20.00 $86.31 $66.31 $0.00 $0.00 $0.00 $20.00 $0.00 $86.31
‘or $191.25 $191.25 $0.00 $0.00 $0.00 $0.00 $191.25 $191.25 $0.00 $0.00 $0.00 $0.00 $0.00 $191.25
$124.97 $99.97 $0.00 $0.00 $0.00 $25.00 $124.97 $99.97 $0.00 $0.00 $0.00 $25.00 $0.00 $124.97
$417.42 $197.42 $0.00 $0.00 $0.00 $220.00 $417.42 $197.42 $0.00 $0.00 $0.00 $220.00 $0.00 $417.42
$91.31 $66.31 $0.00 $0.00 $0.00 $25.00 $91.31 $66.31 $0.00 $0.00 $0.00 $25.00 $0.00 $91.31
ser $256.00 $0.00 $0.00 $0.00 $0.00 $256.00 $25.00 $0.00 $0.00 $0.00 $0.00 $25.00 $0.00 $25.00
$404.89  $224.89 $0.00 $0.00 $0.00  $180.00| $404.89 $224.89 $0.00 $0.00 $0.00  $180.00 $0.00  $404.89
$120.38 $120.38 $0.00 $0.00 $0.00 $0.00 $120.38 $120.38 $0.00 $0.00 $0.00 $0.00 $0.00 $120.38
$242.92 $142.92 $0.00 $0.00 $0.00 $100.00 $242.92 $142.92 $0.00 $0.00 $0.00 $100.00 $0.00 $242.92
$4.00 $4.00 $0.00 $0.00 $0.00 $0.00 $4.00 $4.00 $0.00 $0.00 $0.00 $0.00 $0.00 $4.00
$217.07 $127.07 $0.00 $0.00 $0.00 $90.00 $217.07 $127.07 $0.00 $0.00 $0.00 $90.00 $0.00 $217.07
$124.97 $99.97 $0.00 $0.00 $0.00 $25.00 $124.97 $99.97 $0.00 $0.00 $0.00 $25.00 $0.00 $124.97
$471.86 $271.86 $0.00 $0.00 $0.00 $200.00 $471.86 $271.86 $0.00 $0.00 $0.00 $200.00 $0.00 $471.86
$109.70 $109.70 $0.00 $0.00 $0.00 $0.00 $109.70 $109.70 $0.00 $0.00 $0.00 $0.00 $0.00 $109.70
$312.48 $212.48 $0.00 $0.00 $0.00 $100.00 $312.48 $212.48 $0.00 $0.00 $0.00 $100.00 $0.00 $312.48
$271.86 $271.86 $0.00 $0.00 $0.00 $0.00 $271.86 $271.86 $0.00 $0.00 $0.00 $0.00 $0.00 $271.86
$91.31 $66.31 $0.00 $0.00 $0.00 $25.00 $91.31 $66.31 $0.00 $0.00 $0.00 $25.00 $0.00 $91.31
$91.31 $66.31 $0.00 $0.00 $0.00 $25.00 $91.31 $66.31 $0.00 $0.00 $0.00 $25.00 $0.00 $91.31
Totals $3,49332 $2,408.32 $0.00 $0.00 $0.00 $1,085.00 $3,493.32 $2,408.32 $0.00 $0.00 $0.00 $1,085.00 $0.00 $3,493.32
Bundle Total Cash $1,085.00
POS Total Cash $1,085.00
Good! $0.00
Approve
Bundle Total CC  $2,408.32
Cash $1,085.00 [ ]
POS Total CC $2,408.31
Good! $+0.01 Approved by [ m=n (mumem on Oct 20, 2022

Manual Check
Bundle Total

L]
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e At the bottom of the report, compare Total Tips, ie Credit Card and Auto Gratuity
(and Cash if Applicable) with the POS for the same date range. If tips don't match,
audit one day at a time until the unbalanced day is discovered. Email
teamworksupport@spoton.com for assistance.

Review WagesUse Reports > Wage Report, or the Gearwheel Menu > Wage Settings.

e Review wages, and update any desired.

o When adding wages, back wage the the either the start of the pay period, or
choose an intentional date for a raise. For hourly wages, see:
https://support.dolceclock.com/help/adding-hourly-wages

o If syncing wages with POS or Payroll, seek specific wage protocols from

Teamwork for your company.

Review Screen Preview of Payroll [ Run Payroll

e Reports > Payroll
o Review and resolve all warnings in pink. Check statuses of manager sign-off,
and tips complete for each day (as shown below). Contact

teamworksupport@spoton.com if you are unable to resolve an issue.

Tip Bundle Warnings Clock-Ins with Invalid Roles Missing Employee Payroll Wages Missing Tip Bundles
None None 2 Employees
 Osborne, Cody e Couturier, Phil Mon Aug 26@FOH, Tue Aug 27@FOH, Wed Aug 28@FOH, Thu Aug 29@FOH, Fri
Aug 30@FOH, Sat Aug 31 @FOH, Sun Sep 1@FOH, Sat Sep 7@FOH
Employees Excluded from Payroll
Henry, Leigh
@ Lock Payroll~ qouy ine & Tip Bundies @ Unlock Payroll | | Email Addresses Send Payroll CSV CSV to Email
Payroll Approval Status Tip Bundle Status
FOH Not Confirmed Perle Nkumu Nyemba 26 27 28 29 30 31 1 @OOO0O ' ©

BOH Not Confirmed Monica Vasquez 26 27 28 29 30 1 2 4 5 6 7 8
MGT Not Confirmed 26 27 28 29 30 1 243 4 5 6 7 8

e Review payroll screen report, attentive to hours, overtime, roles, break violations, and
other earnings. If all is in order, proceed to next steps.
o Download a CSV for your payroll processor (based on custom template for your
company), or, if using an integrated payroll provider, press the applicable

button to push payroll to the provider.
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o After payroll data has been input into the payroll processor, audit screen totals

against totals in the payroll system, ie Reg Hours / OT Hours / Tips, etc.

Hourly Employees 1,300.72 1.28 1,302.00 $14,514.90 0 $20.00 $2,803.64 $197.22 $3,020.86 $0.00 $0.00

Totals Including Salary Employees 1,369.78 1.28 0 1,371.06 $18,130.28 0 $20.00 $2,803.64 $197.22 $3,020.86 $0.00 $0.00

e If payroll is deemed to be complete, Lock Payroll (button is located at the top of the

payroll report near the warnings and statuses.

@ Lock Payroll - . _1ms & Tip Bundies
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Aggregate Overtime Across
Locations and Business Entities

Last Modified on 09/22/2019 12:33 pm MDT

To aggregate hours across Payroll Groups, go to General Settings > Payroll Settings, and
check the following option, and Save Payroll Settings.

Overtime Across Payroll Groups

In the following example, Torres, Alma works two locations in two payroll groups. With the
overtime combined, Alma's TOTAL hours scheduled and worked are reflected in all
schedules where she resides, so all scheduling managers are able to observe the
employee's combined total hours.

Dashboard Schedules Employees Reports Avail/DaysOff Tools Sep 16,

A Show Requirements Mon Sep 16@ EF; 6 Tue Sep 17@ @ Wed Sep 18 @ @

‘ Giuseppe Busser

~— I Torres, Alma Osteria BOH Osteria BOH Osteria BOH (
66.72
* 55.50 8 5:00pm - 11:00pm |
Busser - Opening Busser
4:55pm - 10:46pmV
ST EN/ANGNORhES

NOTE: The hours shown underneath a schedule will show the hours worked in a single
schedule:

Employee Actual Hours for the Week

Israel Aron 6.69 hrs Lidia Gamez 31.16 hrs Jordyn Katilas 22.77 hrs
Adeleke Kayossi 14.57 hrs Abdoulaye Kebe 13.17 hrs Adji Nantoume 22.05 hrs
Saba Neparidze 5.98 hrs Tristen O'leary 23.93 hrs Ethan Odonnel 24.21 hrs
Kathryn Price 5.55 hrs Vini Siqueira Malamin  24.48 hrs| Alma Torres 24.93 hrs

For payroll, overtime is allocated proportionately across locations, and proportionately
across roles and wage-rates worked. (Overtime is not sequential, it does not occur on
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the final day at the final rate worked...)

Example: If an employee works 75% of their time at Location 1, and 25% of their time at
Location 2, overtime is allocated accordingly 75% to Location 1 and 25% to Location 2.

In the Torres example from above, the employee only has 24.93 hours at Location
Guiseppe, but because here combined hours across locations are 66.75, she is
allocated the proportionate share (9.98 hours) of the total overtime. Note that her
hours were also worked in two different roles at two different rates, so her overtime is
sub-allocated once again proportionately to the roles/rates worked.

Hourly Employees

Overtime Total
Employee Location Role Base/OT Hourly Rate Hours' Hours /D Hours
Tipped
Torres, Alma Giuseppe Busser Busser Base 11.35
Tipped
Torres, Alma Giuseppe Busser Busser Overtime 7.58
Torres, Alma Giuseppe Busser Polisher Base 3.60
Torres, Alma Giuseppe Busser Polisher Overtime 2.40
Torres, Alma Giuseppe Busser Busser
Torres, Alma Employee Total 14.95 9.98 24.93
Hourly Employees 14.95 9.98 24.93
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Retention Bonus Setup and Use

Last Modified on 12/24/2023 1:49 pm MST

Enabling Retention Bonuses

Gearwheel Menu > General Settings

Expand Schedule Settings as shown below, by clicking the "+" as shown below.

© [Bourbon Steak Glendale] + Depa
[FOH l <O ®
|

> | Glendale FOH

Under the PTO Other Earnings Checklist, check the Bonus option

PTO / Other Earnings Settings
Activate PTO / Other Earnings Tracking

~|PTO - Hours

~ISick - Hours

| Commission - Money

~IJury - Hours

| Paternity - Hours

| HolidayOFF - Hours

_|Bereavement - Hours
»L4 Bonus - Money (One Time, Retention, etc)

KOS - Hours

~COVID - Hours

| HolidayFloat - Hours

Repeat for all schedules where retention bonuses should be enabled.

Applying a Retention Bonus

From the main toolbar, go to Reports >PTO [ Other Earnings > Show Report
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SEURE 8 Dashboard  [E]Schedules {f{Employees gifiReports $8Tools & File Depot &5

Reports
‘[ PTO / Other Earnings ¢ | May2 2021 to May 1S, 2021
Work day start time is 4:00am
Options: p searc ! € [Everybody :}d: [Bourbon #] 5 of 74 Schedules ‘
Press Add Bonus for the applicable employee
Glendale FOH
Arcos, Mg Add Bonus ‘

Populate the retention bonus parameters, ie. how many days after the Hire Date that the
bonus is applied, the bonus amount, and the role for payroll GL associations, and press

Submit

Add Earnings to Miguel Arcos @Glendale FOH ©,

Bonus (0ne Time, Relention, etc)

Retention Bonus |~ 90 days after hired date (Friday Jun 26, 2015)

IAdd $‘ 250 ‘ on 9/24/2015 i‘ Reason: ‘Retention Bonus

Role:| Busser :

Submit || Close

You may enter multiple retention bonuses. All pending bonuses will appear, associated

with the employee.
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Glendale FOH

Arcos, Miguel Add Bonus
Bonus
| Week Start Date Amount |
Sun - Sep 20 to Sep 27 2015 $250.00
Week Details Below
For Date Request Made On Amount  Schedule Role Notes Action by Manager Note

Thu Sep 24, 2015 4:00am | Thu May 20, 2021 10:19pm $250.00 Glendale FOH Busser Retention Bonus Tech Support Mgr Submitted ®

When payroll is run, scheduled retention bonuses will populate at the scheduled dates.

NOTE: Be sure to add the applicable earnings code to your Payroll Processor, and
verify that a Teamwork payroll specialist has mapped Retention Bonuses to the
applicable earnings code.
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Applying Other Earnings

Last Modified on 09/23/2019 5:37 pm MDT

Reports > PTO [ Other Earnings

Reports
Use Our Quict
| PTO / Other Earnings 4/ Jun22,2019 [ to Juls, 2019
Work day start time is 6:00am
Options: p search for employees [ Everybody :J [Branson #] u

Filter on intended payroll group, and press Show Report

ﬂ + All Payroll Groups

Accord
Legato
[ Taco Time Ad
I Tacton
Tempo

VISV T T RwTT

Initiate activity from an employee’s Primary or intended department for Other Earnings
use (i.e. Commission, Bonus, PTO etc.).

Use the USE or ADD buttons to produce Other Earnings for a given date

}‘ Andrews-Pompilio, Paige Use PTO Add Commission Add Bonus

Enter AMOUNT or HOURS, Applicable Date, and Role if applicable.

Add Earnings for BELLEVUE - DOWNTOWN ©,

PTO

Use |4 hours on  Jul 3, 2019 Reason: | Approved Vacation |

Role: | Crew member %

Submit Close

Other Earnings will flow into the payroll output.
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Expand employee’s Other Earnings history with "+

Branson Bowling
—*ﬂﬁ }& Andrews-Pompilio, Paige ‘ Use PTO ’ [ Add Commission ’ ‘ Add Bonus ’
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Payroll Error Punch Exists in Newly
Imported

Last Modified on 12/24/2023 1:45 pm MST

This error arises in certain situations, namely when an employee clocks into the POS
system either without a Role, or with a Role not setup in Teamwork. Without Role datg,
Teamwork can lack the information necessary to place the punch in the proper schedule
or department.

To Resolve:

1. From the Main Toolbar > Go to Schedules

e Set the Date Picker to one of your payroll weeks.
e From the Schedule Dropdown selector (shown below), select Newly Imported at the
bottom.

Week (1 sep16, 2019 ), [ 3 of 84 Schedules n S%I;elife by Employee [

Sort by: A-Z | Roles | Headings § EDT ~ All Schedules
Harp BOH Filter on| Al | C IBG
~/FOH

~|Administrative
“JADMN
| Directors
~ | Reservationists

3
— Administrative (not directors)

_< Newly Imported Employees

Any punches found in the Newly Imported schedule must be edited and assigned

e Click on the punch to edit
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Sort by: A-Z | Roles | Headings @ EDT

Newly Imported Employees

All

Draft: This schedule is not visible to employees.

[ Publish~3 A= R}

A Show Requirements

Unassigned
Worked:0.00
5:0.00 Shifts: 0
Pope, Rodney
Worked:58.79
39.00 “hifis 4

Sunday, Eddie
Hrs Worked:5.21
s: §1.00 Shifts: §

Mon Sep 16 @) [

Harp BOH
10:00am - 8:00pm

Harp MGT FOH
2:00pm -

8 Tue Sep 17 @) [5

Unscheduled
ROLE
S@SANP T L pmy
8.1 hrs

Harp MGT FOH
2:00pm -

WelSep 18 24, 5

Unscheduled

ROLE
& BNALD 12:10am§
5.2 hrs

Thu Sep 194, [5

Fri Sep 20 @3 [5

Harp BOH
10:00am - 5:00pm

Harp MGT FOH
2:30pm -

Sat Sep 21 (24 [5

Harp BOH
1:00pm - 1:00am

Harp MGT FOH
3:00pm -

e Assign the Punch a Location and a Role, and press Save Changes

Sun Sep 222 [5

Harp BOH
1:00pm - 11:00pm

Harp MGT FOH
3:00pm -

Location

[ Newly Imported Employees :]

Start Time

Sep 18, 2019

Start Time

Clock-In Times

6:57pm

Break Times

Sep 18, 2019 12:00am®
Sep 18, 2019 12:00am®

—*O\ POS Timesheet

Edit this Cloc :-In by Eddie' Sunday

None 4 Shift Options
End Time
Sep 19, 2019 12:10am
End Time
Sep 18, 2019 12:00am
Sep 18, 2019 12:00am

Save Changes Delete Clock-In

Notes & Dialogue to Employee
Sep 19, 12:10am Eddie Sunday
Clock-Out from Sync
Sep 18, 6:57pm Eddie Sunday
The role " @ Eddie Sunday used in
Toast does not exist in Dolce. Please
correct the spelling in Toast or create
the role in Dolce.
Sep 18, 6:57pm Eddie Sunday
Clock-In from Sync

450 characters max

2

Approve
Clock-In
O

NOTE: If the appropriate location / role choices do not exist, you must edit the
employee, and add the locations or roles to their profile.
https://support.dolceclock.com/help/adding-working-locations-and-roles-to-
employees

NOTE: press POS Timesheet as shown above to see complete data on the punch
from the POS.

NOTE: If the updated punch could influence the outcome of Tips for the day, then
Tips must be re-run.
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Final Approval of Payroll

Last Modified on 10/24/2019 7:34 am MDT

Prior to Approving Payroll, a manager should verify the following:

1. All Time Punches are Approved.
o For Editing Punches, see: https://support.dolceclock.com/help/edit-time-
punches
o For Approving Punches, see: https://support.dolceclock.com/help/approving-
time-punches
2. Tips are reviewed and audited against the POS (if applicable)
o Use Reports > Employee Tips for the pay period. Compare Total against POS for
the pay period.
3. Review Payroll Report

o Main Toolbar > Reports > Payroll

Select the Payroll Group and Locations (Schedules)

California ¢| \'[ 2 of 2 Schedules H“

All Schedules
Delete AllRepc 15 - Laguna Nigel

Select the Payroll Date Range, and Show Report

Last Pay Period was Saturday Jun 22, 2019 6:00am to Friday Jul 5, 2019
Current Pay Period is Saturday Jul 6, 2019 6:00am to Friday Jul 19, 2019
ADP® Pay Frequency: N/A

Show Report

Review Hours, Wages, and Other Earning

Review Payroll Warning at the top of the report. Resolve those that apply, and
coordinate with HR for warnings that exceed managerial control (i.e. Payroll
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Mapping)
If allis in order, Approve Payroll as follows:

Main Toolbar > Dashboard

p—

Scroll to Payroll Approval
Choose the Date Range for the prior payroll period as shown below

A wWN

Observe Manager Sign-0Offs
o NOTE: Managers can not sign-off if all time punches and No-Show shifts have
not been approved. A link is provided so that unapproved punches can be
addressed.
5. If allis in order, press Final Payroll Approval

— Payroll Approval

»From Sunday Oct 20, 2019 to Saturday Nov 2, 2019 %

01 - Brentwood

FOH - 01 - Brentwood FOH BOH - 01 - Brentwood BOH
Pay Period has Not Ended Pay Period has Not Ended

King, Brandye King, Brandye

Sanchez, Mallery Sanchez, Mallery
~ Final Payroll Approval Final Payroll Approval
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Running Payroll SC

Last Modified on 10/29/2019 5:45 pm MDT

Reports > Select the Pay Group (CA or TX) > Select Date Range

e Show Report for screen review

e Export for CSV to upload to ADP (in a few pay periods we'll use the “Submit Payroll to

ADP button”

Last Pay Peri

vas Sunday Oct 6, 2019 12:00am to Saturday Oct 19, 2019

Reports Curtent Pay o

i is Sunday_Oct 20, 2019 12:00am to Saturday Nov 2, 2019

Use Our Quic : 'Pay Period' Links -->

N u ﬁ Export PDF / Print
S ()

Options: £ search for employees | Everybody 4| | california

Calahasas FOH Mon Ont 21 @02 - Calahasas FOH Tua Oat 92 @02 - Calahasas

Review Warnings

e Invalid Role - manager has not corrected an erroneous Role (from an invalid role in

Toast POS)

ADP® Pay Frequency: N/A

| Payroll 4] |0ct20,2019 [ to Noy 2,2019 [ ' Allow Single Week Range T
™= Export as (CSV)
HTML / PDF / CSV Report Status Delete Al Reports ’ ?——
SusieCakesTemplate1.cs' 4

Requested on Download / Open
Ready Oct 24, 7:26am  Payroll_Oct 20_to_Nov 2.html & View Report IEM Save Snapshot as Dolce
Ready Oct 24, 7:20am  Payroll_Oct 20_to_Nov 2.html View Report e
Ready Oct 24, 7:18am  Payroll_Oct 20_to_Nov 2.html View Report Payroll Authenticated by Megan Hirsch

Tip Bundle Warnings Clock-Ins with Invalid Roles Employees not Mapped to Payroll Provider
None Role: CT Training @02 - Calabasas FOH for Sarah Appling on Oct 23, 2019 None
11:58am
Roles not Mapped to Payroll Provider Missing Employee Payroll Wages issing / plete Tip
None 1 Employee Sun Oct 20 @01 - Brentwood FOH, Mon Oct 21 @01 - Brentwood FOH, Tue Oct 22
© Ramos, Sydney Reese @01 - Brentwood FOH, Wed Oct 23 @01 - Brentwood FOH, Sun Oct 20 @02 -

e Missing Wage - either no wage is in ADP, or first-shift predates the wage start date. If

the wage is corrected in ADP, it will flow into Dolce.
Review Sign-Offs

e Check-offs are Prelim Approval
e Not Confirmed [ Confirmed is Final Approval
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01 -

o1 -

02'-

02 -

03 -

03 -

04 -

Brentwood BOH

Brentwood FOH

Calabasas BOH

Calabasas FOH

Newport Beach BOH

Newport Beach FOH

Manhattan Beach BOH

Review Payroll Report

Payroll Approval Status

Not Confirmed

Not Confirmed

Not Confirmed

Not Confirmed

Not Confirmed

Not Confirmed

Not Confirmed

e View wages, break violations etc.

Hourly Employees

Employee  Location

07 - Menlo

Adaligil, Nazmiye - "0

: 07 - Menlo
Adaligil, Nazmiye "o © "0 L
Employee

Adaligil, Nazmiye Soial
. 17-La

Alas Mate, Claudia Brea BOH
. 17-La

Alas Mate, Claudia Brea BOH
Alas Mate, Claudia | EmPloyee
Total

01 -

Alcala-Reyes, Lydia Brentwood
nAu

Submit to ADP

e Export CSV File
e Upload to ADP

e AUDIT: Compare column totals in ADP (ie “Total Hours") against Dolce screen report

totals.

Other Topics

Pastry
Baker

Pastry
Baker

Pastry
Baker

Pastry
Baker

Pastry

Role Base/OT Hourly Rate

Base

Overtime

Base

Overtime

Base

Baker Lead

Travel Role [ Wage Missing

Edit Employee

Overtime
Hours  Hours
16.00
0.19
16.00 0.19
18.45
2.04
18.45 2.04
31.98

Total
E/D  Hours

16.19

20.49

King, Brandye

King, Brandye

King, Brandye

King, Brandye

Burgess, Alexa

Burgess, Alexa

Burgess, Alexa

Break Cash

Sanchez, Mallery

Sanchez, Mallery

Lebeau, Christina

Lebeau, Christina

Kendall, Scott

Kendall, Scott

Rigney, Adam

Zilinskas, Laima

Fee Eff

Wages Issues Tips CCTips AutoGr Total Tips Deducted Wage Com

0

e From Schedules and Roles Talb, add the Travel Role

$18.61 $0.00

$17.35 $0.00

e From the Wages Tab, add the Role-Specific Wage, Date to the beginning of pay

period, and Save.

Wage Review



Gearwheel Menu > Wage Settings > Report (from bottom of screen)

e View Dolce wages, secondary wages, and adp wages
e Make global changes, ie min wage / travel pay etc. Dolce will assist.

Overtime [ Break Violation Reports (Reports Dropdown Menu)

v Payroll
Daily Summary / Clock-In Approval
Wage Report
Tips .

Break Violations

'_'"‘

Employee Termination Mid-Pay Cycle

e Run Payroll Screen Report, and enter data manual into ADP for terminated
employee.
e Exclude the employee from the regular end-of-payroll export

https://support.dolceclock.com/help/exclude-employee-from-payroll-export

e [f tips need to be calculated and payed
o Run the Tips per standard procedures, and note the employee portion due.
Manually enter into ADP
o Do not save this mid-period tip-out - delete any part of it that shows.
o When Tips are run at the end of the pay period, enter the amount paid to the
terminated employee in the $ field shown below. The remainder of the pool will

balance accordingly.

01 - Brentwood BOH

Alcala-Reyes, Lydia Pastry Baker % or $ 1.00 21.13

)1 - Brentwood BOH
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Add a Schedule to a Payroll
Group

Last Modified on 12/07/2021 11:16 am MST

When a schedule is missing from a pay-group, or needs to be added to a pay-group (as
shown below), take the following steps to add.

4
] Craft Hall
FOH
Craft Hall Bar
Craft Hall Host
Craft Hall Support
Craft Mad Hatter ?_
BOH
Craft Hall BOH
Security

Q E Craft Hall Security
Management

Craft Hall Vl [ 6 of 93 Schedules ~

iew Report
iew Report

iew Report

powered by
Terms of Service Craft Hall Managernent

Drivsmmns Dalimu

From the Gearwheel Menu > General Settings
Scroll to Pay Groups

Add the Schedule to the intended Group

v Active
Linked Payroll Sync Account Payroll GL Code Batch ID
Craft Hall H 70of 93 Schedules /\] [ADP (Craft Hall-ADP) SYNC - PM vl [PM7 ] [
Craft Hall
FOH
Craft Hall Bar

Craft Hall Host

Craft Hall Support Create Unique Payroll Options for this Group

v Craft Mad Hatter

M o

332



Mapping Payroll Departments
and Earnings Codes

Last Modified on 12/24/2023 2:44 pm MST

When utilizing Teamwork in tandem with a payroll integration, it is essential to map roles /
departments and earnings codes with your payroll provider. This task ensures that our
data points are landing in the correct columns, with the correct reporting when exporting
to payroll. We have one of the most nuanced, detailed, and accurate modules for payroll
mapping. See below!

From the Gearwheel Menu > Payroll Mapping

e Under "Payroll Roles & Earnings Codes Mapping’, click the Pay-Entity (as shown
below)

Payroll Employee Mapping ‘

Choose an Employee Source, then map your employees.

ADP
ADP (Sunshine Kitchens LI-ADP) SYNC - Miami

Get most recent employee payroll data | ¥

Payroll Roles & Earnings Codes Mapping

\DP (Sunshine Kitchens LI-ADP) SYNC Complex Role-Schedule Mapping Clear Role GL Codes

Y Load Payroll Roles & Earnings Codes Mapping - Miami

e Map the Roles in Teamwork (left) with corresponding payroll department codes
(using dropdown menus)
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Roles Mapping

SpotOn Teamwork Role Paychex Department Description Spotl
Bartender | 108 - 108 Bar v|
Rate_l ‘ v |

Server
IGNORE

Janitorial ey i =V [=le]~7.Y~3%
101 - 101 Host

102 - 102 AM Busser
103 - 103 Busser

FOH Train

Cashier

104 - 104 AM Food Runner
Holo o B:0ala-d v 105 - 105 Food Runner
106 - 106 Server
SR 107 - 107 AM Bar
108 - 108 Bar
109 - 109 Server Trainer
Host 110 - 110 Cocktail

KSA

e Map Earnings Codes in the same manner
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Payroll Earnings Codes Mapping

SpotOn Teamwork Payroll Type

Salary

1099 Contractor

Regular Hourly

Regular Overtime
Regular Double Overtime
Tipped Wage Hourly
Tipped Wage Overtime
Tipped Wage Double Overtime
Training Hourly

Training OT

Credit Card Tips

Cash Tips

Auto-Gratuity Tips

v

REGULAR - Hourly - Use for v

REGULAR - TipOT - Use fori1 v

REGULAR - Hourly - Use for v

SUPPLEMENTAL - TipOT Calt v~

REGULAR - Hourly - Use for v

REGULAR - TipOT - Use for1 v

TIPS - Tips - Use for cash ti v

TIPS - Tips - Use for cash ti v

TIPS - Tips - Use for cash ti v~

Paychex Earnings Code Description

No Match for set Earnings Code

'1099'. Please Re-Select

No Match for set Earnings Code

'OVT. Please Re-Select

No Match for set Earnings Code

'OTTIP". Please Re-Select
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Mapping Employees with Payroll

Last Modified on 12/24/2023 9:59 am MST

When you are finalizing payroll, you may encounter this warning:

Employees not Mapped to Payroll Provider
4 Employees

Hours and Tips will NOT be sent to your payroll provider

Show First Missing Employee

It is easily resolved. Click on "Show First Missing Employee,” and you will be delivered to
your new hire. Click the "Resolve” button to the top left of their payroll line items.

rowal

EEWENO 1D
Bobs

Burgers &
Brew Dishwasher Base $14.49 14.44

Exclude Person from Payroll Birch Bay
BOH

Match Name with Payroll

Mark Person as a Contractor
Bobs

This is not a Person Burgers &

Brew Dishwasher
Birch Bay

BOH

Employee

Total Lo

Bergerson, Anthony

Provided the employee is a real person and their data should be carried into the payroll
export, click "Match Name with Payroll”

This will deliver you to Payroll Mapping, which can also be accessed from Gear Wheel >
Payroll Mapping (4th option from the bottom of the gearwheel menu). Click the below
payroll sync account to access the employee mapping module.
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Payroll Employee Mapping

Choose an Employee Source, then map your employees.

Gusto Payroll

Gusto (E . D) SYNC - Hl s

Get most recent employee payroll data |

Verify that the names in the green column, Payroll vs Teamwork are matched properly:
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B Hide Inactive

Gusto Payroll Sourced Employees Dolce Clock Employees

|@ Bergerson, Anthony unmatcn | Bergerson, Anthony ’

Bowden, Cody (J) Unmatch | Bowden, Cody
bowden, cody-(}

& Broselle, Christine Unmatch | Broselle, Christine

‘g; Browne, Blakely unmateh | Browne, Blakely ’

éBurton,Jay Unmatch | Burton, Jay
&Cerny,Hanndh Unmatch | Cerny, Hannah

éCholfqnt,Emily unmatch | Chalfant, Emily

|@9 Dahlstrom, Jaxon unmatch | Dahlstrom, Jaxon ’

& Dejong, Stephanie unmatch | Dejong, Stephanie

& Deming, Elisabeth (A) Unmatch | Deming, Elisabeth (A)

‘33 Garcia, David Urmaten ] Garcia, David ’

& Gonzales, Jazzie unmatch | Gonzales, Jazzie

éerospe, Elizabeth Unmatch | Grospe, Elizabeth

If the name spelling in payroll is not exactly the same as the name spelling in Teamwork,
then a manual match is required. See below:

e Click the Payroll name in the red column, then match it by clicking on the
corresponding Teamwork name in the Pink column
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Available Emg

SHIFT-CLICK checkbox to select muitiple employees Active - Unmatched
ADP Sourced Employees
From ADP (Paligroup-VP4-ADP) SYNC
Import

SpotOn Teamwork Emy loyees
Silver Lake Pool & Infi-Marco Polo FOH

Burton, Bobby

Beltrand, Nixon
Chang, Joo Yeon Silver Lake Pool & fan-Marco Polo BOH

De Los Angeles, Abel Nowak, Tracy

Duncan, Tyecha Sim¢hette FOH
Garcia Miguel, Rosa (Imelda)

Chang, Morgun

Hernandez, Elvira

Hernandez, Maria Emmanuel, Os ar
Kaliisa, Faith Losano, Chri

Lopez, Juan

Lwin, Zin Mi Mi Macario, Allan
Martinez, kevin Romero, Briconde
Martinez Perez, Jeny
Wells, lan

doza, Miguel (Angel) Newly Imported Employees

errubio, Martha Gidosh, Lulu

Paxtor Macario, Allan D
Perez, Mario Paxtor Macario, Allan

Salazar, Maria

Vasquez, Alberto
A

e You'll now see the names matched

SpotOn Teamwork or ADP Sourced Employees names should be corrected

B Hide Inactive

ADP Sourced Employees SpotOn Teamwork Employees

Paxtor Macario, Allan lstle e
(,9 Alejo, German Alejo, German
R & Allen, kemar Allen, Kemnar
% & Ayala, Miguel Ayala, Miguel

e Click "Complete Employee Mapping" to finalize.
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Complete Employee Mapping

Check over the ‘Matched Employees' list

When you re-run your payroll report, you'll see that the warning has resolved.

If you don't happen to see a corresponding account for an employee that has hours in

Teamwork, please verify that they have been fully set up and onboarded into your payroll
provider.

If you have any questions, you are always welcome to reach out to
teamworksupport@spoton.com for assistance.
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Lock or Unlock Payroll from

Further Edits

Last Modified on 10/10/2022 8:16 am MDT

To LOCK Payroll

e Run Payroll by Pressing SHOW REPORT of Export as CSV

e Press Lock Payroll

e After locking, employee time data and tips will no longer be editable

Reports

payroll V‘ [Au 29,2022 @Jto[sap 1,2022 (5 O Allow Single Week Range
Workdd start time is 6:00am
options | £ search for Employees | Everybody vl 6of8Schedules v
HTML / PDF [ CSV Report Status Delete All Reports

Status Requestedon  Time Name

Download / Open

Ready Oct10,7:08am 0013 Payroll_1142_Aug 29_to_Sep | htmi &, View Report

Ready Oct10,7:07am 00:10 Payroll_1142_Sep 26_to_Oct | atml
Ready Feb10,3:03pm 00:06 Payroll_1142_Jan17_to_Jan & html

&, View Report

&, View Report

(Gamw) Last Pay Period was Monday Sep 26, 2022 6:00am to Sunday Oct 9, 2022
(Saiameao) Current Pay Period is Monday Oct 10, 2022 6:00am to Sunday Oct 23, 2022

(JNotity when bone

Show Report
ﬁ Export PDF / Print

= export as CSV (CSV)

= save Snapshot as Dolce
Clock CsV

‘ @ Lock Payroll - shifts, Clock-Ins & Tip Bundles, PTO, etc | |Email Addresses

Send Payroll CSV CSV to Email ‘

If you need to UNLOCK Payroll, simply repeat the running of the payroll report, and press

Unlock Payroll

Dolce

Dashboard Schedules Employee
by @ spoton

Payroll Is Locked
by

Reports Share Files g Tools

@ @E Unlock Payroll (locked by Dori Daniels) ‘ Email Addresses
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Manage Salaries

Last Modified on 10/09/2023 1:42 pm MDT

To Enter a Salary:

Go to Employees in the Menu Bar

Y

Teumwﬂ,';k_ Dashboard Schedules Employees Reports ShareFiles &= Tools

Find the employee in the list and click Edit

Name Email sand Verify Phane send ety Language Permissions  Active
Unassigned (smployse piace halder) 4

Test, Employes

(Test, £) Ploy > ' Tl | English

0 days since hired

Select the Salary [ Wages tab

Edit Profile for Employee Test

Edlit Availakility, Doys Of ond ;‘-cli'eclf-.-'yrl;lcll-.'ulc

Profile Schedules | Roles Salary [ Wages Parmissions Alarts Reminders, Certs & Custom Input Manager Mates

Enter Annual Salary, Start Date, press Add Wage/Salary Button

Current Pay Period: Sunday Jun 4, 2023 - Saturday Jun 17, 2023
—New Wage | Salary
() Hourly Employee (® Salaried Employee
Annual Solary Start Date Notes

s (36500 =) ]

@ Salary Analytics show atthe () Salary Analytics - Divide Betwesn  Maintain Hourly Wages for Sslected Roles

employee’s primary location

Add Wage/salary

| 1of 3 Schedules v] | '

Hourly Floor Wage ( optional for manipulating floor vs.
management analytics, no effect on payroll 1

S

Enter Annual Salary, Start Date, press Add Wage/Salary Button
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Related Article: Salaries and Analytics
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https://dolcesoftware.knowledgeowl.com/help/salaries-and-analytics

View All Wages

Last Modified on 06/16/2023 3:04 pm MDT

From the Gearwheel Menu go to Wage Settings

@} General Settings
(@) Roles [ Groups Settings
£ Logbook Pro Settings

@ Reminders, Certifications & Custom

—* ®3 Wage Settings / Rules

Press Show Wage Report - showing ALL schedules

Press EDIT to edit an employees wages

Below Min
Tipped Wage | Wage OT Reg
2 PT/FT Role Wage Salary Code  Min Wage Tip Credit Meal Deduction ~ Wage Wage Start
Hourly FLOAT O $10.00 Sep 5, 2021 O
Since Hired
Hourly Floor O $10.00 Sep 5,202 O
Hourly Covid 19 training O $10.00 Sep 5,202 O
Hourly Assembler 1 O $10.00 Sep 5,202 O
Role Not Currently assigned
Hourly to this employeo O $10.50 Sep 5,2021 O
Default
ADP Roles (wages): Terminated or Not in ADP
1
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Global Wage Entry

Last Modified on 11/14/2022 2:29 pm MST

Prior to Creating Wages, be sure Wage Rules have been entered:
https://support.dolceclock.com/help/entering-and-updating-minimum-and-tipped-
wage-rules

From the Gearwheel Menu go to Wage Settings

@ General Settings

(@) Roles | Groups Settings

£ Logbook Pro Settings

@ Reminders, Certifications & Custom

@3 wage Settings [ Rules

1. Using the Wage Settings Tool, select Create Wages from the tool dropdown list.

1 /@ A Wages to these Roles
O amployes Werking hse roes U2 ages/stary o e
——)I Create Wages (If Employee Qualified) v‘ [ 10f 26 Schedules v” 9 of 9 Roles Selected v] [Juse date from Payroll or wage
Change
Employee Types | Employees Only v O Regular Wages O Salary ® Tipped Wage
mployesethsenetis| <] NewWages 55 |ortncreaseby|s v|| Jon|mar20,2022 5
Meal Deduction $ E /

2. Select Schedules and Role(s) for wage to apply to. Selecting ALL schedules is
recommended to ensure all employees are considered, regardless of their Primary
identity.

3. Enter Wage / Tipped or Regular / and Date. Note that Dates cannot be entered prior
to the start of the prior payroll period. If an earlier date is required, contact
support@dolcesoftware.com

4. Press the Apply Wage Change button

REVIEW all potential changes
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Uncheck any employees who should to whom the wage should not apply. Press

Proceed with Changes to commit wages

Employee
Nick Kelly
Tipped

Josh Surface
Tipped

Changes to Employee Wages

Start Date: Mar 26, 2019
Locations: CBUS Office, CBUS, INDY Office, INDY, Administrative, Newly Imported Employees

Roles: Sommelier

Change Change Change Updated Min Wage
Role Reg Wage Tip Wage Meal Deduction & Tip Credit
Sommelier $7.00 -> $8.00 gnew gnew |- gold getting Rule
Sommelier $ > $8.00 gnew, gnew |- 00ld Setting Rule

21 Employees Changing
** THIS ACTION IS NOT REVERSIBLE **
Verify Tipped Wage Increases vs Regular Wage Increases
Verify All Employee Wages Are Accurate

Contact Support with Questions

Proceed with Changes Cancel

If you have questions about this process, or about the best way to setup wages (with
defaults or roles etc.), please email support@dolcesoftware.com, and we are happy to

assist you.
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Roles and Wages Split by
Location: Configuring Employees

Last Modified on 12/24/2023 1:48 pm MST

Adding a New Employee to a Location

1. First search to see if employee exists in the company. If employee already exists,
apply Working Location status to the desired schedules.

2. Enter employee into the POS. Two important notes: use the exact name spelling,
with complete first and last names and assign intended roles.

"Confirming” Employee

Teamwork will prompt you to "Confirm" an employee - which is to verify that the
employee does not already exist in the company / Teamwork.

On the Schedule, employees needing confirmation will show the following symbol

Kusy, Victoria (2]
0.00
0.00 0

From the Dashboard, employees are listed

_ Newly Imported Employees

Employees Needing Confirmation

Victoria Kusy imported from 'Giuseppe' needs to be setup in Dolce Clock imported on Jan 21, 2019
Jefrey Ventura imported from 'Double Knot' needs to be setup in Dolce Clock imported on Jan 12, 2019
Carlos Nufio imported from 'Double Knot' needs to be setup in Dolce Clock imported on Jan 4, 2019

To "Confirm" an employee

1. Press the Confirm link

2. You will be prompted to review possible matches, or or add as new.
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Employee Imported from 'Giuseppe'
Confirm if NEW or MATCHES EXISTING NAME below

Last Name Middle Name First Name
Kusy Victoria

Merge with an Existing Employee This is not a Person

Add Employee as New
(Select name below) (POS Ring-In Code)

B Find an employee
Employee Might be:

Trama, Victoria Eramakusy, victoria ‘O

Victoria, Ryan kusy, victoria;—yan h
Ruby, Brian rkubsy, bvictorian

Tabb, Richard tabbkusy, rvichatordia

Ashby, Brian akushby, bvictorian

Tien, Vince Henkusy, viacetoria

Caro, Virginia earekusy, victorgiria

Fanelli, Mia fanellikusy, mvictoria i
Reyes, Feliciano reyekusy, felvictoriare

3. After Confirming, you will be directed to the verify the employees schedules and
roles.

Edit Profile for Victoria Kusy

Edit Availability & Days Off

Profile Schedules / Roles Salary / Wages Permissions Employee Alerts Employee R¢

Filter by Location: Giuseppe B

Schedules - Primary Schedule is Giuseppe - FOH: Giuseppe Server

Primary Working View
Giuseppe
FOH

Giuseppe Server (-] v v
Giuseppe Host )
Giuseppe Bartender

Giuseppe Barback

Giuseppe Runner

Giuseppe Busser

Giuseppe Cleaner

Giuseppe Training for Import Only
BOH

Giuseppe BOH i - .
MGT

Giuseppe MGT FOH i B ]

Roles

Employee's Roles: (drop here) All Roles: (drag from here)

[ Training X] [ Server ] [ Training
[ Server X]

348



4. Lastly, from the employee’s Profile tab, verify phone and email, and INVITE.

Edit Profile for Victoria Kusy

Edit Availability & Days Off

Back to Employee

loyee Reminders & Certifications _

Active

I Profile ] Schedules / Roles ] Salary / Wages l Permissions ] Employee Alerts

Essential Contact Information

First Name (or nickname) Email Address Employee Login
Victoria (SR T B T S Kusy, V
Legal First Name (payroll) Verification Key: Current Password Send Password
Reset
Email Me the Key Password must
Middiojiame) Verification key must be entered to ponjRacsword contain at least: 6

Editing Wages
Wages and roles are unique between locations.

When applying wages or roles, begin by using the Location Filter.

L

Profile chedules / Roles Salary / Wages Permissions Employee Alerts Em

Then apply wages per usual.

Wage / Sglary Info

Part Time / Full e Auto Clock-In / Out of all Shifts Exclude Employee from Payroll Exp
Full Time 4 U U
. . Exclude Employee from Tip Pooling

Since Hired —

Filter by Location: Giuseppe 4 Current Pay Period: Monday Jan 21, 2019 - Monday Fe

New Salary / Wage

© Hourly Employee - Warning: At this time, no 'Default Wage' ) Salaried Emp
wage is in effect
Employee's Roles Hourly Wage Start Date Notes
Select Roles $ I""1

Removing Employees

If employee only works a single location

Inactivate from the Employee Page, or employee’s Profile tab
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Sushi Vrfy Txt / Email - 95% Only One, 14% Both Add Existing Employees ‘ )

Email [ send verity| Phone|send verity] Username Periiissions Active Invite All Unactivated |
Unassigned Edit |
i Unverified: No Emals -
Brown, Patrick Edit | | Edit Avail / Prefs | patrick@toasty.com (215) 360-5723  Brown, P Eng 9 Invite ( Activated )

If employee works your location as a Secondary or Working location

From the employee's Schedule Tab, UNCHECK your working/viewing location
checkboxes

Profile | Schedules / Roles | %ary/Wages I Permissions I Employee Alerts

Filter by Location: Penn Sushi :

Schedules - Primary Schedule is Marp & Crown - BOH: Harp BOH

Primary * Norking View
Penn Sushi
FOH
Sushi &
MGT
Sushi MGT 0O @)

If your location is the employee’s Primary location, but the employee additionally
works at other locations

Contact HR / Full Admin, to remove employee from the company, or re-assign a new

Primary Location
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Holiday Pay

Last Modified on 06/13/2024 6:06 am MDT

1. Gearwheel Menu > Holiday / Premium Wages

@ General Settings

@) Roles [ Groups Settings

£ Logbook Pro Settings

@ Reminders, Certifications & Custom

@3 wage Settings / Rules

@3 Holiday / Premium Wages

2. Enter Holiday Date(s) and Rate of Wage Multiple (ie 15) and Save

e If your policy is to pay the premium rate on top of overtime rates, check "Apply to
Overtime”

e OVERTIME OFFSET NOTE: if you do NOT pay OT on top of OT, Teamwork will offset OT
hours proportionately applied to the holiday. For instance, if an employee has Thr of
overtime proportionately applied to Thanksgiving Day, and worked 8 hours on
Thanksgiving Day, instead of receiving 7 hours of regular + 1 hour of OT, they would

receive 8 hours of Holiday Pay.

Holiday / Premium Wages

Description: :] I Select a set of Schedules or Blank for all v‘ Rate Increase Multiplier (ie 145)1 [ Apply to Overtime
starting: pec 25, 2022 E Ending (til EOD on this day): 12/25/2022 @ Rate Increase Fixed (ie $2.00): [: OT always applies 1.5 x effective wage

[ Create Holiday / Premium Wage Range ]

3. Adjust payroll mapping, if a unique earnings code is required for payroll ie.if using an
API payroll integration, map Holiday Hours from Gearwheel Menu > Payroll Mapping. If
using a custom CSV output, reach out to teamworksupport@spoton.com how you'd like
your payroll report to be adjusted, ie special holiday earnings codes etc.

4. Verify Payroll Data in Payroll. If you use unique earnings codes for Holiday Hours, verify
that OT is not being doubled by both systems.
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Adding Wages to Unassigned

Last Modified on 02/16/2020 1:31 pm MST

Assigning wage rates to UNASSIGNED shifts allows you to consider labor analytics for
schedules even when shifts have not been applied to specific employees. To assign
wages to Unassigned (for each schedule) take the following steps

From Employees page > Edit Unassigned (the top employee row in every schedule/roster)

FOH Schedule

Unassigned Edit

From the Schedules / Roles Tab, drag all ROLES into the Active (grey) box, for which you
may want to assign a role specific wage
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Edit Profile for Server Unassigned

Edit Availability & Days Off

Schedules / Roles Salary / Wages

Employee Alerts Employee Reminders & Certifications _

Schedules - Primary Schedule is Pink Door - FOH: FOH Schedule

Working @ Pink Door - FOH: FC

Primary Working View

Pink Door
FOH
FOH Schedule
BOH
BOH Schedule
ADMN
Administration

No Location Association
Newly Imported Employees

(-] v v

Roles

Employee's Roles: (drop here) All Roles: (drag from here)

« J L _Jo _JL_JLU_J

Server (PM)

Server DR (PM)

From the Wages Tab, set role-specific wages where applicable, and/or apply a Default
wage, which will provide a wage for ALL Roles which do not have a role-specific wage

[ Server (AM) x] [ Asst Manager (PM) ] [ Bartender (AM) ] [ Bartender (PM)

B T

N T T T

................................................. [ — ] [ E—— ] [ J——
[ wewerew [ ofeessmn [ sewercaw
[ J ]
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Schedules / Roles Salary / Wages Employee Alerts

Wage / Salary Info
Part Time / Full Time Auto Clock-In / Out of all Shifts
Full Time %

Exclude Employee from Tip Poolin:
Since Hired . pioy P 9

Current Pay Period: Wednesday Jan 16, 2019 - Friday Feb 1, 2019

Employee Reminders & Certifications _

Exclude Employee from Payroll Export Exclude Employee from Meal Deductions

—New Salary / Wage
© Hourly Employee - Warning: At this time, no 'Default Wage'
wage is in effect

Employee's Roles Hourly Wage Start Date

$

Select Roles
~ 1 All Roles

Salaried Employee

Notes

) Default Wage

| Server (AM)
Server (PM)

~ Server DR (PM)

Max Tip Credit $ Applicable Tip Credit $

»ped Wage 0

hanges when in OT, (ie MA) enter wage $

If eligible for Meal Deduction, enter credit $

Otherwise leave blank|

Otherwise leave blank

If eligible for Meal Credit, enter credit $ Otherwise leave blank

* All roles not configured with a wage will use the "Default Wage" wage

State Wage Rules

Current Min Wage is $12.00,
Max Tip Credit $0.00

Starting Tuesday Jan 1, 2019
4:00am

Add Wage/Salary

History:

2019
Changed to Hourly @ $12.00 , Meal Deduction $0.00 by Chris Fischbach Server (AM) Jan 28, 2019 | Retire x
Changed to Hourly @ $12.00 , Meal Deduction $0.00 by Chris Fischbach Server (PM) Jan 28, 2019 | Retire x

NOTE: Be sure to Date the wage to the start of the week/period for which you are seeking

analytics

To BULK assign Unassigned wage (for multiple schedules or locations)

e Gearwheel Menu > Wage Settings

Select Roles, or Default from the Roles Dropdown

Use CREATE WAGES, and select Unassigned as shown below

e Enter wage and starting date (as early as start of the prior pay-period)

Press Apply Wage Changes.
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Wage Settings and Rules

Create Wages (If Employee Qualified) 71 of 71 Schedules n 1 of 37 Roles Selected u

" Use date from wages or

© Regular Wage Tipped Wage

Unassigned Only B

You will have a preview screen to review. To finalize, press Proceed with Changes.

RESTAURANT TECHNOLOGY Unassigned

Hourly Default $0.00 -> $18.00
ACCORD OFFICERS Unassigned

Hourly Default $0.00 -> $18.00
SEATTLE - SHILSHOLE Unassigned

Hourly Default $17.63 -> $18.00
@ TEMPO OFFICERS Unassigned

Hourly Default $0.00 -> $18.00

71 Employees Changing
** THIS ACTION IS NOT REVERSIBLE **
Verify Tipped Wage Increases vs Regular Wage Increases
Verify All Employee Wages Are Accurate

Contact Support with Questions

Proceed with Changes Cancel

New Wage $ 18.00 °" Feb 10, 2020 r'j Meal Deduction $

18NeW, 0.00"eW 1= 0°d Setting Rule
18NeW 0.00"eW |= 0°d Setting Rule
18NeW, 0.00"eW 1= 0°d Setting Rule

18NeW .00"eW |= 0°d Setting Rule

Apply Wage Change
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Manage Employee Wage
Settings

Last Modified on 10/03/2023 3:03 pm MDT

From the Menu Bar go to Employees

Use the search field as shown below, or edit an employee from the list.

o
OSpotOn signout Dashboard ~Schedules Em;&ees Reports ShareFiles £  Tools @ 4 Tech Support B
MINA
(LS sample )
i ® MG 19501 BISCAYNE LL - BOH: Biscayne BOH @ Test
Employee List
Employee, sample - o
oy . Eretre s Z®
of 94 Schedules

V' Newly Imported Employees

Wi - B ey R Add Existing Employees IR EL il ISrsrm———— 7\
Name Email send verity Phone sendverity  Language Permissions Active  inveen W Unactivate a
Unassigned (employee place holder) ©

Cisneros, Felipe fee,  Unvertlad: No Emaiis Unverited: No Txis -
Toon s __*@ ) pipocigs6@yahoo.com (415) 0-5418 | English v

& & diczz93@yahoo.com (786) 208-5049 | English v

Invite (Activated)

Select the Salary [ Wages Tab

Edit Profile for Sample Employee

l Edit Availability, Days Off and Activate/Inactivate l

Profile schedules / Roles salary [ Wages Permissions Alerts

In addition to the essential functionality of maintaining wages for your employees, this
tab allows you to Exclude Employee from Payroll Export, Contractor Employee Setup and
Use, exclude an employee from the tip pool, and more.

Thankfully, Teamwork will also be able to sync wages from other systems using the Sync
Wages to POS tool and add wages on the fly from within our payroll report.

Enter Role Specific Wages as shown below

1. If multiple locations exist, choose location
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https://dolcesoftware.knowledgeowl.com/help/exclude-employee-from-payroll-export
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https://dolcesoftware.knowledgeowl.com/help/sync-wages-from-pos
https://support.dolceclock.com/help/adding-wages-from-the-payroll-report-45b32ac

2. Choose role(s)
3. Enter WAGE and Start Date (ie beginning of pay period)

4. Add Wage

Current Pay Period: Sunday Mar 6, 2022 - Sunday Mar 20, 2022

Set Wages | salaries for Location | MG 19501 BISCAYNE LL

—New Wage / salary State Wage Rules
@ Hourly Employee - Warning: At this time, no 'Default Wage' O Salaried Employee Current Min Wage is $10.00,
wage is in effect Max Tip Credit $3.02
| < Rol | Starting Sunday Oct 17, 2021
Employee's Roles Hourly Wage Start Date Nbtes 4:00am
10of 3Roles Selected A| $ Feb 20, 2022 E [ %]
” Add Wage/salary 4
D All Roles
[ erin
2 _* Prep Cook | for Regular Rate enter credit $ D Otherwise leave blank
- [ cook lith a wage will [Ise the "Default Wage" wage

l
3

NOTE on Date: When entering a date, the system will prompt you do confirm wage start
date, with start of pay period shown.

Pay Period start prior to Sunday Mar 13, 2022
| sunday Feb 20,2022 |

Pay Period start containing Sunday Mar 13, 2022

l Sunday Mar 6, 2022 I

Your date choice

| sunday Mar 13, 2022 |

To run a report on all employees’ wages, go to Reports > Wage Report
For global selection designation of Tipped wages, see Entering 'Tipped” Wages

To raise the Minimum Wage floor globally, see Raising Minimum Wage and Minimum

Tipped Wage

357


https://dolcesoftware.knowledgeowl.com/help/entering-tipped-wages
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Adding Salaries

Last Modified on 04/13/2022 4:30 pm MDT

NOTE: Only FULL ADMIN can enter salaries.
From the Menu Bar go to Employees

Select Edit to access an employees settings

© Brooks
FOH

Vv FOH

Vrfy Txt / Email - 86% Only One, 43% Both

Name Email send verify I
Unassigned (employee place holdel @

L
Crandall, = '
1im 3d since hired © [:_?D I J

Select the Salary [ Wages Tab

[ Edit Availability, Days Off and Activate/lnGCtivaty

Profile Schedules / Roles Salary / Wages Permissions Alerts Admin Alerts

Check the Salaried Option, Enter Salary, and Start Date

(] uJ 0
Current Pay Period: Thursday Mar 31, 2022 - Friday Apr 15, 2022
—New Wage / Salary

O Hourly Employee @ salaried Employee

Annual Salary Start Date Notes

$/50000 Mari5,2022 [ [ /,]

@ Salary Analytics show at the O Salary Analytics - Divide Between Maintain Hourly Wages for Selected Roles

’employee’s primary location I 1 of 26 Schedules v] ‘

=

Hourly Floor Wage ( optional for manipulating floor vs.
management analytics, no effect on payroll )

.

Press the Add Wage/Salary button to complete.

NOTE: You have the option to apply the salary analytics to a department other than the

employee’s primary schedule.

Reminders, Certs & Custom Input

w ;= A !

—

Back to Employee List

Manager Notes
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L —

O Salary Analytics show at the @ Salary Analytics - Divide Between Maintain Hourly Wages for Selected Roles

employee's primary location l 1 of 26 Schedules AI l

v
FOH ([P
Hourly Floor W ti | f
ourly Floor Wage ( optional for ¢ O)Toast Pos -
management analytics, no effect
D Brooks Breadcrumb Sales :]%
sC_) ‘
D Brooks Online Sales :]%
Ueon

To run a report on all employees’ wages, go to Reports > Wage Report

For global selection designation of Tipped wages, see Entering 'Tipped” Wages
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Nevada Overtime

Last Modified on 05/17/2023 10:55 pm MDT

Employers that pay their employees (who earn less that 1.5 minimum wage, or specified
wage rate if qualified health benefits are offered) must pay employees Daily Overtime for

time worked over eight hours in a workday or forty hours in a week.

Note: Nevada Revised Statutes section 608.0126 defines “workday” as “a period of 24
consecutive hours which begins when the employee begins work.” This is different from
the typical twenty-four-hour period in a calendar day.

Example:
In the following example, an employee works two 8-hour shifts on consecutive days.

The shifts result in 1 hour of overtime, because the first hour of day#?2 falls into the 24 hour
span which began at 2pm on shift#1.

8:00 AM
9:00 AM
10:00 AM
11:00 AM
12:00 PM
1:00 PM
2:00 PM
3:00 PM
4:00 PM
5:00 PM
6:00 PM
7:00 PM
8:00 PM
9:00 PM
10:00 PM
11:00 PM
12:00 AM

O IN|O N[ WIN|-

(NN (H(WIN |-

Note that if in day#2 that 9 hours were worked, the day would not result in overtime,
because the same hour cannot contribute to overtime 2x.

Minimum Wage Settings: https://support.dolceclock.com/help/entering-and-updating-
mMinimum-and-tipped-wage-rules

Nevada OT Settings:

From the gearwheel, scroll to pay-group settings. Set / update according to state
mMinimum wage requirements:
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Day Overtime w/o Health Benefits starts after Day Overtime with Health Benefits starts after

and if wage < $/15.75 and if wage < $/14.25

Qualified Health Benefits can be indicated on an employee’'s Wage Settings tab:

Receives Health Benefits

References

https://www.leg.state.nv.us/nrs/nrs-608.ntmI#NRS608Sec018

NRS 608.0126 “Workday” defined. “Workday” means a period of 24 consecutive
hours which begins when the employee begins work.

(Added to NRS by 1985, 578)

NRS 608.018 Compensation for overtime: Requirement; exceptions.

1. An employer shall pay 11/2 times an employee’s regular wage rate whenever an
employee who receives compensation for employment at a rate less than 11/2 times the
minimum rate set forth in NRS 608.250 works:

(a) More than 40 hours in any scheduled week of work; or

(b) More than 8 hours in any workday unless by mutual agreement the employee
works a scheduled 10 hours per day for 4 calendar days within any scheduled week of
work.

2. An employer shall pay 11/2 times an employee’s regular wage rate whenever an
employee who receives compensation for employment at a rate not less than 11/2 times
the minimum rate set forth in NRS 608.250 works more than 40 hours in any scheduled
week of work.

3. The provisions of subsections 1 and 2 do not apply to:

(a) Employees who are not covered by the minimum wage provisions of Section 16 of
Article 15 of the Nevada Constitution;

(b) Outside buyers;

(c) Employees in a retail or service business if their regular rate is more than 11/2
times the minimum wage, and more than half their compensation for a representative
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https://www.leg.state.nv.us/Const/NvConst.html#Art15Sec16

period comes from commissions on goods or services, with the representative period
being, to the extent allowed pursuant to federal law, not less than 1 month;

(d) Employees who are employed in bona fide executive, administrative or
professional capacities;

(e) Employees covered by collective bargaining agreements which provide otherwise
for overtime;

(f) Drivers, drivers’ helpers, loaders and mechanics for motor carriers subject to the
Motor Carrier Act of 1935, as amended;

(g) Employees of a railroad;
(h) Employees of a carrier by air;

(i) Drivers or drivers’ helpers making local deliveries and paid on a trip-rate basis or
other delivery payment plan;

(j) Drivers of taxicabs or limousines;
(k) Agricultural employees;

(1) Employees of business enterprises having a gross sales volume of less than
$250,000 per year;

(m) Any salesperson or mechanic primarily engaged in selling or servicing
automobiles, trucks or farm equipment;

(n) A mechanic or worker for any hours to which the provisions of subsection 3 or 4 of
NRS 338.020 apply;

(o) A domestic worker who resides in the household where he or she works if the
domestic worker and his or her employer agree in writing to exempt the domestic worker
from the requirements of subsections 1and 2; and

(p) A domestic service employee who resides in the household where he or she
works if the domestic service employee and his or her employer agree in writing to
exempt the domestic service employee from the requirements of subsections 1 and 2.

4. Any regulation of the Director of the Department of Health and Human Services
concerning the payment of overtime to a home care employee adopted pursuant to NRS
608.670 prevails over the general provisions of this section.

5. As used in this section:
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(a) “Domestic worker” has the meaning ascribed to it in NRS 613.620.
(b) “Home care employee” has the meaning ascribed to it in NRS 608.530.

(Added to NRS by 1975, 1583; A 1977, 1373; 1985, 578; 2003, 1742; 2005, 2520; 2009, 2493;
2017, 3886, 4178; 2019, 3746; 2021, 3659)
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https://www.leg.state.nv.us/Statutes/73rd/Stats200525.html#Stats200525page2520
https://www.leg.state.nv.us/Statutes/75th2009/Stats200925.html#Stats200925page2493
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Goal Wage Overview

Last Modified on 07/12/2024 9:53 am MDT

Teamwork offers the ability to setup Goal wages for employees. If an employee’s
combined wages and tips for a given role do not achieve the goal, then supplemental
pay is calculated to augment wages to the intended goal.

The supplement can be set to calculate by day, or by a span of time such as the pay
period.

Effective Wage Supplemental Pay Span
None o Day
Week Pay Period

Include OT
Example of Calculate by Day vs Calculate by Week

Calculate By Day ($10 is owed as supplemental pay)

Hours Wage Goal Wage Tips Owed
Monday 1 5.00 15.00 20.00 -
Tuesday 1 5.00 15.00 - 10.00

Calculate By Week (No supplemental pay is owed, because Monday's tips are suffient to offset Tuesday's shortfall)

Hours Wage Goal Wage Tips Owed
Monday 1 5.00 15.00 20.00
Tuesday 1 5.00 15.00 -
Total 2 10.00 30.00 20.00 -

Note on the option to ‘Include OT" option shown above

If the Goal wage were $15 as shown above, and the employee is in overtime, does
the goal wage remain $15? Or does the business which to make the goal wage the
Overtime Rate of $22.50? If so, then the “Include OT" setting should be checked.

Goal wages can be entered, specific to each role / wage an employee works.

Changed to Hourly Tipped Wage @ $2.13 - Applicable Tip Credit $12.87 (Rule based on rv ,"que )
$15.00, Max Tip Credit $12.87, OT Reg $0.00, Meal Deduction $0.00), Effective Wage Gocl §| 1500 by server

eIV Feb7,2022 [
Tech Support Birdie's

Wage Creation

Goal wages can also be viewed en-masse, and edited, by running the wage report from
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Gearwheel Menu > Wage Settings:

Teumwb%';lg Dashboard  Schedules Employees Reports ShareFiles &  Tools e 4o Tech Support

Set wages below [: as Tipped
Richmond - FOH: Richmond FOH

DUV VY UgUT MO U IOy YO 1) e s

Below
Min
Tipped  wage/ ©0al  wage Min Tip Meal OTReg
Employee Name Role Wage Salary Wage Code Wage Credit Deduction wage Wage Start
oty | SR sa1a 1500 nugm, 202
Since Hired
Hourly P SERVER $213 $[15.00 Aug 17,2022
Hourly PM EVENT SERVER $213 $ Aug 17,2022
Hourly AM EVENT SERVER $213 $ Aug 17,2022
Hourly TRAINING $213 $[1200 AugT7,2022

NoWages for Default

Full Time v Richmond
[Famime > oy i

Since Hired
Richmond
Hourly PM SERVER ASSIST. Oct 12,2022 Make Default
Richmond
Hourly AM SERVER ASSIST. Oct 12,2022 Make Default

Hourly TRANING soos | Oct12,2022

NoWages for Default

Summary reporting allows administrators to observe the goal and supplement by day or
period.

E | Worked Constrained Constrained Hrs Scheduled preferred Preferred
mployee . :
ploy Hours Hours Effective Wage Hours  Min Hours Max Hours

Partial Week of Mon Apr 25, 2022 4:00am

Brown;, s 7.00 700 (Wages:$000) $0.00 7.00

Effective Rate $13.00
(Wages: $69.81)
Avg Eff Goal  $13.00
Bruce, NE————— 537 537 GoalEffPay $69.81 6.00

Effective Pay - $69.81
$0.00
No Suppl Pay
Effective Rate $10.43
(Wages: $12.03)
Avg Eff Goal  $15.00

Culley, "% 5.65 5.65 GoalEffPay $8475 | 8.00
Effective Pay - $58.92

$25.83
Suppl Pay Needed

The payroll output contains the regular wage, the target wage, tips, and supplement pay.

Overtime Total Break Cash
Employee Location Role Base / OT W, Hourly Rate Hours Hours E/D/PS/SS Hours Wages Issues Tips |CCTips AutoGr Total Tips |
Tipped 213
Alexander, PM Bar Base @ 56D 2164 $46.09 0
Tipped
Alexander, PM Bar Overtime $5.76 071 $4.09
Alexander, $0.00 0 $197.33  $1149.85 $134718
Alexander, Supplemental $18.35
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IMPORTANT Payroll Note: An earnings code must be established in the payroll processor,
such as "Supplemental Pay’, so that the supplemental pay has a landing spot in payroll.

email support@dolcesoftware.com for assistance with setup
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Sync Wages From POS

Last Modified on 12/24/2023 9:52 am MST

Teamwork can be set to import POS wages at the time an employee is added, and
imports to Teamwork.

When wages are added to the POS after the initial import, Teamwork does not retrieve
the wage, because most POS systems are not date intelligent with respect to wages. In
Teamwork, all wages must have a start date.

If you'd like to use the POS for wage additions, the following two choices exist:

1. Sync }Noges with with POS [commonly done prior to running
payroll|:

From the gearwheel menu > Wage Settings
Filter on a Location if applicable, and choose Wage Sync with POS or Payroll as shown

below

Wage Settings and Rules

Filter by Location: | (Blowing Rock) Famous Toastery v

—*‘ Wage Sync with POS or Payroll v

Populate the following settings:

e Select Assign Wages to these Roles

e Choose which POS account you are syncing

e Check "Create Changed Only" to update only wages that are new or that have
changed

e Using the date field shown, enter the effective date, i.e, start of the pay period

e Press Apply Wage Change
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}

9 Ce=gUEgs to'RoIes Use Wages/Salary from | Toast (Kennewick) SYNC W
' Employees Working Roles o — Apply Wage
Use Rate_T for AllRolgs £4 Create Changes Only ) Use date from Payroll or Change
—*3 of 3 Schedules v]{ 12 of 12 Roles Selected v] 9

——®

© RegularWages ~  Salary  Tipped Wage

New Wage $ [:]or Increase by on| Aug 8, 2022
Meal Deduction $ I:]

The resulting preview will show any potential wage changes to match Teamwork to the
POS

¢ |f the change is not desired for a particular employee, uncheck the checkbox shown
for the employee

e Press Proceed with Changes to add the proposed wage changes

G y

& Hourly Dishwasher $0.00 -> $13.65°

@ Hourly Cook $0.00 -> $14.007°¢

G W christina

= Tippad Server A $14.20 -> $10.63F°
Tipped Bartender $14.20 -> $10.63P°°
v

G WAzon Teamwork

@ Tipped Server $14.20 -> $10.63P°°

22 Employees Changing
** THIS ACTION IS NOT REVERSIBLE **

Verify Tipped Wage Increases vs Regular Wage Increases
Verify All Employee Wages Are Accurate

Conv;)port with Questions

‘ Proceed with Changes ‘ ‘ Cancel ‘

2. Alternate Method: Prompt for Date

An alternative method is to engage a setting which imports all POS wages and prompts
an admin to apply a start date to all wages, as they import, from the Teamwork
Dashboard. If you'd like to engage this method, please email us at
teamworksupport@spoton.com
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Subscription & Payment

Last Modified on 10/18/2020 1:27 pm MDT

Click on Settings from the Menu Bar

Under Subscription Plans [ Payment Information, press Setup Payment Method to
enter Credit Card information

You will be billed monthly, based on the number of Active Employees in your company.
There is no long term contract.

m Dashboard Schedule Employees Reports Roles/Headers \?ettings

Subscription Plans / Payment Information

Also send payment receipt to (comma separated email list):

You currently have 17 active employees.
Standard Plan

= 1 - 15 Employees: $40.00 per month
= Additional employees: $2.50 per employee per month

»Setup Payment Method

Save All Changes

Remember at the bottom of the page
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Company Logo & Name

Last Modified on 01/21/2026 12:53 pm MST

To change your company name and logo in Teamwork, please follow the steps below.

Go to General Settings from the Gear Wheel in the top right.

1
0 Dolce Tech Support

@ General Settings 2

Schedules Settings
ﬁ Payroll Settings
',.i,,' Roles [ Groups Settings
¥ Role £ Logbook Pro Settings
L} Reminders, Certifications & Custom

D wage Settings [ Rules

blished J ) .

R DE Holiday | Premium Wages Y=
&I Tip Templates [ Settings

|r-_‘. = '_;I

@ & 2 Analytics [ Publishing Settings T

id = -

& Accrual Policies PTO [ Sick
AN\ Alert Notification Settings
@ Blackout Request-Off Dates
:00pm "
& Late [ No-Show [ Term [ Scorecards
Quick Links |/ Dashboard Widgets

Global [ shift Prompts Setup -

)
A
& Payroll Mapping
Y
#
=

00pm
Point of Sale Tools
1:00pm Importing

= payments [ Billing

Under Company Information, use the Company Name to change your Teamwork
Account name and Upload a company logo to upload the logo of your business.
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Teamwork )
/QI'K  Dashboard  Schedules Employees Reports Share Files £

Q & O Dolce Tech Support

Company Information

Company Name

‘ My Restaurant Name

“SUbdormain

[ myrestaurant

() Test Company
() Express Company

Google Calendar Employee Shift Presentation

Display Name

[C) show Schedule Name

Save Company Information

Access Urls

https:/[myrestaurant.dolceclock.com
https:/ [www. .com/company/rr
Upload a company logo

Allowed file types: jpeg.jpg.png.webp
Maximurn size: 5000kb

(A
Browse
or drop image

Remember to click Save Company Information at the bottom of the page to save all the

changes.

Save Company Information
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Configure Locations

Last Modified on 01/28/2016 2:36 pm MST

Create multiple Locations or Departments, such as Front-of-House, Kitchen, and
Southside Location

Use separate locations for anywhere that you want a separate schedule, or separate
analytics

Go to Settings, Locations

Note that you can expand the Location by pressing "+ to see additional location-
specific settings

Dashboard Schedule Employees Reports Roles/Headers Settings Availabi

Locations

Click a location name to edit. Drag a location bar to sort. Click Volume box to edit.

[Front of House ] Delete  Time Zone: America/Denver

Desc:[CIick to edit } Phone:[CIick to edit ‘ Zip-Code:|Click to € Map volume

Early/Unscheduled Clock-In Restrictions: Allowed - Prompt for Reason
Time Punch Review on Clock-Out: Require Employee Verification

Force Photo Authentication for Clock In and Clock Out (iPad Only)

Allow Employee Shift Trades without Requiring Manager Approval at this Location
~ Activate PTO Tracking for this Location

Accumulate PTO Hours from worked time for this Location

[Kitchen ] Delete  Time Zone: America/Denver

[Administrative l Delete  Time Zone: America/Denver

Add a New Location

Enter location name Add Location  copy Roles, Headers, Employee Associations from Default Setup

Remember

Save All Changes

at the bottom of the page

See the following video for a detailed tutorial on Locations
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Integrate Breadcrumb / Upserve

Last Modified on 12/24/2023 2:46 pm MST

Welll set your company up for youl!

Employees | Roles [ Wages [ Dayparts / Sales History / Real-Time Sale Sync / Real-Time
End-to-End Gratuities-to-Payroll

We'll contact you within 48 hours to confirm company setup, and guide you through use
of integration of your POS with scheduling, clock-in, and labor analytics

To integrate your system, please follow these steps

1. From you Breadcrumb HQ, go to Settings > Integration Partners
2. Click on the "Add a new API Partner’ button, and Select Dolce from the

dropdown (Teamwork was formerly called Dolce Software)

Integration Partners Add API Partner

Labor Settings
Add a new API Partner

Legal Select Partner v

3. Email the Username & Password to: teamworksupport@spoton.com
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General Settings

Tables

Zones

Printer Groups

Printers

Day Parts

Void/Comp Reasons

Devices

Tax

Delivery Customers

Integration Partners

Additionally, if you have any questions, please contact us at:

Integrations Setup

API Credentials

@ 1 credential

Username

P o~

Password

-

Copy and paste the username and password combination.

Email these credentials to your API software provider to connect your account.

Please email support if you need to disable an AP| connection.

FTP Credentials
@ No credentials

Learn how to add an FTP connection

teamworksupport@spoton.com
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Setup Force-Read Alerts for o
location

Last Modified on 10/22/2023 12:23 pm MDT

From the main toolbar, click on the Gearwheel icon and navigate to the General Settings

page.

Q‘ & N Tech Support

A {ﬁ} General Settings F

"{3,' Roles [ Groups Settings ‘

Scroll down to the Schedules section. Choose the preferred schedule and click the "+

icon to the left of the schedule's name to open that specific schedule’s settings

= o Ciydo’ Foines andFriss 3 £5 °

= [Main Restaurant | ®  [viewaischedulesin Department [Jexclude from Timesheet sync

‘ ain | @ active [Joont show in anaiytics reports @ New York «3» [

= ‘ Administrative ‘«g. ®  [viewallschedules in Department [_] Exclude from Timesheet sync

‘ =] Administrative | Eactive [Joontt show in analytics reports @ Newvork &[]

Scroll down to the Clock-In Restrictions section and select your preferred Alert [
Message Reading Rules for this schedule:

e No Alert Reading Enforced
Force Read Before Clock-In

Force Read Critical Alerts Only Before Clock-In
Force Read Before Clock-Out

Force Read Critical Alerts Only Before Clock-Out.
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Clock-In Restrictions
[ Allow Clock-In Requests from Employees
D Only allow clock-in | clock-out from embedded
devices like Breadcrumb, Clover, SpotOn, SpotOn
Retail, SpotOn Enterprise
[Jsend Al shiits to POS

D Manager Approval on All Clock-Ins

Clock-In Early / Unscheduled:

, Allowed - Prompt for Reason VI

Clock-In Late:

[ Allowed - Prompt for Reason "’

Clock-Out Late

l Allowed - Prompt for Reason VI

Alert/Message Reading Rules

Force Read Before Clock-In v

No Alert Reading Forced

Force Read Before Clock-In

Force Read Before Clock-Out
Force Read Critical Alerts Only Before Clock-Out
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Payroll Settings

Last Modified on 07/30/2023 11:24 am MDT

It is important to enter your Payroll Settings before you actively use the software.

Click the Gearwheel icon at the top of any Teamwork page. Click on General Settings
and scroll down to Default Payroll Settings.

Chonky Boy Demo

&0
Teamwg’(‘lg_ Dashboard Schedules Employees Reports ShareFiles £ &8 Tools e® A Tech Support

) @ General Settings

_Default Payroll Settings @ roles | Groups settings

£ Logbook Pro settings

Currency Symbol Currency Format Payroll Frequency Starting Day of Week Start Time (email info@dolcesoftware.com to chal
| us Dollar ( §) v‘ 1,000.00 v| | Bi-Weekly (26 periods) v‘ ‘ Monday v| [12000m £3 Reminders, Certfications & Custom
Current Pay Period started Jul 24, 2023 D3 wage Settings / Rules
Next Payroll Period Begins On Overtime Display Salary Work Week FLSA Payroll Period AM to PM dividing time Qﬁ Holiday / Premium Wages
O Monday Jul 31, 2023 (@) Show as 15 times (Mandatory for NY Tipped Woge) 4000 ‘hours (] (S[)t';:?mé"::‘d':g;‘:;‘;’e‘: B i el ] i
~ : kS ip Templates [ Settings
@ Monday Aug 7, 2023 () show as 0.5 times " P & g
|1200pm
&4 analytics | Publishing Settings
Overtime Across Payroll Groups 24 Hour Rolling Overtime Week Overtime Starts after Day Overtime wio Health Benefits starts afte| .. . .
0 0 2 % Accrual Policies PTO [ Sick
7 40 hours, notify after | 39.5 hours 0 |hours
and ‘!wugys‘om ‘ A\ Alert Notification Settings
@ slackout Request-Off Dates
Day Overtime with Health Benefits starts after Day Double Overtime Starts after Consecutive Day Overtime Starts after Meal Deductions
0 | nours 0 | hours 0 days For Shifts > [0.0 hours {iit Late [ No-Show | Term [ Scorecards

and it wage < §0.00 Limit to Shifts which Begin After | 51 B8 quick Links / Dashboard Widgets

Max Credits per Da l—
B y|—‘ A\ clobal / shift Prompts setup

Partial Shift Worked Pay Split Shift Minimum Hours. Effective Wage Supplemental Pay Span Split Shift Minimum Wage & Payroll Mapping
Start Date | |0 | hours Q None () bay $0.00 |
— O week (O pay period 7 A& roint of Sale Mapping
0| % of Shift Length

[[] include OT Premium wages A
lj Hours min | 0| Hours max Importing

& Payments / Billing

Maximum Hourly Wage Allowed in Payroll Prompt for 80/20 Tipped Wage Compliance AM PM Flip Roles Dividing Time Work Spread Penalty Max Hours
s[ooo0 | _ [ [0 hours soo0 |
Callin Pay (set minimum punch length and rate)  Credit Card Processing Fee Include Tips in Payroll  CC Fee only on Original Tips  CC Fee on Auto Grat

\j Removed from Tips: D.DUOl % ¥ v

Call-In Pay Min Hours

lo | nours

Call-in Pay Wage

s/0.00

Choose Bi-Weekly, Semi-Monthly, or Weekly payroll frequency. Provide entries for all
related fields and for any overtime settings that pertain to your state.

Payroll Frequency

Bi-Weekly (26 periods)

Bi-Weekly (26 periods)

Twice per Manth (24 periods)
Weekly (52 periods)

Remember to click Save Payroll Options at the bottom of the Default Payroll Settings
section after making any adjustments to payroll settings:
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Break Warning Alert Advanced Notification Break Violations as Hours to Payroll Provider

mins

Include Break Penalties in Payroll Report Standard Break Button Titles

Break In/Out Notifications sent to Managers

Flag Breaks in Daily Summary

Paid Break Title|Paid Break

] Single Break more than E] mins

Unpaid Break Title[Unpold Break

] Total Shift breaks more than E] mins

[J meal Break

D If No Breaks

Fair Work Week Rules

Add Fair Work Week Rule

Save Payroll Options

The following video provides further detail.
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Permission Templates

Last Modified on 07/13/2023 9:18 am MDT

In addition to using Teamwork's existing permission levels, (Manage Employee Permission
Settings), you can create custom permission templates.

From the Main Toolbar > Gearwheel Menu > General Settings.

Scroll to Permission Templates

You will see Stock Permissions in grey, and Custom Permissions (if any have been

created) in blue.

Rory Dema

@
Teamw?JL Dashboard  Schedules Employees Reports Share Files 53 g,f. Taals

Fermission Templates

Create and Customize Permission Templates

Ackd 0 New Termphate

Enter title Add Templote | copy rem | Hong -

Migrate Parmission Templatas

Migrate All Employoas with Tempiate | Nona | taTempiate [seiect n tamplate below q ]

V4

Permission Templates

Which are EDITABLE

View or ¥ Existing Templates () No Employes Defout Templats
1

Company Admin

Custom permissions are blue

T o

Migeate

ZO\ [Lucy's Tacos GM |

All copobilites including
setiong wagas. Privy Lo all

30‘ |Tace shift Manager

sl chock-in, and vies

i 068 (PR

hiwrly wiages

! ew emloyee Defautt
rine s e
Tralning
Resnuons

TO\ [Rory's Fabulous Foods  |® aq Send alerts @ aq Limited Permissions

Used with Assign
Permission - Limited

ot bttt -

) e Sroployan Dttt

[

Hige oz Choce

Eroad copobilties to schaduls, |

Copy o Change:

— Base Employes - No =

Ty BAlouT

"
o,

Stock permis
NOT- EDITABLE

@ ‘Q_ Employes (No Permission 0, MOD

= Parmissions applied to

Tech support

sions are

grey ‘\

Enable Mobile Clock=In

Allow Clock-In Station to

. = Permiggions = MODs durmg shilts, be selup

s{fi | = |tnanciol data. Bxcludes the = |analytics. Wages not sh R 5 - e

| = abllity te assign permissions reports, butmecmcallycould e ote - Capy to Changs e - Copy 1o Ghongs
to others, and to view ond adit be conchuded L

@ “Q |TEsT ®

= = |anmanager [U1). pius able to
S| view hourly WOges in reports.
i loyan Detout f ly wages in rep

" ik s o

T warws Ernployas Detoult

?

If you click the View icon, you will be able to see all the individual permissions associates

with the selected template.

Permission Templates

View or Edit Existing Templates @ No Empleyee Defoult Template
1 2
Company Admin Q [Lucy’s Tacos GM

|® SO\ Taco Shift Manager

All capabilities including
setting wages. Privy to all
financial data. Excludes the
ability to assign permissions
to others, and to view and edit
hourly wages.

raining

Resources ﬁ ﬁ 5\

sl

) New Employee Defoult

Broad capabilities to schedule,
edit clock-ins, and view
analytics. Wages not shown in
reports, but theoretically could
be concluded.

|
) New Employes Default
D Hide os Choice

® ﬂQ Employee (No Permission:

= Base Employee - No
= | Permissions

Not Editoble - Copy to C"!BHQE
) New Employea Default
[Jide os choice

Training ﬁ%‘j
Resources

" Jricte as choice Teeiining ofit
Training Resources AT i
{ Resources offj
a [] e o 0, = y

O\ [Rory's Fabulous Foods  |® QO [send alerts |® Q, Limited Permissions Q, [shift lead [
= | = | = Used with Assign = ‘

; = == Permission - Limit S

O New Employee Defouit O New Employee Default ermission - Limited O New Employse Default

[ vide as chaice [ ide as chaice blotEdkahle = Copyio Chonga [ Hice as choice
raining Training Training Training
Resources Im Resources Om s ] nﬁ Resources ]q

Scroll down to see the bank of permissions --- those that are checked are associated

with the selected permission template.
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General Analytics - Schedule View

Company Settings View Daily - Non Financials
Change company settings Can view daily non financial analytics in schedule view
‘« Send Alerts v View Daily - Hourly Wage Data
Send custom alerts to employees Can view daily financial analytics in schedule view
Receive Messages View Daily - Salary Data
Include in Send Messages Employee List Can view daily salary financials analytics in schedule view
v Ignore Restricted Clock-In View Weekly - Non Financials
This allows an employee to Clock-In at anytime Can view weekly non financial analytics in schedule view
Assign Permissions v View Weekly - Hourly Wage Data
Assign Permissions to Employees Can view weekly financial analytics in schedule view
v Personal Information Sharing View Weekly - Salary Data
Able to view employee phone & email information regardless of privacy Can view weekly salary financials analytics in schedule view
settings v Enter Sales Projections
Create Library Document Groups Can enter sales projections and comments in schedule view
Create Document Groups in the Library that can be shared with Employees . Enter Sales Actuals
Payroll Mapping Can enter sales actuals in schedule view
Map Employees and Earnings codes to your payroll provider / Tip Calculator
POS Mapping Access to create Tip Bundle
Map Employees to your POS provider Tip Templates

Access to create Tio Tembplates

You cannot modify the grey stock permissions.
You can create Custom Permissions, which are editable

1. Type the Title of your new template
2. Use the "Copy From" dropdown to base the template on a preexisting template
3. Press "Add Template”

Permission Templates

Create and Customize Permission Templates

Add a New Template /
|Market Leader | | Add Template | copy from| | None v

Migrate Permission Templates Lucy's Tacos GM
Taco shift Manager

Migrate All Employees with Ternplutel None Employee (No Permissions) e below Q )| migrate
MOD

Enable Mobile Clock-In

Permission Templates
Rory's Fobulous Foods

4. Now you are able to select the custom template you've created

[Market Leader x

[ctck to eat]

New Employee Default

["IHide as Choice 3iii

5. Select and deselect the permissions to suit modify your custom template
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Clock In
View Clock-Ins in Schedule

Able to expand schedule view to show clock-ins
Create / Modify / Approve Clock In

Can create, edit and approve clock-ins
Approve Clock In

Can approve clock-ins

Create / Modify Clock-Ins Only for the Current Day
Can Create or Modify Clock-Ins but only for the current day. Can NOT se¢
Unpublished Schedules

Can Approve Own Time Punches
Can approve their own time punches

Can Edit Own Time Punches
Can edit their own time punches

6. Now your custom template will appear as a choice when assigning permissions to
employees

N
= = 5) s
Market Leader
© SusieCakes-Golden Image A b g
BOH Head Baker
Employee - Base Level
SusieCakes-Golden Image BOH v Employee (No Permissions) ‘
Bookkeeper
FOH Enable Mobile Clock-In
SusieCakes-Golden Image FOH View Logbook
Training and Development

© 01 - Brentwood
FOH

01 - Brentwood FOH _4General Manager

approved by C Kilpatrick

<

To see which employees have a permission, click on the people icon

SQ (General Manager

(et to oot

New Employee Default

" IHide as Choice 12 "i"

Employee Schedules
Cuevas, Esmeralda 03 - Newport Beach BOH, 15 - Laguna Niguel BOH

Friedman, Emily 01 - Brentwood BOH, 30 - Downtown LA BOH
Medrano, Veronica 19 - Dallas BOH

Rizzo, Peter 06 - Chestnut BOH, 24 - Fremont BOH, 27 - Laurel Village BOH
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To migrate employees from one template to a new template (for instance if you want to
migrate employees to a custom template), select the template to migrate FROM, and TO,

as shown below, and press Migrate

Migrate Permission Templates (
From

Migrote Al Employees with Template| Schoduling Monager (1) w | to Template Lucy's Tacos GM Migrate

Permissian Templates
View or Edit Bristing Templates ) ho employes Delout Tempksie

Company Admin HO‘ Lucy's Taces GM |@) Q | Taco shift Manager [0] JO\ Employee (No Permission :O\ MOD

- All cagabilities including Brocd copabilities to schedule, == Base Employas - No == |Permissions applied to
Trinig setting woges. Privy to all edit clack-ing, and view = Parmissions = |MODs during shifts.
Razaurces ‘5@ ﬁ sfii | = financioldota Excludes the = |onalytice Wages not shown in
= ability 1o assign permissions eports, & salically Goukl

'Q, [Rory's Fobulous Foods @ 'O} 'send alerts |® 'Q Umited Permissions Q) 'shiftlead ® 'Q TSt

m g

= ’— = = Used with Assign

== | All manager (L), plus able to

To block a template from accidentally being used, select "Hide as Choice’

70\ Manager (L2)

All Manager (L1), plus able
to view hourly wages & in
reports.

Not Editable - Copy to Change

New Employee Default

_4 Hide as Choice o {§
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POS (Point of Sale) Sync

Last Modified on 12/24/2023 2:46 pm MST

Teamwork will import Sales Data from your Point of Sale System for real-time data

syncing.

Go to General Settings from the Gearwheel in the top right.

\/

Q 1 A Tech Support

{& General Settings

@ Roles [ Groups Settings

£ Logbook Pro Settings

£® rReminders, Certifications & Custom
2 wage settings / Rules

®Z Holiday / Premium Wages

& T1ip Templates [ Settings

il Analytics / Publishing Settings

#— Accrual Policies PTO / Sick

N\ Alert Notification Settings

¥ Blackout Request-Off Dates

J§ Late / No-Show / Term / Scorecards
% Quick Links / Dashboard Widgets
A ciobal / shift Prompts Setup

& Payroll Mapping

4 Point of Sale Mapping

4+ importing

& Payments [ Billing

Scroll to Create New POS Sync Account
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Find your Point of Sale System, and enter your credentials
Be sure to indicate your preference of NET SALES or GROSS SALES for your analytics

If you don't see your Point of Sale system listed, please contact us,
teamworksupport@spoton.com

If you have questions related to mapping departments or locations, please contact
us, teamworksupport@spoton.com

Y

Create New POS Sync Account
Breaderumb® Point of Sale Toast® Paint of Sale Tabit® Point of Sale
Upserve/Breaderumb Credentials Toast Credentials | Tabit Credantials
SpotOmeE Paint of Sale SpatOn Enterprisel POS SpatORD Retail POS
SpotCn Credentials I SpotOn Enterprise Credenticls { SpotOn Retall Credentials ]
Varifone® Point of Sale RS5HD Data Store ‘Quf Point of Sale
Veritons Stare Cradentials RSl Cradantiols Qu Cradantials
RPowerk Point of Sale Squarell Paint of Sale NCR Silver/Prot Paint of Sale
RPower Credentials l Square APl Credentials ] { MCR Sitver|Pro Credentials
[ remova Gift cards fram Sales Total
Use Job a5 Roles
: :Usc Teams
Revel® Point of Sale Clovert Point of Sale MaobileBytess AP| Point of Sale
Feval Cradantials Clewear Cradentials MaobileBytes AP Credentials
[ remove Gift Gards from Sales Total Mowve Existing Clover Account from another Company
MobileBytes® Point of Sale Lavuf Point of Sale Caka® Point of Sala
MabileBytes (hack) Credentials | Lavu Cradantials Coka Credenticls
R385 Point of Sale SquareSpaceStore

R36% Credentials SgquareSpace AP| Key

Save All Changes

Remember at the bottom of the page
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Other Settings, Early & Late Clock-
In, Break Defaults, Etc.

Last Modified on 10/03/2023 11:46 pm MDT

Important Other Settings Upon Initial Setup

From the Main Menu Bar, click the Gearwheel icon and then General Settings. Scroll to
Other Settings at the bottom of the page.

Other Settings

Default Wage Shﬂw 24 hour (military) Time Format

$ |0.00 l

Send Alerts for Approaching Shifts @1 Hour
and @1 Day

Minutes to be considered leaving early

Minutes to be considered late
0

Send Late Alert after
| 5 ‘ mins
Regular Employee Working Hours. For Minutes allowed to Clock-In early Minutes allowed to Clock-Out Late
employee availability bounds 2 = =
mins B CH
startat [8a tnd at
Number of Months for "Offered Shifts
display
1

Clock-In will be Unscheduled
If more than

‘Warning Flag for shifts longer than Auto Clock Out Clock-Ins
1| hours past shift 12 hours ﬁ Over ‘12 |hDurs
start (®) At End Of Business Day
O A[| 12 v| AM V‘euerydny
. .
1. Minutes to be considered late

Clock-In records and employee files will track late arrivals according to this value.
2. Minutes allowed to Clock-In early

If an employee Clocks-In prior to this allowance, they are either, warned and
prompted for a reason (default behavior), or blocked. Behavior may be set per
location. See Location Settings

3. Auto Clock Out Clock=-Ins

If an employee forgets to cock-out, the system will auto-clock them out, and

generate a message to manager that the time punch requires adjustment. There
are three available options to determine when to auto clock-out an employee:

e Over n hours - set this value to auto clock-out employees with time punches
longer than n hours

e At End of Business Day - will auto clock-out employees at the location's set end
of business day

e AXAM/[PM every day - set this value to custom time that will auto-clock out

385


https://dolcesoftware.knowledgeowl.com/help/configure-locations

employees

Remember to click Save All Changes at the bottom of the General Settings page after
adjustments.

| save AllChanges

Clock-In Restrictions
Alerts [ Message Reading Rules (dropdown menu)

From the Main Menu Bar, click the Gearwheel icon and then General Settings. Scroll
to the Schedules section. Open the Schedule Settings for a specific schedule by
clicking the # icon to the left of the name of the schedule and scroll to the Clock=-In
Restrictions section.

Teamwork generates system alerts (i.e. "Your Shift Trade is Approved"), as well as
Managerial Messages (i.e. "Openers, remember to prepare extra product for today's
function”).

Clock-In Restrictions
D Allow Clock-In Requests from Employees
[ only allow clock-in [ clock-out from embedded
devices like Breadcrumb, Clover, SpotOn, SpotOn
Retail, SpotOn Enterprise
[[]send All shifts to POS

[[Jmanager Approval on All Clock-ins

Clock-In Early / Unscheduled:

‘ Allowed - Prompt for Reason V‘

Clock-In Late:

‘ Allowed - Prompt for Reason V‘

Clock-Out Late

‘ Allowed - Prompt for Reason V‘

Alert/Message Reading Rules

No Alert Reading Forced v

No Alert Reading Forced
Force Read Before Clock-In
Force Read Critical Alerts Only Before Clock-in

Force Read Before Clock-Out
Force Read Critical Alerts Only Before Clock-Out

By default, Teamwork requires that messages be read before clock-in is allowed. You
may change the behavior in this dropdown.

Note: Use the Break Settings for states or companies that require breaks of certain
lengths per shifts over [x] hours

Remember to click Save All Changes at the bottom of the General Settings page.
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Save All Changes
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Entering Payment

Last Modified on 07/13/2023 9:23 am MDT

Go to Gearwheel Menu > Payments / Billing

{?} General Settings

@' Roles [ Groups Settings

= Logbook Pro Settings

@ Reminders, Certifications & Custom
©3 wage Settings | Rules

D4 Holiday [ Premium Wages

& Tip Templates | settings

fé Analytics [ Publishing Settings

£ Accrual | Policies PTO [ Sick

A\ Alert Notification Settings

@ Blackout Request-Off Dates

{E Late / No-Show [ Term [ Scorecards
@, Quick Links [ Dashboard Widgets
A\ Global [ shift Prompts Setup

& Payroll Mapping

A Point of Sale Mapping

-B Importing

& Payments / Billing |

Press the button to add payment

Add Credit Card
Payment Method

Enter Credit Card information. You will be charged monthly.

You will have the possibility to setup payment methods for different Locations (Payroll
Groups)

Dolce Clock Payroll Group

v Choose a Payroll Group

Administrative - 4 Employees

Canton St - 31 Employees
OMP - 70 Employees
Parkaire - 0 Employees

l
berﬂ
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Enter Credit Card information. You will be charged monthly.
NOTES:

This page will also show you your company's billing history

Payment History

Payment Date Payroll Group fc';:cdu ;::‘vr: ETeih e ;h::s 2::;:; Processing Notes Dolce Notes
£ | Mar16,2023 9.a3am 29 $196.00/
=) | Mar16, 2023 9:a3am = 69 $276.00/
= | Mar 16,2023 9:43am &= 7 $2800 ./
=) | Mar16, 2023 9:a3am IR 3 $12.00 /'
£ | Mar16,2023 9:43am S 34 $136.00/
=) | Mar16,2023 9:43am [ ] 85 $260.00/
£ | Mar16,2023 9.a3am e 7 $2800
=) | Mar16,2023 9:43am = 1 $4.00./
£ | Mar16,2023 9.a3am e 29 $16.00/

Monthly invoices will be sent to email addresses entered into the billing screen, as shown
below:

Subscription Plans / Payment Information

Also send payment receipt to (comma separated email list):

[test@test.ccm

Save

To Print a Billing Invoice, press the Print icon by the date of payment.

Payment Date

' = Mar 16, 2023 9:43am

Trial Expiration

We know things can slip through the cracks. If your trial expires, and there is still not a
payment method associated with the applicable paygroup, Teamwork will not prevent
you from accessing your account. The system will prevent:

1. The publication of schedules within the affected paygroups
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2. Running a payroll report for the affected paygroups

And you will be presented with the following message, and a link to the Payments / Billing

page.
a3

= & R
A Payment Method is not Setup for the Payroll Group Tesillissi’ or for the whole company I ssiigiies Restaurant Group'.
Please setup a Payment Method before continuing.

'—4( Click Here to Setup a Payment Method )
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Assigning a Primary Location to a

Newly Imported Employee

Last Modified on 12/24/2023 2:52 pm MST

When importing an employee from the POS, in the event that there is not sufficient
information to place the employee into a specific location or department, Teamwork
places the employee in a roster called "Newly Imported Employees”.

The employee must be assigned a Primary Location.

Go to Employees from the top toolbar.

Poweredy =
ospoton Sign out Dashboard Schedules Employees Reports Share Files £ Tools Trial Expired Q {§} &

From the Employee List dropdown selector

Employee List

[ 2 of 26 Schedules v]

Check the Location called "Newly Imported Employees”’ to make it viewable.

I Newly Imported Employees

Scroll to the Newly Imported Employee roster, locate the employee, and press the edit
icon:

Test, Employee

(Test, E) @

1M 19d since hired

From the employee'’s Profile tab, scroll down until you see "Locations’, and indicate a
Primary (and additional working if desired) Location(s).
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Locations

Primary Working View
FOH o v Y
Kitchen O ] @]

To complete, press

Update Account

Remember to add phone, email, and Role data, to new employees, and INVITE them into
they system.

http://support.dolceclock.com/help/invite-employees
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Adding Working Locations and
Roles to Employees

Last Modified on 10/22/2023 11:01 am MDT
Viewing Employees
From the Main Toolbar go to Employees

Expose available Schedules from the dropdown selector shown below

-

&+
Teamwg':!_s Dashboard Schedules Employees Reports Share Files é é‘é Tools

Employee List

‘ 2 of 16 Schedules v‘

Employees will appear grouped with schedules / locations where they are able to work

© Brooks
FOH

Vv FOH

Vrfy Txt / Email - 86% Only One, 43% Both

Name 3

Unassigned (employee place holder) @
Crandall, Lauren

1Im 3d since hired @ ﬁ@ I
Frye, Trace

4212’d since rY.red @ f(?) t

In addition to their one Primary location / schedule, and any number of additional
Working locations / schedules.

The icon above indicates the displayed location is an Additional working location for
the employee (as opposed to employee's Primary identity)
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Administrative

Vv Administrative
Vrfy Txt / Email - 8% Only One, 0% Both

Name

Unassigned (employee place holder)

: ) Bleepe, Grey
Primary location for employee )(B\eepe, G)

28d since hired

Boy, Chonky
Additional working location for employee )‘ (Boy,C)

4m 22d since hired

Configuring Employee's Primary [ Working Locations

1. Press the EDIT (pencil icon) to the right of the name of the employee. This will bring

you to the employee's profile.

White, Walter '

(white, w) & B

17d since hired

2. Navigate to the Schedules [ Roles tab of the employee's profile. Check one Primary

and any number of additional Working schedules.

M

Profile Schedules / Roles Salary / Wages Permissions Alerts Admin Alerts Reminders, Certs & Custom Input Manager Notes

Filter by Locotion:[ Clyde's Felines and Fries v ‘

Schedules - primary Schedule is Clyde's Felines and Fries - Main Restaurant: Main

Primary Working  View
Clyde's Felines and Fries (
Main Restaurant

Main ® (
Administrative
N
O
@)

Administrative C
No Location Association
Newly Imported Employees O OJ O hd

Working Location Quick-Add [ Remove

1. From the Employees Page, display the schedule you want to add an employee to,
and press Add Existing Employee.
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9 Clyde's Felines and Fries

Main Restaurant
v Main Y

Vrfy Txt / Email - 8% Only One, 0% Both Add Existing Employees ‘B

2. From the Dropdown list, find the employee from their Primary location, and check the

box to the left of their name to add.

Add Existing Employees to Newly Imported Employees

Set| working V‘ employees for this schedule | aAdd Existing Employees A

[[]clyde's Felines and Fries
[_IMain Restaurant
[_IMain
[] Boy, Chonky
D Derpson, Onix
[_] host, Fluffy

Quick Add / Remove from a location can also be taken from the Schedule (sorted in
the By Employee schedule type)

8+
Teamwgolll‘(, Dashboard Schedules Employees Reports Share Files =} Bty Tools o®&® A Tech Suppor

Sortby: A-Z | Roles | AM/PM Roles | Groups ¥ EDT

Clyde's Felines and Fries
v s s : 0o,
Administrative Draft: This schedule is not visibie to employees. [l EI "N Q B =52 ¥ & @

A ghow Requrements [Heod o0 oct 16 @) B & Tue Oct 7@, B2 WedOcti8 @ B2  Thuoctis@ B2 Frioct 20 @3 B2 satoct 219 B &.nodzz @ Ba

Add = Add w Add w Add w Add w Add w Add =
45°F - 54°F 45°F - B3%F AFF - 62°F 48°F - 56°F 50°F - 58°F 44°F - 55°F 38° - 52°F
Day - Mostly Day - Mostly Day - Partly Day - Rain Day - Drizzle Day - Mostly Day - Mostly Clear
Cloudy Cloudy Cloudy vu+ 49% precip . 59% precip Cloudy

19% precip

Hrs Wrk0.00

Hrs: 0.00 Shifts: 0
Bleepe, Grey
Hrs Wrkc0.00

Hrs: 0.00 Shifts: 0
Purposes, Testing
Hrs Wrk0.00

Hrs: 0.00 Shifts: 0
Trunk, Azul,
Hrs Wrkc0.00

Hrs: 0.00 Shifts

Adding Roles to Employee

1. From the employee’s profile, click on the Schedules [ Roles tab and scroll down until

the Roles section is visible.
2. Move any desired roles from the All Roles section into the grey Employee’s Roles box.
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Roles - create new roles in Dolce Click Here

Employee's Roles: (drop here)

AllRoles: (drag from here) If you don't see the role below, please add the role to the working

)

schedule on the Role Settings page.
[ Busser ®]
Cleaner ] [ Cook ] [ Dishwasher
[ Dishwasher
Expo ] [ Run ] [ Training
[ Run

]

Adding Roles to an Employee from the Schedule METHOD #1

The system disallows the copying or pasting of a shift to an employee who lacks role

qualification to work that shift.

To override and qualify the employee for the role, hold down SHIFT when pasting the [new

role] shift

Chenky Boy Demo

TEUngLIS Dashboard Schedules Employees Reports

Main

Pantherson, Asher
Hrs Wrk0.00

Hrs: 40,00 Shifts:
Firate, Steve The
4rs Wric50.00

Hrs: 48,00 Shifts: 6

Spots, Captain
Hrs Wri16.00
Hrs: 40,00 Shifts: §

Timid, Diego
Hrs Wrk16.00
Hrs: 40,00 Shifts: §

White, Walter
Hrs Wric0.00
irs: 16.0 Shifts: 2

Hours
§ Hourly
Penalty/Violations

& Znpeiremerts 003 o oct 16 @ B2 L) Tue Oct7 @& B2

. 8:000m - 5:00pm ()| |  9:00am -
Barback

@
Files [octig 2023 [ & 2@ Tools

72 Thuoath® B2

v Add

o206 B2

Add = Add Add ¥

€.0 / 8.0 brs 8.0 / 8.0 hzs 8.0 / 8.0 hzs

| 900om-500pm || @00am-500pm | |
Lead Lead
B-- e0 nes - 0 nes
| @:00am - 5:00pm D[] @00am-500pm [}
Maintenance Maintenance
5:008m - 5:00pmy | [ 8.0 nes

€.0 / 8.0 hzs

(E]

&:00am - 5:00pm ) [}
Maintenance
3:008m - 10: 18V

13.3 7 8.0 hrs 8.0 / 8.0 hrs

| 900am- 5:00pm [} 900am-500pm [}
Barback Barback

B0 B-

Barback
3:00am - §:00p=V 8.0 hrs

£.0 / 8.0 brs

8:00am - 5:00pm 3 |}

() 9000m-500pm [} 900am-500pm [}
Cook Cook Cook

B snirt = Poste Override
Alt/Option = Continuous Paste

_Hold the shift key and click to paste

Adding Roles to Employee from the Schedule METHOD #2

When adding or editing a shift, select the unqualified role from the role dropdown list.
Then click the red = Not Qualified link, and follow the prompts.

3:00am - 5:00pa¥ B-- .0 hee - e.0 nas
.0 / 8.0 hra
'@00om -500pm M 9:00am - 5:00pm
Cook Caok
- s}
All 1l Clock-Ins 8 Clock-ins, 2NS - 7 H\uck ns BNS-0 | 4Clock-ina 7NS-0 | 1Clock-ing BNS -0 0 Cleck-ins, 4 NS - 0 0 Clock-Ins, 2NS - 0
Approved Approved Annenien ! Ao Approved Approved Approved
Employee Shift Copy / Paste x
T = 05 This employee is not qualified for B Tl R
the role ‘Barback'. Proceed?
64.0 828 o 709 80.0 16.0 445 80 16.0 00
2 2 2 2 2
40 $68 $75 $74 5200 $0 $160 50 $2.032 $0
9@3500 E@$1000, 2@3000 1@3%000 0@30.00
1 '
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Add a New Shift for Wednesday at caten[wan ]
! employee Pool Rolesl Not Qn.cmﬂedl employee(s)

QPrimary L_ocmlon [Runner v] Klb walter - (16.0 hrs) vw
@ All Associated
shift Start Time shift End Time - dontshow ]  Expected Break Time
[octig 2023 (5 [300pm | [octis 2028 ([ naopm | (mmutes) e
Shift Audit
Designated Breaks ¢
i Shift Notes (displayed on schedule) Y,

/ [ 4] Scheduled Unscheduled
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Adjusting Employee Reactivation
Date

Last Modified on 09/06/2023 8:27 am MDT

1. Click on employee name from the Schedule, or Availability Icon from the Employee
page as shown below

Teumw.,%c.k. Dashboard Schedules Employees Reports ShareFiles £2  Tools

Name Email send verify Phone sendvenly  languoge Parmissions  Active

Unassigned (smployee piace halder) E

Tast, Employesa

(TestE) Py "I sl English
L

2. Delete the Activation by pressing the "X’

3. Add the correct Activation Date and SAVE

AVG"G b‘i"ty Clnd DCIYS Oﬂ: for Employee Test

Edit Profile for Employee Test ]

Availability Requested Days Off Work Active | Inactive Dates PTO [ Policies

Start Date: | £ Reason: |

Inactivated: | Friday Jun 16, 2023 | Changed by: Tech Support mclmsgr;r Eﬂcr:llrngznctwcte-Inc:ctwc:te
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Availability ~ Reguested Days Off  Work Active [ Inactive Dates  PTO | Policies

Start Date:| junz,2023  [y] Reason:| |

Inactivated: ;.0 sclay Jun 14, 2023 Changed by: Tech Support Emﬁ ﬂnﬂauglgm'mm' Inaictivate

Started: wednesday Jun 14, 2023 Changed by: Tech Suppaort mm fﬁ}ir'g 2;0 Active State Import (man_api)
Inactivatad: Tuesday Jun 13, 2023 Changed by: Tach Support Reason: Manual Activate-Inactivate

Wpdated on Jun 13, 2023
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Inactivate & Reactivate
Employees

Last Modified on 09/24/2023 218 pm MDT

Three methods to inactivate an employee

1. From the Employees Page: Uncheck the Active checkbox

Name Email send verify Phone sendverify  Language Permissions  Active
Unassigned (employee place holder)

/ Invite All Unactivated
Unverified: No Txts
Crandall, ke

oo English v i i i
1Im 3d since hired ’;_?D Admin Invite (Activated)

(ENRNEN

2. From an employee's Profile tab: Toggle the Active switch to OFF

E‘ Se
Edit Profile for benny Sparrow

[ Edit Availability, Days Off and Activate/Inactivate ]

Back to Employee Lis

Profile Schedules [ Roles salary | Wages Permissions Alerts Reminders, Certs & Custom Input Manager Notes

Contact Information [ on @)
Merge: Move shifts, Pnches, Wages, Roles, Tips and PTO from £ find an employee  To this Employee| erge |

Active
Notification Methods

Preferred Gender Pronouns

Need Email or
Push Notifications: No bevice Detected

Phone to Invite
Download the DolceClock App for Apple or Employee Login
First Name (or nickname) Andiroid phones to get notifications
Unverified: No Emails Sparrow, be Send Password
benny Emoail Address Raet
Legal First Name (payroll)

] New Password

] A
Verifcation key ]

contain at least: 6
Confirm New Password characters, 1

3. From employee's Availability & Preferences settings: Click the Work Active /[ Inactive

Dates tab

The Work Active [ Inactive Dates tab allows you to set a custom calendar date for
inactivation in the future. You can also add a Reason and Terms of the inactivation.

Click Ssave at the bottom of this page to save the inactivation.

AVQiIQb"ity Gnd DCIys Off for Asher Pantherson

| Edit Profile for Asher Pantherson ] r\

.
Availability Requested Days Off  Work Active / Inactive Dates PTO [ Policies

Inactivate Employee orf | oct 31, 2023 E Reason: | ‘ Terms:‘ + | [ Exclude from Payroll Export

(Select this if you are paying
the employee prior to the

regular payroll run, and want
the employee to be excluded
from the regular payroll run)

Created in SpotOn Teamwork: | Wednesday May 31, 2023‘ Source: manually by Tech Support

\,’
Iy
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Reactivating Employees

From the Employees page, select the Inactive roster as shown below, and check the

Active Checkbox for the employee you wish to activate.

l 2 of 26 Schedules vl ‘

NOTE: If your settings look to Payroll or POS for activation / inactivation, the preceding
selections may not apply

© Brooks
FOH
v FOH
Vrfy Txt / Email - 43% Only One, 21% Both
Name Email Phone Language Permissions Active
glgx)lgj' oAr\DDhg(I:'\:Q, 2018 @ [?@ Admin O
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Assigning Employees to Primary
and Working Schedules

Last Modified on 08/02/2022 7:30 am MDT

From the Main Toolbar go to Employees

Expose available Schedules from the dropdown selector shown below

Powered by
OSpotOn Sign out Dashboard Schedules Employees Reports Share Files g Tools

Employee List <«

i 10f 26 Schedules v]

Employees will appear grouped with schedules / locations where they are able to work

© Brooks
FOH

v FOH

Vrfy Txt / Email - 86% Only One, 43% Both

Name E

Unassigned (employee place holder) @
Crandall, Lauren

1Im 3d since hired @ ﬁ@ b
Frye, Trace
4212d since Izlired @ @ t

In addition to their one Primary location / schedule, and any number of additional
Working locations / schedules.

‘ indicates an Additional working location (as opposed to employee's
Primary identity)
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BOH

v Market Grille BOH

Vrfy Txt / Email - 52% Only One, 14% Both

Name

Unassigned (employee place holder)

Primary Location

for employee —*Bailey, Aaron

Billie, Jaylin

Add |t|on al —*“ Castrillon, Laureano
Working Location

for Employee
Configuring Employee's Primary [ Working Locations

1. Press EDIT

.

Kreisel, Glenn @ [

2. Check one Primary and any number of additional Working schedules

Primary  Working / View

Market Grille
FOH
Market Grille Server
Market Grille Bar
Market Grille Run O v
Market Grille Bus - B
Market Grille Host
BOH
Market Grille BOH o % v
MGT
Market Grille MGT

Working Location Quick-Add [ Remove

1. From Employees Page, find the schedule you want to add an employee to, and

press Add Existing Employee
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9 Brooks
FOH

2 (Aol

Vrfy Txt / Email - 86% Only One, 43% Both

Add Existing Employees  [XSEINEIE T oTVER)

2. From the Dropdown list, find employee from their Primary location, and check to add.

Add Existing Employees to SGM

employees for this schedule [ Add Existing Employees /\l

[ ]Brooks

(JFoH
(JroH

(] crandall, Lauren

[JFrye, Tracey

[ kreisel, Glenn
[[] sparrow, Ben Geoffrey

[ sparrow, benny

Add Existint

Quick Add / Remove from a location can also be taken from the Schedule (sorted in
the By Employee schedule type)

&0
D?ylocsw% Dashboard Schedules Employees Reports Share Files £ &y Tools

Market Grille
v

Hrs: 000 Shifts: 0

Landoling, Jamie
Hrs: 18,00 Shifts: 2

Bane, Audrey
Hrs: 22,00 Shifts:3
Gonzalez, Justin
Hrs: 3600 5hifts: 5

Maldonado, Martin
Hrs: 3250 Shifts: 5
Mesnil, Edward

Hrs: 20,00 Shifts: 4

@ Trellq, Elena
Hrs®0-4%. 33,75 shifts® 5. 6

Castrillon, Laureano
Hrs: 000 Shifts: 0
Manke, Jack
Hrs:000 Shifts: 0

Market Grille Run Fiteron

Add v

__Raininthe moming,
s 89% (B4°F - 85°F)

A Show Requirements Mon Jun 13 @4 [5 & Tue Jun 142 [5

Add v

Clear throughout the
& day.0% (57°F - 83°F)

Wed Jun 15 @ [5
Add v

Thu Jun 16 24 5
Add v

Jom

Published on Jun 16th by L Lemieux

Fri Jun 17 [

Add v

' throughout the day.

T 2% (57°F - 82°F)

J throughout the day.
5 14% (60°F - 72°F)

.4 throughout the day.
L% 5a% (64°F - 85°F)

satJun 18 @ [
Add v

__ Lightrain overnight
Sy 44% (51°F - 68°F)

QRRyY

sun Jun19@ 5

Add v

__ Possiblelight rain in
54 the moming. 73%

L% (agF-7F)

([

spoton (Market Grille) SYNC g

Add [ Remove
Employees

Flag Day Juneteenth
Father's Day
Expo
10:00am - 8:00pm 10:00am - 4:00pm
Expo Expo
Run
5:00pm - 11:00pm 5:00pm - 11:00pm 10:00am - 8:00pm
Run Run Run
4:00pm - 9:00pm 4:00pm - 10:00pm 4:00pm - 10:00pm
12:00pm - 9:00pm 12:00pm - 9:00pm Run Run Run
e S s 10:30am - 4:00pm 12:00pm - 9:00pm
4:00pm - 10:00pm 4:00pm - 10:00pm 4:00pm - 10:00pm Run Run
4:00pm - 9:00pm 4:00pm - 9:00pm 4:00pm - 9:00pm 4:00pm - 9:00pm
Run Run Run Run
N i ) i ) e H Market Grile 1 i
4:00pm - 10:00pm 4:00pm - 10:00pm 4:00pm - 10:00pm 1:15am - 4:00pm 4:00pm - 10:00pm
4:00pm - 9:00pm
Run
Unscheduled
Alll Clock-In Approved [ All1 Clock-In Approved Al 1 Clock-In Approved All 2 Clock-Ins All 2 Clock-Ins All 4 Clock-Ins All 4 Clock-Ins
Approved Approved Approved Approved

e From the Dropdown list, find employee from their Primary location, and check to add.
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Add Existing Employees to SGM

Set employees for this schedule [ Add Existing Employees A

[ )Brooks
(JFoH
(JFoH

[J crandall, Lauren
[J Frye, Tracey
E] Kreisel, Glenn
(] sparrow, Ben Geoffrey
([ sparrow, benny Add Existin,
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Confirming Employee Import
fromn POS or Payroll

Last Modified on 12/24/2023 1:37 pm MST

Confirming Employees

Teamwork will prompt you to "Confirm” an employee - which is to verify that the
employee does not already exist in the company / Teamwork, and provides an
opportunity to specify which location(s) / schedule(s) and roles the employee can work.

On the Schedule, employees needing confirmation will show the following button

Rodrigue, Scott

Confirm Import

From the Dashboard, employees needing confirmation are also listed listed:

_ Newly Imported Employees

Employees Needing Confirmation

Victoria Kusy imported from 'Giuseppe' needs to be setup in Dolce Clock imported on Jan 21, 2019
Jefrey Ventura imported from 'Double Knot' needs to be setup in Dolce Clock imported on Jan 12, 2019
Carlos Nufio imported from 'Double Knot' needs to be setup in Dolce Clock imported on Jan 4, 2019

To "Confirm" an employee

1. Press the Confirm button

2. You will be prompted to review possible matches and Merge, or or Add as New.
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Employee Imported from 'Giuseppe'
Confirm if NEW or MATCHES EXISTING NAME below

Last Name Middle Name First Name
Kusy Victoria

Merge with an Existing Employee This is not a Person

Add Employee as New
(Select name below) (POS Ring-In Code)

B Find an employee
Employee Might be:

Trama, Victoria Eramakusy, victoria ‘O

Victoria, Ryan kusy, victoria;—yan h
Ruby, Brian rkubsy, bvictorian

Tabb, Richard tabbkusy, rvichatordia

Ashby, Brian akushby, bvictorian

Tien, Vince Henkusy, viacetoria

Caro, Virginia earekusy, victorgiria

Fanelli, Mia fanellikusy, mvictoria i
Reyes, Feliciano reyekusy, felvictoriare

3. After Confirming, you will be directed to the verify the employees schedules and
roles.

Edit Profile for Victoria Kusy

Edit Availability & Days Off

Profile Schedules / Roles Salary / Wages Permissions Employee Alerts Employee R¢

Filter by Location: Giuseppe B

Schedules - Primary Schedule is Giuseppe - FOH: Giuseppe Server

Primary Working View
Giuseppe
FOH

Giuseppe Server (-] v v
Giuseppe Host )
Giuseppe Bartender

Giuseppe Barback

Giuseppe Runner

Giuseppe Busser

Giuseppe Cleaner

Giuseppe Training for Import Only
BOH

Giuseppe BOH i - .
MGT

Giuseppe MGT FOH i B ]

Roles

Employee's Roles: (drop here) All Roles: (drag from here)

[ Training X] [ Server ] [ Training
[ Server X]
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4. Lastly, from the employee’s Profile tab, verify phone and email, and INVITE.

Edit Profile for Victoria Kusy

Edit Availability & Days Off

Back to Employee

I Profile ] Schedules / Roles ] Salary / Wages l Permissions ] Employee Alerts

Essential Contact Information

Editing Wages

Wages and roles are unique between locations.

When applying wages or roles, begin by using the Location Filter.

Then apply wages per usual.

L

Profile chedules / Roles Salary / Wages Permissions Employee Alerts Em

Wage / Sglary Info

Part Time / Full e Auto Clock-In / Out of all Shifts Exclude Employee from Payroll Exp
Full Time 4 U U
. . Exclude Employee from Tip Pooling

Since Hired —

Filter by Location: Giuseppe 4 Current Pay Period: Monday Jan 21, 2019 - Monday Fe

New Salary / Wage

© Hourly Employee - Warning: At this time, no 'Default Wage' ) Salaried Emp
wage is in effect
Employee's Roles Hourly Wage Start Date Notes
Select Roles $ I""1

Send Password

First Name (or nickname) Email Address Employee Login
Victoria (SR T B T S Kusy, V
Legal First Name (payroll) Verification Key: Current Password
. Email Me the Key Password must
MiddiojName Verification key must be entered to New Password contain at least: 6

loyee Reminders & Certifications _
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Contractor Employee Setup and
Use

Last Modified on 10/20/2023 12:30 pm MDT

Teamwork provides functionality to handle Contractor / 1099 employees. This include
functionality to exclude from overtime, as well as unique payroll reporting options
specifically for contractors.

Step #1: Designate Contractor Status

Navigate to the Salary / Wages tab in the employee's profile that you'd like to designate
as a contractor.
Here you can see the relevant setting.

Profile Schedules | Roles Salary [ Woges Permissions Alerts Admin Alerts Rem| Certs & Custom input Manager Notes

Wage / Salary Information

Part Time | Full Time if Salaried Auto Clock-In | Out of Exclude Employee from Contra.tor (no OT) Mo Overtime Calculated

7 all Shifts (stops POS Time Punch [_ Meal Deductions |_J l_i
syne'ing) [ rayroll export | ap1 C h k th i b t

Since Hired O [T ip Pooling
[ Aute Clock-Out -
tmpoyee Tes view designate
4-10s (No 40 hr OT, OT After 10 hrs) Receives Health Benefits Merit Points (added to Tip Multiplier)
9 contractor status

Current Pay Period: Sunday Qct 8 2023 - Saturday Qct 21, 2023

Set Woges [ Salaries for Location | Choose o Location v
!

Hourly Employea Salaried Employeea

Add Wage [ Salary

History:

Now, when you are in Payroll Reports, from the drop down menu next to "Options’, you
can key up reports that are specific to your Contract labor. The applicable options are 1)
Everybody, 2) Non-Contractors, and 3) Contractors. These options will help you send the
exact data you need to payroll.
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SpiceDerno

&+
Teamw__%[_kh Dashboard  Schedules Employees Reports Sharefiles & 5.4 Toals g A Tech Support
-.-:/

Reports

[Gime ) Lost Poy Period wos Monday Oct 2, 2023 4:00om to Sunday Oct 8, 2023
[(Ea e =] Current Poy Feriod is Monday Oct 8, 2023 4:00om to Sunday Oct 15, 2023

| Payroll E]]m | Aug 13,2023 El [l allow single Weak Range Show Repaort
time |5 1200am

options | [  search for Employees Everybody

I . ﬂ Export POF | Prist
~ { | Company Admin w | 1of 6 Schedules A

FER gyport os SV (C5V)
D Show Details

HTML | POF | CSV

EXE e Snapshot as SpetOn
Report Status Delete Al Reports Teamwork C5V
Status Time Name Download { Open |
Ready Aug |7 435pm 0001 Payrell_3950_Aug 7_to_dAug 13.htmi

View Report
=

[ Hatsty when Dare

Be sure to select the applicable option before clicking "Show Report’

Reports

Last Pay Period was Monday Oct 2, 2023 4:00, Sunday Oct 8, 2023
Sunday Oct 15, 2023

[(E=fe==] Currant Pay Pericd is Monday Oct 9, 2023

| Payroll 2023 E] o l Aug 13,2023 E] [l Allow Single Week Range Show Report
arl Lime is 12:00am
u Expest POF | Print
Options p Search for Employeas Everybody b |d Company Admin VI [ 1of & schedules hd b
Everybody :
[] show Details

Non Controctors

W Export g CSV (CSY)

HTML [ PDF | €5V

Report Status
Stotus Requestedon  Time Nome

Ready Aug 17, 4:35pm 0001 Poyroll_3950_Aug 7 _to_Aug 13htmi

T sqve Snaopshet as SpotOn
Dbt Al Reports

¥ Teanwork CSV

Downlood | Open
<= View Report
an

[ sty whar D

As always, your feedback is essential to us at Teamwork. If you have any additional
questions, please don't hesitate to reach us at teamworksupport@spoton.com
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Setting Employee Profile Data to
Private (Individually)

Last Modified on 10/16/2019 3:59 pm MDT

Click on Profile from Desktop or Mobile

o o & ‘7 Tech Support

Profile

Sign out

Check Keep My Profile Private

Employee Preferences

" 1Show My Onboarding List

Never Timeout Session

[ INever Auto Logout after Clock In/Out

__* Keep My Profile Private

Save by clicking Update Account

To set ALL EMPLOYEES to PRIVATE with a global setting,

see: https://support.dolceclock.com/help/make-employee-profile-data-private-globally
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https://support.dolceclock.com/help/make-employee-profile-data-private-globally

Make Employee Profile Data
Private Globally

Last Modified on 10/16/2019 3:59 pm MDT

Gearwheel Menu > General Settings
,Scroll to Other Settings and check Set Profiles to Private

Press Save All Changes
Other Settings

Set and default Employee Profiles to Private
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Employee Import from POS Force
Sync

Last Modified on 10/03/2023 413 pm MDT

If your company is set to import employee from POS, the sync occurs approximately
every 15 minutes.

To force an immediate sync, go to Employees from the main tool bar, and click the
following:

Teamwoy rk

L Search for Employees

Employee List
[ 35 0f 36 schedules |

Active

Inactive

v Newly Imported Employees
Vrfy Txt | Email - 0% Only One, 0% Both

Add Existing Employees Import Employess From POS/Payroll [iRES

‘Add New Employe +

Name Email send veriy Phone send verly Language Permissions Active Invite Al nactivated

Unassigned (employee place holder)

&

Refresh the screen.
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Enable or Disable Two Step Login

Last Modified on 09/16/2020 10:38 am MDT

Go to employee Profile Tab

Edit Profile for Kaylie Toth

Salary / Wages

Scroll to Security

There are two methods available for multi-factor authentication: use either Google
authentication or Text authentication. Complete by pressing Update Account.

Security

Choose between 2 Multi-Factor Authenticatic | Methods
ure your Sign In by enabling Multi-Factor Authentication via
Messaging

Google® 2-Step Secure Log 1. This makes your Dolce Software login extra secure. You will be
required to use the Google / ithenticator App with each login. This is not associated with google
calendar sync'ing.

Click Here to Setup/Disable 2-Step Login

Install Mobile Authenticator App Update Account

To turn OFF your own Two-Step authentication, or if you are a manager, to turn off an
employee’'s authentication, deselect the method used, and Update Account.
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Update Account

FidmamAdad Manitant lnfavimmnntinm fav Davivall

415



Resync Employees with POS

Last Modified on 12/24/2023 10:00 am MST

Thanks to Teamwork's comprehensive integrations, in most circumstances, your
employees are added to our system automatically. You have the opportunity to sync
employees into Teamwork from one of our payroll integrations, or from your Point of
Sale.

Teamwork will resync for new hires automatically every 15 minutes when pulling from the
POS. When pulling from Payroll, we tend to resync based on actions taken in that system.
However, you can always force a resync from the Employee Roster by clicking “Import
Employees from POS / Payroll"

D?,!.,Ce Dashboard Schedules Employees Reports ShareFiles £  Tools Q@ & Tech Support g
spot0n

p Search for Employees
Employee List

[ 6 of 53 Schedules v‘

Active

M ‘ Working Shown

> Newly Imported Employees

Vrfy Txt / Email - 67% Only One, 0% Both Add Existing Employees Add New Employee Import Employees From POS/Payroll &
© Oleada Cocina
FOH
Vv Oleada Cocina FOH
Vify Txt / Email - 14% Only One, 9% Both Add Existing Employees  [EXCINEIIS GO 1)
Name Email send verify Phone sendverify  Language Permissions Active Invite All Unactivated
Unassigned (employee place holder) @
&’g’;qs‘llnecr;:i? 4 fé [ English V‘ Need Email or Phone to Invite
g;ugje:tﬂg,e\ﬁendessu [2 F@ lEnglish {‘ Need Email o Phone to Invite
'3 amlmpos, Ricardo (Alan) @ @@ alan.campos@matthewkenneycuis (805) 618-8988 l English V‘ Invite (Activated)
Im 25d since hired )
R —

Refresh your browser.
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Employee Scorecard Setup

Last Modified on 10/20/2023 12:30 pm MDT

From the Gearwheel Menu go to Late [ No-Show [ Term [ Scorecards

. @ g Tech Support 8

W & General Settings s
@ Roles [ Groups Settings
£ Logbook Pro Settings
£® Reminders, Certifications & Custom
92 wage settings / Rules
D2 Holiday [ Premium Wages
Tip Templates / Settings
[ km Analytics / Publishing Settings
25 Accrual Policies PTO [ Sick
o N\ Alert Notification Settings
Q,ﬁ Blackout Request-Off Dates
$E Late / No-show [ Term / Scorecards *—
&5 Quick Links / Dashboard Widgets
A\ clobal [ shift Prompts Setup
?g & Payroll Mapping
: /& Point of Sale Mapping
—E Importing

& Payments / 8illing

1. From here you can click, "Create a No-Show Reason,’ title the reason, activate and

inactivate a reason, and assign points to different reasons.

No-Show Shifts

Create a No-Show Reason | s

@® No Default \

! 3 points 2|points 4P r L[

— <3 P nts — ints — nts

= called Off Ac(‘ °M* = |called Off at least 2 hours JPoints "= [ qiled Off less than 2 hours JPoints "= | oncalied Jro
ve

Active Active Active
O pefault O pefault O efault O pefault
5 6 7 8
P 1[points . . 1[points 5/pPoints . 0|Points
== Excused == InReview = | No call/No show == Sick Day
] Active [_J Active Active (] Active
O pefault O pefault O pefault O pefault
9 ‘ 10 | n ‘
— 3/points .. o|Points . 2/points
= | SICK less than 2 hours befol = |SICK more than 2 hours bef == Unexcused
Active Active (] Active
O pefault O pefault O pefault

2. These options will become available for managers to select when they are editing
and approving time punches.
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[ = Vsl Shift Audit:
Front of House Scheduled: 11:00am 4;30pm 5_30 Dec 1, 8:23pm PST Todd Flaker

shift Created from Dialog
Worked: 1M19:2lam  4:35:27pm 527 Clock-In Audit:

Dec 6, 4:35pm PST (e semymemmy

Breaks Expected 0 mins Clock-Out from Dolce (Kitchen)
Total Breaks 0 mins Dec 6, 1119am PST L]
I A\ Clock-In from Dolce (Kitchen)
Clock-in LAT m) [ 4‘
Late less than 5min Excused [ Update - Employee Visible I

Late more than 6min Excused 4b0.charsmox

Manager Approved by Todd Late more than 5min UNexcused
Flaker

i Clock-In Verification (N) I

3. To view Employee Scorecards go to reports from the top toolbar.

Select Employee Scorecards, select your date range and schedules, then click show
report.

() Current Pay Period is Monday Dec 19, 2022 4:00am to Sunday Jan 1, 2023

Employee Information *
v Employee Scorecards 22 E‘tolbecla,zozz B‘ B [ Show Report
Employee Anniversaries / Wage Increases art time is 4:00am
‘g]sxpmpnr/pnm

Late / No-Show
N ) vigf | caiifornia v‘ 40 of 48 Schedules v Filter on Tiers | All v
Active / Inactive Employees 5 e

SR Export as Spoton
Employee Sign-In / Clock-In Location Auditing Teamwork (CSV)

Hrs Scheduled / Worked / Effective Wage - Summary -

L Download / Open |
Employeeliverage ol to_Oct23.. & View Report
Employee Work Day / Time Preferences
Consecutive Days Worked from Week Start

(O Notity when Done

If you have questions about this process, please email support@dolcesoftware.com, and
we are happy to assist you.
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Customizing Late, No Show,
Termination Reasons

Last Modified on 02/15/2024 2:53 pm MST

Customizing Late, No Show,
Termination Reasons

In Teamwork you can create custom reasons for when an employee is late, no shows a
shift, or is terminated. There are stock reasons that come standard in every account, but
there may be scenarios where you'd like to cultivate a broader set of options for your
managers.

Navigate to the menu option Late / No-Show [ Term [ Scorecards from the Gearwheel
menu.
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{ﬁ} General Settings

'qi,' Roles [ Groups Settings

£ Logbook Pro Settings

L} Reminders, Certifications & Custom
D wage Settings [ Rules

D2 Holiday [ Premium Wages

& Tip Templates [ Settings

#4 analytics | Publishing Settings

&5 Accrual Policies PTO | Sick

/N Alert Notification Settings

¥ Blackout Request-Off Dates

{i# Late { No-show [ Term [ Scorecards
&9 quick Links | Dashboard Widgets
A\ Global | shift Prompts Setup

{3 Payroll Mapping

/& point of Sale Mapping

-a Impaorting

2% Payments [ Billing

Create a new reason under each "reason type’

Late / No-Show / Termination Reasons

paims Vroms [ 1]points
= sickoay
ve G

3
"= fucused { = inReview

Active. Active.
Ooofout  petout

Refer to the following key for settings on each individual reason:

1. This icon allows you to drag and drop the reasons to change their order
2. The point associated with the reason can impact the Employee Scorecard report
3. If default is selected, this will be the default reason whenever an employee no-shows

4. Active determines if this reason will show up in the drop down menu associated
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i

Unexcused [ 1 | Points
I Active
) Default ‘
Note the following examples:
1. No show - display in the daily summary
Yurchenko, —
Anastassyia Scheduled: 4:00pm 10:00pm 5.50
FOH Training NO suow[ Called Off vl
| )
2. Late Reasons - display in the daily summary
Almeida, Jean e
(@D $14.42 Scheduled: 8:00am 2:00pm 8.00
Worked: ~ B:l3:54am  CLOCKEDIN 424
Breaks Expected 0 mins
Total Breaks 0 mins

Clock-in [ATE 00:13 (HH:mm)
3. Termination Reasons - display when you inactivate an employee

Warning:
This employee works at the 'Admin’ schedules. Is it OK to
inactivate for the listed schedules? (If the intent is to remove
from only one schedule, remove that Schedule from the profile
settings tab 'Schedule/Roles’). All shifts assigned to this
employee in All Schedules will be moved to 'Unassigned.

Terms: | available for Rehire v

Recson:‘ |

\ Inactivate | \ Cancel |
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Employee List Bulk Actions

Last Modified on 03/04/2024 1219 pm MST
This article will contain instructional guides on essential bulk functions in Teamwork!

1. Moving employees from one schedule to another en masse

2. Assigning / un-assigning roles from employees en masse

Working Location Quick-Add [ Remove

1. From Employees Page, find the schedule you want to add the employee(s) to, and
press Add Existing Employee

9 Brooks

FOH ‘
Vv FOH

Vrfy Txt | Email - 86% Only One, 43% Both Add Existing Employees Xl INENRZ T OVETY

2. From the Dropdown list, find employee from their Primary location, and check to add.

Check as many employees as needed!

Add Existing Employees to SGM

Set employees for this schedule [ Add Existing Employees A

(_)Brooks
(JFoH
(JFoH
(] crandall, Lauren
(] Frye, Tracey
D Kreisel, Glenn
() sparrow, Ben Geoffrey

d Sparrow, benny Add Existin

Quick Add [ Remove from a location can also be taken from the Schedule (sorted in
the By Employee schedule type)
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' Qson

&0
DOIC Dashboard Schedules Employees Reports Share Files £ Gy Tools

Market Grille

Market Gril

A Show Requirements

Hrs: 000 Shifts: 0

Landolina, Jamie
Hrs: 18,00 Shifts: 2

Bane, Audrey
Hrs: 22,00 Shifts:3
Gonzalez, Justin
Hrs: 3500 Shifts: 5

EMaIdonudo, Martin
Hrs: 3250 Shifts: 5
Mesnil, Edward

Hrs: 20,00 Shifts: 4

@ Trella, Elena
Hrs®0-4%. 3376 shifts® 5. 6

Castrillon, Laureano
Hrs: 000 Shifts: 0
Manke, Jack
Hrs:000 Shifts: 0

le Run Fiteron

Mon Jun 13 @) [5 & Tue Jun 14 @) [5
Add v Add v
Rain in the moming,

@ Clear throughout the
.4 89% (B4°F - 85°F) Q day. 0% (57°F - 83°F)

Wed Jun 15 @ [5
Add v

Thu Jun 16 24 [5
Add v

Jom

Fri Jun17 @ [

Add v

1 Jthroughoutthe day. } throughout the day.
= 2% (57°F - 82°F) = 14% (80°F - 72°F)

Published on Jun 16th by L Lemieux Ry
sat Jun 18 @4 5 sun Jun19 @ 5
Add ¥ Add ¥
__ lightrainovemight __ Possible light rin in
S 44% (51°F - 68°F) 4 the moming. 73%
e L% (agF-7rF)

.4 throughout the day.
L% 5a% (64°F - 85°F)

spoton (Market Grille) SYNC g

Add [ Remove
Employees

Flag Day Juneteenth
Father's Day
Expo
10:00am - 8:00pm 10:00am - 4:00pm
Expo Expo
Run
5:00pm - 11:00pm 5:00pm - 11:00pm 10:00am - 8:00pm
Run Run Run
; 4:00pm - 9:00pm 4:00pm - 10:00pm 4:00pm - 10:00pm
12:00pm - 9:00pm 12:00pm - 9:00pm Run Run Run
e ‘ s e 10:30am - 4:00pm 12:00pm - 9:00pm
4:00pm - 10:00pm 4:00pm - 10:00pm 4:00pm - 10:00pm Run Run
4:00pm - 9:00pm 4:00pm - 9:00pm 4:00pm - 9:00pm 4:00pm - 9:00pm
Run Run Run Run
N i M e H ) e H Nk farket Grile
4:00pm - 10:00pm 4:00pm - 10:00pm 4:00pm - 10:00pm 1:15am - 4:00pm 4:00pm - 10:00pm
4:00pm - 9:00pm
Run
Unscheduled
Alll Clock-In Approved | All1 Clock-In Approved Al 1 Clock-In Approved All 2 Clock-Ins All 2 Clock-Ins All 4 Clock-Ins All 4 Clock-Ins
Approved Approved Approved Approved

From the Dropdown list, find employee from their Primary location, and check to add.

Add Existing Employees to SGM

employees for this schedule [ Add Existing Employees Al

[ )Brooks

(JFoH
(JFoH

(] crandall, Lauren

(] Frye, Tracey

D Kreisel, Glenn
D Sparrow, Ben Geoffrey

(] sparrow, benny

Add Existin

You can bulk assigh employees to a schedule as "working’, ‘primary,” or "viewing’,

which corresponds directly to the Schedules / Roles section of the employee's profile.

L vorkng

=

primary
viewing

"

g
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Primary Working  View

Larry's Cafe
FOH
Root Down FOH ®
Root Down BOH O
Larry Cafe Bar @)
BOH
Larry Cafe BOH O
Larry Cafe Prep Kitchen O |:| |:|
MGT
Larry Cafe MGT '3.':) |:| |:|
No Location Association
Newly Imported Employees O ] ]

To bulk add roles to any / all employees

From the gearwheel menu > Roles [ Group Settings
Scroll to Assign Employees to Roles

Select the Schedule and Role for your bulk qualification, and then check and uncheck
names as applicable.

Assign Employee ; To Roles: )

Schedules: Roles: Employees:
Bay Meadows/San Mateo FOH v | | Bartender v [9 of 11 Employees Selected n
(J select All

Andrade, Emanuel
Andrade, Sandra

—* Chavez Rios, Guillermo

Larios, Claudia
Lopez-Martinez, Dennise
Lopez-Martinez, Xcanleox
() Morales, Ulises

NOTES

If you do not see a name, then you need to go back to the initial step above, and
add the employee to the applicable schedule
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If an employee in the list is inactive, it is not necessary to ‘uncheck” their
qualification
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Why does Semi-Monthly payroll
force the use of 0.bx Overtime
Reporting?

Last Modified on 05/22/2023 3:45 pm MDT

Teamwork limits users to 0.5 overtime reporting with Semi-Monthly payroll accounting.
If you use Bi-Weekly payroll, you have the choice between 0.5 and 1.5.

Semi-monthly overtime calculation is complex, and proper accounting is often
overlooked. Teamwork has built a system which is intended to provide proper
accounting not only for straightforward single-location, single-wage scenarios, but also
multi-location and multi-wage scenarios.

When semi-monthly pay cycles are used, it is likely that the start of a pay cycle, i.e the Ist
or 16th of a month, will fall mid-way through a workweek. It is advised (universally from
what we've seen) that overtime is calculated only when the week is concluded. Thus,
overtime for the partial week will be paid in the FOLLOWING pay period. Many scenarios
can arise which make accounting fickle. By using a half-time overtime method, all
instances can be solved. This means that if an employee has 40 regular hours and 10
overtime hours, then they would be paid as follows: 50 hours of regular pay + 10 hours of
half pay. This may seem like the same thing as 40 hours of regular pay + 10 hours of 1.5
pay, but | will provide an example below which shows how the “1.5 x pay” method cannot
hold up. While I've created an example of an unlikely schedule, it is to illustrate that an
accounting system should theoretically handle any situation.

In the following example

¢ In the first pay period — the Ist through the 15th, the five hours of overtime accrued
by the 15th of the month cannot yet be calculated. However, the employee needs to
be paid for the 45 hours that they've worked.

¢ In the second pay period, the 16th through the 3ist, the 10 hours of overtime from the
first pay period are now calculated and paid. All ten hours cannot be counted at @
1.5 x rate, because this would be duplicitous to the five hours already paid the Ist
through the 15th.

e Paying a regular wage for all hours, and then an additional overtime wage of 0.5 x
the overtime hours solves this, in addition to all scenarios of properly weighting

multi-wage, double-time, multi-location, pay-raise instances.
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hrs worked

hrs worked

hrs worked

hrs worked

Week

Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday  Total Regular OT
4th 5th 6th Tth 8th 9th 10th
0 | 0 ‘ 0 Hours Paid ~ OT Paid
11th 12th 13th 14th 15th 16th 17th 1st- 15th  1st- 15th
E) 10 10 10 10 E 50 40 ‘ 10 45 a
18th 19th 20th 21st 22nd 23rd 24th
2 2 2 ‘ ¢ HoursPaid  OT Paid
25th 26th 27th 28th 29th 30th 31st 16th -31st  16th - 31st
2 2 | 2 ‘ 0 4 10

Following is an article which references the FLSA method of using 0.5. The case scenario is

different than ours, but the mentality is the same.

https://www.opm.gov/policy-data-oversight/pay-leave/pay-administration/fact-

sheets/how-to-compute-flsa-overtime-pay/

If you wish to have things align in a more straightforward manner, please consider a bi-
weekly payroll. All overtime/paychecks/pay periods align. The 1.5 method can be
employed.

To setup 0.5x overtime in your system, you must create the payroll item type for OT as

0.5x.

427


https://www.opm.gov/policy-data-oversight/pay-leave/pay-administration/fact-sheets/how-to-compute-flsa-overtime-pay

California Break Rules

Last Modified on 12/22/2023 10:53 am MST

California Break Rules

10-Minute Break Requirements

Employees must be offered one paid 10-minute rest break for a shift greater than 3.5
hours, a second break after 6 hours, and a third break after 10 hours.

e Upon Clock-Out, employees affirm that 10-min Break(s) were made available.

©) Time Punch Verification

.—*

Shift Start Shift End

Break Start Break End

Location Cafe Downtown
roeNONe

3 paid 10 min rest breaks were made available.

0412216 6:00 AM  o04r22164:01 PM  10.0 Hours

0422116 10:59 AM 04122116 11:29 AM 30 Minutes

My Time Punch is Correct

Type Correction Notes Here

|

4

e NOTE: Employees are not required to take the break to satisfy the requirement, rather,

it must be acknowledged that the break(s) were offered.
e NOTE: An employee must actively uncheck the checkbox to claim a break violation.
e NOTE: Employees do not clock-out for the 10-minute paid break(s).

30-Minute Break Requirements

Employees must take an uninterrupted, 30-minute meal break for shifts exceeding 5
hours in length. A second break is required for shifts exceeding 12 hours.

e Breaks must begin by the end of the 5th / 10th hour.

e 30-Minute breaks can be unpaid

e Employees must clock-out for 30-minute breaks.

Waiving 30-Minute Breaks
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e For shifts less than 6 hours, the 30-minute break can be waived by the employee (at

clock-out).
e Employers can waive individual or all discretionary 30-minute breaks if employee(s)

signatures are on file.
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Setting Breaks Less Than a Set
Time to be Paid Breaks

Last Modified on 10/10/2019 10:35 pm MDT

Gearwheel Menu > General Settings > Payroll Settings

Enter a "Less than’ value as shown below, and Save Payroll Options

Standard Break Button Titles \reaks Less than (minutes) are paid Flag Breaks in Daily Summary

Paid Break Title Paid Break 20 mins Single Break more than 60 mins

Unpaid Break Title| Unpaid Break Total Shift breaks more than 60 mins
If No Breaks

Save Payroll Options

When reviewing time punches in the Daily Summary view, the "$" symbol indicates that
the break is set to Paid. See below:

Worked: 10:15:00am 11:19:44pm 13.08
Breaks Expected 0 mins
Break(s) 11:15am ®*  11:25am 11 mins
Total Breaks 11 mins
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Calculating Semi-Monthly
Overtime

Last Modified on 12/24/2023 2:54 pm MST

Step 1: Calculation of Overtime

Overtime is considered over the course of a workweek.
https://www.dol.gov/agencies/whd/overtime. In states where overtime may come from
multiple measurements, ie 40 hour OT, 8 hour OT, 12 hour OT or 6-day+ consecutive OT,
overtime need not be "pyramided” but rather use the greatest of the various means of
potential overtime.

Step 2: Calculation of Overtime Rate

Overtime pay is based on the employee's regular rate of pay.
https://www.dol.gov/agencies/whd/fact-sheets/56a-regular-rate, which the employer
must calculate. With the exception of flat-rate bonus payments, the regular rate is the
average hourly rate calculated by dividing the total pay for employment (except the
statutory exclusions) in any workweek by the total number of hours actually worked. The
California Supreme Court decision in Alvarado v. Dart Container Corporation of California
provides that overtime pay attributable to an employer's “flat-sum” bonus (i.e, a bonus
amount that is not dependent on the number of hours worked by an employee) should
be calculated by dividing the amount of the bonus by only the total number of non-
overtime hours rather than by all hours worked.

The regular rate can be calculated by dividing total regular wages by total hours worked.
Alternatively, the same results are produced by applying overtime proportionately to
hours worked at various jobs and their corresponding wage rates. Regardless of the
method, overtime rates cannot be accurately calculated until a workweek is complete.

Step 3: Adjustments for Semi-Monthly Overtime

When semi-monthly pay cycles are used, it is likely that the start of a pay cycle, ie the Ist
or 16th of a month, will fall mid-way through a workweek. Being that overtime can not be
calculated util a workweek is complete, overtime for an incomplete workweek is
calculated and paid on the ensuing pay period.

Teamwork automates the calculation of overtime for complete workweeks, and the pay-
out of overtime on ensuing pay periods. Note that base pay is always paid in the period
earned. Only the overtime premium is paid on an ensuing workweek where
applicable.

431


https://www.dol.gov/agencies/whd/overtime
https://www.dol.gov/agencies/whd/fact-sheets/56a-regular-rate

For un understanding of why .5x overtime is useful in a multi-rate environment, see:
https://support.dolceclock.com/help/why-does-semi-monthly-payroll-force-the-use-
of-0bx-overtime-reporting
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Setting Spread of Hours (SOH)
parameters

Last Modified on 01/08/2024 12:58 pm MST

From the Gearwheel Menu > General Settings

Under Payroll Settings, enter Spread of Hours range and penalty rate.

Work Spread Penalty Max Hours Work Spread Penalty Wage
10 |nours $15.00 |
Press

Save Payroll Options

If pay-groups point to the DEFAULT payroll settings, then this section is where the update

is made.

If pay groups are CUSTOM, indicated by the + below, then. the adjustment must be
made in the custom pay-group settings:

The "+" shown below indicates custom settings for this pay group

Active
Linked Payroll Sync Account Payroll GL Code Bat

[NYC Restaurants H 100f 39 Schedules V] [FakePayrol (Castell UES,Sof V| | N

Press + to Expand

Currency Symbol Currency Format Payroll Frequency Starting Day of Week Start Time (email info@dolcesoftware.com to chang
|US Dollar ($) V] [‘I,OO0.00 vl |Weekly (52 periods) vl {Monday vl 5:00am
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California Clock Out Discretionary

Validations

Last Modified on 12/24/2023 2:00 pm MST

Teamwork can be set to require employee validations of their time punch, and provide
employees an opportunity to waive or not waive discretionary meal or rest breaks.

In the following example, the shift length is between 5 and 6 hours long, so the 30-minute

meal break is discretionary, and may be waived. If an employee chooses NOT to waive
the discretionary break, they can un-check the [SO—min] checkbox shown below, on
clock-out.

For a shift < 6 hours, one 10-minute paid break must be made available. If a break was
NOT made available, the employee can un-check the [10-min] checkbox shown below.

Time Punch Verification
Shift Start Shift End

3:15pm 8:56pm 5.7 hrs

Break Start Break End
---------- 0 min

Location La JO”a BOH

role Froster - boh

I waive my 30 min break @ 5hrs.
One (1) paid 10 min rest break was made available.

My Time Punch is Correct

Type Correction Notes Here

Yz

Submit Correction

In the following example, the meal break is satisfied, and due to the shift length, two 10-
minute rest breaks should have been offered. If the employee was not offered two 10-
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minute rest breaks, they may uncheck the checkbox shown below

Time Punch Verification

Shift Start Shift End

12:00pm 9:06pm 9.1 hrs

Break Start Break End

2:00pm 2:30pm 30 min

Location La JOHa BOH
role Froster - boh

2 paid 10 min rest breaks were made available.

My Time Punch is Correct

Type Correction Notes Here

Submit Correction

To complete the clock-out, the employee should press "My Time Punch is Correct”.

Alternatively, the employee could type an explanation of why the punch is incorrect in the
‘Type Correction Notes Here" section, and press "Submit Correction’.
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Break Approaching Alerts for
Managers and Staff

Last Modified on 12/24/2023 1:45 pm MST

Break Approaching Alerts

In states where Meal Breaks must begin by the end of the 5th hour, i.e. California, Break
Approaching warnings can be sent to managers and employees.

Managers will receive two alerts warning of an approaching break, the first at 15+/-
minutes prior to the required break start, and a second warning at 5+/- minutes.

e
(3) poLcecLock 13m ago

New Zealand Eats
Irving Marin @ Dunedin New Zealand Eats BOH
. has 15 mins to start their 30 min break before E

E 12:55pm
) ¥ ! AR | 4

Setting Alerts for Managers

Break Alerts are sent to working managers only. Teamwork uses Manager on Duty (MOD)
status to ascertain which managers are working and and should receive alerts. Any Role
can be configured to have MOD status: https://support.dolceclock.com/help/mod-
manager-on-duty-designation

MODs have scheduled shifts, with a visible MOD tag.

A Show Requirements Mon Sep 224, [5 & Tue Sep 324 [5 B

o ":,]"
Labor Day
L4

Evgenieva, Yordanka | 10:00am - 5:30pm MOD 10:00am - 5:30pm  MOD
37.50 5 MOD MOD

Midtown - Mgr

Managers can configure their alert settings, and elect to receive Break Alerts. Push
Notifications are the best form of alert: https://support.dolceclock.com/help/admin-
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alerts

Profile Schedules / Roles

Salary / Wages Permissions Alerts Admin Alerts
_*Warn Clocked-In MODs about Employee Mandatory [18 of 18 Aistt Deliverics n]
Breaks approaching

All Schedules
4 Dunedin New Zealand Eats FOH
Txt Message * Txt/SMS DISABLED *
Email @
—==>® Push Notifications @)
4 Dunedin New Zealand Eats BOH
Txt Message * Txt/SMS DISABLED *
Email @

—==» Push Notifications @

NOTE: Teamwork confirms with a green checkmark that the manager has set their
mobile device to allow for push notifications

Push Notifications @

An employee’s Profile tab also shows confirmation that an employee has set their device

for push notifications

Profile Schedules / Roles Salary / Wages Permissions

Contact Information
Merge: Move Shifts, Punches, Wages, Roles, Tips and PTO from p fin

Preferred Gender Pronouns

Push Notifications: Available (Device
Recognized)

First Name (or nickname)

Employee Alerts

Employees will automatically receive alerts pertaining to their own approaching breaks.
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Inputing signed waivers for
California discretionary breaks

Last Modified on 01/29/2022 3:09 pm MST
To turn on the company SETTING to allow for individual waivers:
Gearwheel Menu > General Settings > Payroll Setting

¢ In the Payroll Group that applies to California, select "Look at Employee Profile
Settings” as shown below, and then press Save Settings
e Alternatively, select "Yes Waive All" if all employees have signed a waiver.

'No Break Rules @ Use California Break Rules ) Use Washington Break Rules

Auto-Waive discretionary 30-min breaks, employee waivers are on file
© Look at Employee Profile Setting ) Yes Waive All

| Include break penalties in hrly Ibr %

Setting an individual employee status to waive discretionary
breaks:

e From an employee's Salary / Wages tab, check "Auto-Waive" checkbox shown below
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Edit Availability & Days Off

Schedules / Roles Permissions

Profile

Salary / Wages

Wage / Salary Info

Part Time / Full Time Auto-Waive discretionary 30-min On Duty
i )
Full Time 4 :Ireaks, employee waivers are on B
S — e Exclude
Inc ir —
e nire O)
Exclude Employee from Tip ling Receives Health Benefits

Bulk Apply Waiver Status

From the Gearwheel Menu > Wage Settings > Choose Schedules and press Show Wage
Report

3of 18 Schedules v | Dolce Wage Filter: Payroll Wage Filter: Primary / Working Filter

~ show Dolce Default Not Matching

Show Wage Report

Check the waiver check-box for employees who have signed a waiver.
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Auto-Waive
Employee Name 30min Breaks

Gutierrez, lvette
(236408)

Jaramillo, Fatima
(415993)

Mesina, Mark
(n6069)

Pasco, Carlo
(569616)

For an overview of California break regulations, see:
https://support.dolceclock.com/help/california-break-rules

440


https://support.dolceclock.com/help/california-break-rules

COVID-19 Vaccination and

Booster Tracking

Last Modified on 12/24/2023 2:00 pm MST

In Teamwork, you can track an employee’'s COVID-19 vaccination status. Navigate to their

profile from the employee list.

Teumwg’;_k_ Dashboard Schedules Employees Reports Share Files g Tools

Nome Emnail sand varity
Undssigned (smployee place haldsr) E

Tast, Employee )

(Test £ A=

[ dayssincs hired Ll I;’l

Phane sendveily  Language Permigsions  Active

| English w

From their main profile, scroll down until you see "Extended Contact Information for

Payroll,” and the applicable COVID status fields.

Extended Contact Information for Payroll

| —

Address Line 1 State/Province Hired Date

Emergency Contact Name Emergency Contact Phone #

I | l

Address Line 2 ZIP[Postal Code Original Hired Date

City Alternative Phone Number

I l [ l Birthday

Dec 7,2021 3]

Employee Payroll ID

e

Emergency Contact Phone #

E

EEEe

Turn on Employee COVID statuses on schedules in
Analytics / Publishing Page
Has COVID-19 Vaccination Shot 1

a6

Has COVID-19 Vaccination Shot 2

Ofsorsoe

Has COVID-19 Booster

)

Update Account

You can add the dates of vaccination, or just check the box associated with Shot 1, Shot 2,
and Booster as indication that they have received these shots.
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Turn on Employee COVID statuses on schedules in
Analytics / Publishing Page
Has COVID-19 Vaccination Shot 1

Sep 7, 2021 5’

Has COVID-19 Vaccination Shot 2

sep2,2021 [
Has COVID-19 Booster

Dec 15, 2021 3

**These fields are only editable by a Company Admin or Manager, unless the setting for
employee's to edit their own is activated** (General Settings > Other Settings > Check the
box below > Save All Changes)

Allow Employees to Edit Own COVID
Information

O

You can then pull an "Employee Information” Report for specific employees, or all
employees, and will see columns associated with each of the above fields.

[—
OSpotOn Sign out Dashboard Schedules Employ: Reports ShareFiles £  Tools Q @ Zl

Reports Last Pay_Period was Monday, Dec 13,2021 4:00am to Sunday Dec 26, 2021
‘ Sarmarae) Current Pay Period is Monday Dec 27, 2021 4:00am to Sunday Jan 9, 2022

” Employee Information v" < |Dec 27,2021 () > —b

Work day start time is 4:00am

-@ Export PDF / Print
Treviso, Esmerelda vld ‘ 5 of 5 Schedules v| Filter on I All v | Active Filter on

=T Export as Dolce Clock

HTML / PDF / CSV Report Status Delete All Reports

Tech Support g

options: | 0O search for Employees

[ status Requestedon  Name Download / Open |
Ready Jan 3,11:36am  Employee Information_Dec 27_to_Jan 9.ht.. View Report
Ready Jan 3,1:35am  Employee Information_Dec 13_to_Dec 26 ht... View Report
Ready Jan 3, 1:35am  Employee Information_Dec 13_to_Dec 26.ht.. - View Report

Employee Information for for Sunday Jan 2, 2022

Covid-19 Covid-19 Covid-19
shotl  shot2  Booster

Pref  Pref Pref Pref
City State Zzip Email Phone Status GLCode Permission Templates MinHrs MaxHrs Min Shifts Max Shi

Orig
Employee  MeritPts Pin Hired Date Hited Date Paycard Payroll Type Wage Roles (weight) Birthday —Address

Ysep7, YSep YDec
2021 21,2021 15,2021

eDreamy's Soft
Serve - ADMIN:
Main = Employee -
Base Level
eDreamy's Soft
Serve - ADMIN:
Administrative =
Employee - Base
Level

eDreamy's Soft
Serve - BOH: BOH =

Treviso, Hourly

2021-12-
Esmerelda 07
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Covid-19 Covid-19 Covid-19
Shot 1 Shot2 Booster

YSep7, YSep  YDec
2021 21,2021 15,2021

In order to activate Vaccination Status in the schedule view, navigate to "Analytics /
Publishing Settings” from the Gearwheel menu.
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@ General Settings i
(@) Roles [ Groups Settings

£ Logbook Pro Settings

@ Reminders, Certifications & Custom
®g Wage Settings / Rules

@3 Holiday / Premium Wages

Tip Templates [ Settings

ﬂﬂ Analytics [ Publishing Settings

& Accrual Policies PTO [ Sick

/N Alert Notification Settings

¥ Blackout Request-Off Dates

ﬁé Late / NoShow Setup & Emp Scorecards
%5 Quick Links / Dashboard Widgets

A Master [ shift Alert Setup

& Payroll Mapping

‘L Point of Sale Mapping

-B Importing

& Payments / Billing
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Check the box "'Show Employee COVID-19.." under "Schedule View Daily Analytics

Schedule View Daily Analytics
[ Jinclude ‘Hourly + Salary’ labor %

[ JInclude 'Training / Admin’ as Hours
Ilu Show Employee COVID-19 Vax Shot |, 2, Booster Stc:tusl

Click "save All Changes'

Save All Changes

Once complete, you will see an employee’s vaccination status in the "By Employee’
schedule type and in the schedule analytics below.

weekof < [Jan10,2022 (5] > [ 5o5schedules v| [k [N Al bytme [ byroe ] (G| e0em|@ T
Sortby: A-Z | Roles | AM/PM Roles | Groups @ MST
Location
~ DTFOH rieron Draft: This schedule is not visible to employees. 8 R4 g ]
A Show Requirements Mon Jan 1032 [ = Tue JanT1 @ [5 Wed Jan 1224 [5 ThuJan13@s [5 FriJan14 23 5 satJan15 @ 5 sunJan16 @
Add v Add v Add v Add v Add v Add v Add v

Unassigned

Hrs Worked:0.00

Hrs: 0.00 Shifts: 0

@ Clark, Mel A
Hrs: 0.00 Shifts: 0

facen, mason jason

Hrs Worked:0.00

Hrs: 0.00 Shifts: 0

Treviso, Esmerelda 415pm - 5:30pm oo

Hrs Worked:0.00 Bartender

Hrs: 1.25 Shifts: 1 V<28 -- /1.3 hrs

Treviso, Esmerelda

Hrs Worked:0.0Q
Hrs: 1.25 Shifts: 1
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Vx : 1 Vaccination

Vx2: 2 Vaccinations

Vx2B: 2 Vaccinations + Booster
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Split Shift Premium Californio

Last Modified on 12/24/2023 1:54 pm MST
For California Split Shift, see: https://www.dir.ca.gov/dlse/Split_Shifthtm

California Summary

(excerpts from preceding article)
Split Shift Defined

Workers who earn the minimum wage per hour are entitled to additional pay known as a
“split shift premium” when their schedule includes a split shift. The premium is equal to
one hour of pay at the rate of the minimum wage.

An employee who is paid more than minimum wage may also be due a split shift
premium, however, the greater the wage the lower the premium will be.

A split shift is a work schedule that is interrupted by non-paid and non-working time
periods established by the employer. The time period between shifts needs to be longer
than a bona fide meal period and needs to be within the same workday. The break
between shifts cannot be a meal or rest break and must be to the benefit of the
employer. If an employee requests the break for their own convenience, then it is not a
split shift. An example of a split shift is a restaurant worker whose schedule is to work from
10:00 a.m. to 1:30 p.m. and return at 4:00 p.m. to work the dinner shift.

Split Shift Premium

The split shift premium is one hour at the state minimum wage, or the local minimum
wage if there is one, whichever is greater. Any money earned over and above the state,
or local, minimum wage will be credited towards the employer’s obligation to pay the
split shift premium. See example:

My regular workday includes a split shift, however, | make $12 per hour and minimum
wage is currently $11 per hour. | work six total hours in a workday, so am | entitled to a
split shift premium?”

Yes, because you work six hours, and the minimum wage for your workday that
includes a split shift is $77 (6 hours times $11 plus an additional $11 for the split shift
premium). If you are only paid $72 (6 hours times $12), you are due $5 ($77 - $72 = $5)
differential for working a split shift.

Split shift has no impact or effect on overtime. See the FAQ on overtime for what
constitutes overtime in California.
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Turning On Split Shift Tracking

1. Gearwheel Menu > General Settings > Payroll Settings (for the applicable Pay Group)
o Entering a Split Shift value will engage tracking. You must complete by pressing

Save Payroll Options

Split Shift Minimum Hours

1 hours

o
2. Minimum Wage Rules must be entered (and updated):
https://support.dolceclock.com/help/entering-and-updating-minimum-and-

tipped-wage-rules

Employer Benefit vs. Employee Benefit

e Split Shift penalties are applied solely in instances where split shifts are created for

the benefit of the employer.
e [f Employee Validation is engaged, the employee is prompted at clock-out to state
the beneficiary of the Split Shift:

Time Punch Verification

Shift Start Shift End

5:00pm 6:00pm 1.0 hrs

Break Start Break End
---------- 0 min
Location Main Bar
RoleServer

My 2nd shift was requested by my employer
— -—* My 2nd shift was requested by me for my benefit

Not Validated

Save

¢ |In cases where time punches are not subject to employee validation, ie. if the time
punch is imported from a Point of Sale system, Teamwork defaults the selection

that the Split Shift is for the benefit of the Employer.
e Employees must clock out of the first shift and into a second shift to qualify for a
Split Shift. If the employee chooses an extended BREAK, then Teamwork defaults
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that the extended break is for the benefit of the Employee.

Viewing and editing Split Shift Penalties

e From the Daily Summary view of time-punches, Teamwork will flag time punches

that have triggered a penalty.

Daily Summary x
Main Bar
I Oct 21, 2019 - Monday " Approve All for Mondayl
(Ted Sped Shift Audit: B
Server Scheduled: 5:00pm 6:00pm 1.00 {"Gct 24,"5:33am ‘admin
Edit Clock-In. . Shift Created from Dialog }
Worked: 5:00:00pm  6:00:00pm 1.00 Clock-In Audit:
Oct 26, 4:51pm POS () SYNC
Breaks Expected 0 minss Clock-In by Manual Entry on Desktop
. Oct 26, 4:51pm POS () SYNC
| Total Breaks 0 mins W e e
Z
450 characters max
") Manager Approved
Punch Verification
Split Shift Penality
J

e Editing the Beneficiary: A qualified manager can edit the Beneficiary by selecting

Punch Verification as shown below, changing the designation, and saving. The

manager can provide justification in the Employer / Employee communication log

shown below.

e NOTE: Employee validations are UN-validated upon a manager's changing of the

Beneficiary status.

Daily Summary x

I Oct 21, 2019 - Monday

(| Approve All for Mondayl

(Ted Sped Shift Audit:
Server Scheduled: 5:00pm 6:00pm 1.00 {""Gct 24, 5:33am admin
Shift Created from Dialog }
Worked: 5:00:00pm  6:00:00pm 1.00 Clock-In Audit:
Oct 26, 4:51pm POS () SYNC
Breaks Expected 0 mins $ Clock-In by Manual Entry on Desktop
. Oct 26, 4:51pm POS () SYNC
Total Breaks 0 mins New Clock-In
z ‘
() Manager Approved Time Punch Verification
Eunchiverification Shift Start Shift End
Split Shift Penality
\ 5:00pm 6:00pm 1.0 hrs S
;:iascEEd Break Start Break End bic
] --------- O min 0am to 11:00a
. ialo
i Location M ain Bal’ plalog ...
NC
T R°|eserver Entry on Desktop
NC
O My 2"3 shift was requested by my employer
o 4 My 2"d shift was requested by me for my benefit
Z
Not Validated lers max
(1 Manager Approved
Save
Split Shift Penality
N .
Ren n

449



Split Shift Premiums in Payroll

e Split Shift Premiums are automatically calculated and show in the payroll report, and
can flow into applicable payroll integrations and custom payroll exports.
e Split Shifts can be tracked and calculated across multiple wages and locations.

Overtime Total |
Employee Location Role Base/OT Hourly Rate Hours  Hours E/D Hours Wages |
)
Sped, Ted Main Bar Base $12.00 5.48 $65.76
T
lit Shift
Sped, Ted Main Bar Split Shi $28.21 $0.00
Penalties
)
Sped, Ted Main Bar Server Base $14.00 1.00 $14.00
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Labor Compliance and Time
Punch Validation Overview

Last Modified on 12/24/2023 10:05 am MST

Break Compliance

Teamwork tracks and helps to control Meal Break and Rest Break compliance.

Informing Break Start Time: Using California as an example, Teamwork advises the
employee upon clock-in when the required 30-minute break must begin by (ie. end of
the 5th hour). Alerts can also be sent advising of approaching break start.

You are not clocked in.

Begin Shift

© Unscheduled @ cafe Roles: server @

Your 30-min break must begin by 3:37am

Teamwork tracks a Meal Break as an event outside of regular start |/ end of shift, which
allows enforcement and tracking opportunities:

You clocked in at 8:00pm ( 2.7 Hours )
30 Min Meal Break End Shift

Enforcing full break duration: Early return from a required 30-minute break can be
blocked. In the following example, the employee is prevented from returning from
break
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You clocked in at 8:00pm ( 2.3 Hours )

( Break started @ 10:1Spm currently 00:26 taken of required 30 mins )

End Shift

Validating Rest and Discretionary Breaks: Upon clock-out, employees Validate their
time punch, and can attest to other break related questions

e Teamwork will prompt for verifications that required Rest Breaks have been made
available.
o If certain Breaks are discretionary (ie California shift length between 5-6 hours),
a prompt is provided to waive.

Time Punch Verification
Shift Start Shift End

3:15pm 8:56pm 5.7 hrs

Break Start Break End
---------- 0 min

Location La JO”a BOH

role Froster - boh

I waive my 30 min break @ 5hrs.
One (1) paid 10 min rest break was made available.

My Time Punch is Correct

Type Correction Notes Here

|

Submit Correction

s

Alternatively, Rest Breaks can be specifically tracked through the use of a Rest Break
clock-in/out buttons
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You clocked in at 10:00pm ( 6.3 Hours)

6.29 hrs worked in current pay period

30 Min Meal Break
Unpaid
10 Min Break
Paid

End Shift

as Sample Employee

Correcting negative compliance behavior: Teamwork can be set to prompt for
manager sign-off when a labor violation exists, at the time an employee clocks out.

©) Time Punch Verification

Shift Start Shift End
042316 12:00 PM 042316 5:59 PM 6.0 Hours
Break Start Break End

.......... 0 Minutes

Location Cafe Downtown
roieNOne

This Time Punch Requires Manager Approval

B o CE— TR

One (1) paid 10 min rest break was made available.

My Time Punch is Correct

Type Correction Notes Here

’

Break Waivers: Waivers for discretionary breaks can be entered globally or per
employee.
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—4 © Look at Employee Profile Setting

No Break Rules @ Use California Break Rules Use Washington Break Rules

Auto-Waive discretionary 30-min breaks, employee waivers are on file

Yes Waive All

Include break penalties in hrly Ibr %

Edit Availability & Days Off

Profile Schedules / Roles Salary / Wages

Wage / Salary Info

Part Time / Full Time Auto-Waive discretionary 30-min On Duty
Full Time 4 ?{eaks, employee waivers are on
ile
Exclude
Since Hired =
Exclude Employee from Tip, ling Receives Health Benefits

Reporting of Break Violations and Payroll Reporting

Schedule View: Managers are able to spot violations from the schedule [ time-punch

view.

Fri Apr26 4, [5 =

10:00am - 4:00pm
Dishwasher

5:00pm - 11:00pm €f)
Dishwasher

|
12:00pm - 4:00pm
FOH

Time Card Summary View: Managers can view time punches with break data, and
violation / validation statuses. Employees can likewise view their time card summaries,
and dialogue with employer. Dialogue remain tied to the audit history of the punch.

NOTE: Spreadsheet summaries report archival data for any date range.
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Daily Summary for Monday Apr 25, 2016 12:00am x
Cafe Downtown

{ Apr 25, 2016 - Monday ~ Approve All for Ilomy]
Joe Sample Apr 26, 12:49pm admir
i Scheduled: 12:00 PM 6:00 PM 6.00 Clock-Out chg Apr 25 6:00pm to Apr 25
Edit this Clock-In 6:01pm

Worked: 12:00:00 PM 6:01:00 PM 5.77 G 28 140D
Breaks Exp. 0 mins Modified Clock-In From Admin
Break(s)  3:00 PM 3:15 PM 15 mins Ape a0 1t
Total Breaks 15 mins Created Clock-In From Admin

j update ‘

Manager Approved

Employee Approved
| Punch Verification
30 min break violation @ Shrs

Report [ Email-Report: A break violation report is emailed nightly to admin, and can be
run manually for any employee over any date range.

g Sat- Nov 16, 2019

Beverly Hills BOH
Employee Clock-In/Out Times 10 min Break Violations 30 min Break Violations
3:00am - 11:42am ; R
Lilian Vasquez —— I;g';mn break violation @

8:00am - 8:3lam

. 3:29am - 1:05pm
* Marisol Martinez Hernandez 5,
8:30am - 9:0lam

30 min break violation @
Shrs

3:30am - 12:56pm 30 min break violation @

4 Valentina Ledesma Breaks
- 8:31lam - 9:0lam o
Downtown Disney MGT
Employee Clock-In/Out Times 10 min Break Violations 30 min Break Violations
4:10pm - 12:25am i : k
j 30 break violation @
$19 Rebekah Ramirez hreats 5hr;mn reak violation

9:21pm - 9:51pm

Payroll: Break violations and state-specific penalties are applied to payroll reporting,
and mapped to designated payroll codes. Process requires no manual computations
or entry.

Time Punch Validation and Re-Validation

Employees validate time punches at clock-out. If a manager edits any component of
the time punch, it becomes invalidated.

Re-Validation: Employees can re-validate punches from their dashboard or mobile
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Nov 20, 2019 - Wednesday

Sample Employee Unscheduled: 0.00 Clock-In Audit:
Barista Nov 20, 1:08pm Tech Support [ Avorove)
Worked:  12:15:00pm 12:48:00pm 0.55 Aotk oy Novi20) 2 QPR Mok I A
te B 20 12 n | Clock-In Verification rove
Nov 20, 12:50pm Tach S
Breaks Expected 0 mins Cloct

upport
g Nov 20 12:47pm to Nov
Total Breaks 0 mins 2012 n

Nov 20, 12:48pm Sample Employee
Clock-Out from Doice (Testing)
Nov 20, 12:47pm Sample Employee
Clock-In from Dolce (dsf)

| update | 450 characters max

AAAAAAAAAAAAAAAANAAAAAAAAAANANANAAANAANANANANNANANABIEEK I CONSECULIVE DBYSAAMAMAAAAAAAAAAAAAAAAAAAMAAAAAAAAA

Nov 17, 2019 - Sunday

Sample Employee Clock-In Audit:
Barista Scheduled: 11:00pm  11:45pm 075 Nov 17 10:209m Sampl mployee (BRSNS
Clock-Out from Dolce (test)
Worked: ~ 10:14:23pm 10:20:19pm 0.10 Nov 17, 10:14pm Sample Employes | Clock-In Verification
Clock-In from Dolce (tech)

Breaks Expected 0 mins
Total Breaks 0 mins
Clock-in EARLY 00:45:37 | update | 450 characters max

Re-Validation on Clock-In: Employees will be prompted upon clock-in for a shift to
validation any unvalidated time punches.

Split Shift Premium

Split Shift Defined: Workers who earn the minimum wage per hour are entitled to
additional pay known as a “split shift premium” when their schedule includes a split
shift. Any money earned over and above the state, or local, minimum wage will be
credited towards the employer’s obligation to pay the split shift premium.

Determining Employer or Employee Benefit:

e Split Shift penalties are applied solely in instances where split shifts are created for
the benefit of the employer.
o In the punch validation (at clock-out), the employee is prompted to state the
beneficiary of the Split Shift:
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\,

Time Punch Verification O
Shift Start Shift End

5:00pm 6:00pm 1.0 hrs

Break Start Break End
---------- 0 min

Location Main Bar
Role Server

My 2nd shift was requested by my employer
My 2nd shift was requested by me for my benefit

Not Validated

Save

Split Shift Premiums in Payroll:

e Split Shift Premiums are automatically calculated and show in the payroll report, and

can flow into applicable payroll integrations and custom payroll exports.

o Split Shifts can be tracked and calculated across multiple wages and locations.

Overtime Total |
Employee Location Role Base/OT Hourly Rate Hours  Hours E/D  Hours Wages I
)
Sped, Ted Main Bar Base $12.00 5.48 $65.76
T
. Split Shift
Sped, Ted Main Bar Penalties $28.21 $0.00
)
Sped, Ted Main Bar Server Base $14.00 1.00 $14.00

Spread of Hours

Teamwork tracks and reports Spread of Hours violations

Complex Overtime Rules

Teamwork tracks 40hr, 8hr, 12hr, 6-day consecutive, and rolling-24 overtime. OT is
applied proportionately across roles, wages, and locations worked. Reporting provides
visual understanding of overtime source.
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Saturday Nov 30, 2019 1:30am
OT OTWTD OTDT OTDT WTD

Agraz, Mara

Albanes Juarez, Jaime Ernesto

Albanes Juarez, Jose

Ambrosio, Gumersindo

Asencio, Oscar

Barajas, Daniel

Becerra, Natalie

Brennan, Corinne

Brewer, Annabelle

Bustamante, Anabela

1.48

0.23

0.22

1.36

0.48

0.27

0.72

1.28

0.15

0.59

3.42

3.33

3.55

6.25

1.62

0.28

1.94

6.07

0.15

0.60

Schedule - Role

Newport Beach BOH - Froster -
boh

LA Commissary Cupcake -
Production kitchen associate
LA Commissary Cupcake -
Production kitchen associate
Newport Beach BOH - Baker -
boh

LA Commissary Cupcake -
Production kitchen associate
La Jolla BOH - Baker in
Training

Americana MGT - Bakery
manager

Westlake MGT - Bakery
manager

Beverly Hills Cupcakes -
Bakery associate - foh

Grove BOH - Froster - boh

Hrs Worked
9.48

8.23

8.22

9.36

8.48

8.27

8.72

9.28

8.15

8.59

Hrs Worked
WTD
35.42
43.33
43.53
38.25
33.60
31.73
25.94
30.07
28.79

16.60
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Time Punch Validation

Last Modified on 02/07/2020 9:25 am MST

Turning On Validation

From the Settings page, scroll to Locations. Select the "+' next to a location/schedule
to expand settings options.

© [Main
Al | & ix

—* lMain Bar ] @ Active Time Zone: America/Denver 4(:)»

Check Require Employee Validation on Clock-0ut, to require employees to validate
the accuracy of their time punch, and confirm that mandatory breaks were made
available, upon clock-out (if applicable).

+ Department @ x

To require employees to re-validate their time punch in the event that a manager
edits the punch, select 'Require Employee Approval of All Punch Changes".

Save All Changes

Time Punch Employee Validation

—* Require employee validation on clock-out

| Require manager verification for break violations

Require Employee Approval of All Punch Changes

Employee Validation

Upon clock-out, employees are prompted to validate punch and break data, or
submit a suggested correction.
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My Time Punch is Correct

Time Clock Verification
Clock-In Clock-Out

4:08am 8:41am 4.0 hrs

Break Start Break End

7:39am 8:15am 36 min

Location Cafe Southside
rRoeBusser

Ppype Correction Notes Here

Manager's will see approval status from Daily Summary / Approval reports

Donovan Mitchell

Clock-in

_ Manager Approved

Total Breaks

LATE 8 mins Unexcused % 00:08:00

mployee Validated
Clock-In Verification

Busser Scheduled: 4:00am 9:00am 4.50

Worked: 4:08:00am  8:43:54am 4.00 Clock-In Audit:
Breaks Expected 30 mins
Break(s) 7:39am ® 8:15am 36 mins

Feb 7, 8:43am Donovan Mitchell
Clock-Out from Dolce (test)
Feb 7, 8:41am admin

Break @7:39am Updated from 8:39am

36 mins - 5:00pm
Feb 7, 8:41am admin

&

Clock-In chg Feb 7 8:38am to Feb 7
4:08am

Feb 7, 8:39am Donovan Mitchell
Break-In from Dolce (test)

Feb 7, 8:38am Donovan Mitchell

asdfa

Feb 7, 8:38am Donovan Mitchell
Clock-In from Dolce (test)

%

450 characters max

Revalidation

If revalidation is set as required (shown above) - then, in the event a manager

changes any component of the time punch, or if the manager adds a time-punch,
then the employee status will be set to NOT validated.

Feb 7, 8:55am admin

Clock-Out chg Feb 7 8:43am to Feb 7

8:30am

" | Manager Approved

Not Employee Validated

Opportunities for Employees to Re-Validate
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1. Upon their next clock-in, employees will be prompted to re-validate any modified /
unvalidated punches prior be being able to "Begin Shift". The employee can either
confirm the modified punch, or can type in their suggested correction.

Approve Mgr Modified Clock-Ins 1 of 1 &
Clock-Out

4:08am 8:30am 3.8 hrs

Friday

Feb 7, 2020 Clock-In

Break Start

Break End

7:39am 8:15am 36 min

Location Gafe Southside
Role BUuSSeEr

My Time Punch is Correct

Type Correction Notes Here

2. Alternatively, employees can also re-validate from their dashboarad:

= My Clock-Ins & Tips this Pay Period

Cafe Southside

[ Feb 6, 2020 - Thursday

Donovan Mitchell Feb7 Feb 7

Busser Scheduled: 4:00am 9:00ar
Worked: 4:08:00am  8:30:00am
Breaks Expected 5
Break(s) 7:39am B 8:15am
Total Breaks

| Manager Approved
4.50 {""Feb7, 8:36am admin .
i Shift Created from Dialog i @ Validate

Shift Audit:
3.77 Clock-In Audit: Clock-In Verification
Feb 7, 8:55am admin

30 mins Clock-Out chg Feb 7 8:43am to Feb 7

. 8:30am
36 mins .

. Feb 7, 8:43am Donovan Mitchell
36 mins Clock-Out from Dolce (test)

The Daily Summary Report can be set to filter on any punches that are not employee
validated, ie for the pay-period.
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Daily Summary / Clock-In Approval -

Options: 'O Everybody
Roles | 8 of 8 Roles Selected u Approved and unapproved shifts 4 Break '

£mployee Approved Changes Filter | Changes Not Approved %
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Partial Shift Reporting Pay
Californio

Last Modified on 12/24/2023 2:01 pm MST

The following summarizes requirements for California operators to assure thresholds for
pay in the event a scheduled shift is cut short or called off. See:
https://www.dir.ca.gov/dise/fag_reportingtimepay.htm

Q.What is "reporting time pay?"

A. "Reporting time pay” is a form of wages that compensate employees who are scheduled to report to work
but who are not put to work or furnished with less than half of their usual or scheduled day’s work because
of inadequate scheduling or lack of proper notice by the employer. The provisions of the law regarding
reporting time pay are as follows:

1. Each workday an employee is required to report to work, but is not put to work or is furnished
with less than half of his or her usual or scheduled day's work, he or she must be paid for half the
usual or scheduled day's work, but in no event for less than two hours nor more than four hours,
at his or her regular rate of pay.

2. If an employee is required to report to work a second time in any one workday and is furnished
less than two hours of work on the second reporting, he or she must be paid for two hours at his
or her regular rate of pay.

To tun on Partial Shift / Reporting Time Pay, enter the data-points in the Pay Group that
contains the target location. For Start Date, enter the date that you wish to begin
applying this feature. Remember to SAVE SETTINGS when editing pay-group settings.

Partial Shift Worked Pay
start Date | May 23, 2022 |

% of Shift Length

In the Daily Summary views, Teamwork flags a potential penalty, as shown below. If the
cause for the Partial Shift flag is due to the employee’s initiative to call off or cut short a
shift, or if the penalty does not apply for another exempt reason, then the flag should be
left unchecked. If a penalty should be applied, then the checkbox should be set. Whether
the penalty is applied or not, managers are encouraged to use the Shift Audit Notes,
shown below, to keep the shift circumstances documented. NOTE: Managers should be
aware that the flag may present in the event an employee clocked into a different role,
leaving the scheduled shift to present as a No-Show. To remedy, users are advised to
update the role in the originally scheduled shift, and link the unscheduled punch.
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% fewwm Brandon 475
Bartender Scheduled: 7:00pm N:45pm -

NO SHOW | Sick Day v
wotass [ L oco
)

Approved by Daniel Meraz
| Partial shift Penallty: 2.4 hrs

Shift Audit-
May 14, © o
Copied from week of May 2, 2022

{ )
update shift notes

Penalties flow into payroll, and should be mapped to payroll provider.
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Updating Payment

Last Modified on 04/16/2024 6:21 pm MDT

Go to Gearwheel Menu > Payments / Billing

Payments / Billing

.

General Settings
Roles / Headings Settings
Employee Reminders & Certifications
Wage Settings / Rules / Holiday Pay
L] Tip Templates / Settings
Analytics Settings
PTO / Sick Settings
Alert Notification Settings
Blackout Request-Off Dates
& Payroll Mapping
4 Point of Sale Mapping

Importing

Delete an existing payment method using the "X" as shown below

Billing will be split between these Payment Methods

Allow Multiple Payments

Payroll Group | Description Created Last 4 of CC/ACH
(Canton St) Tavern Nov 8, 2018 — -
(OMP) OMP Nov 8, 2018 —E X

To Add a new payment method, use the Add button shown below

Add Credit Card Payment Method

You will have the possibility to setup payment methods for different Locations (Payroll

Groups)

. —
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Dolce Clock Payroll Group

v Choose a Payroll Group l
Administrative - 4 Employees
Canton St - 31 Employees ber t|

OMP - 70 Employees
Parkaire - 0 Employees

Enter Credit Card information. You will be charged monthly.
NOTES:

Visit this page to view billing history:

Payment History
Payment Date | Payroll Group \ Last 4 of CC/ACH | Active Employee Count | Flat Rate | Amount Charged | Ci
May 12, 2019 3:11am | l 9558 = | | | | ** Payment Method Added **

To pay by ACH, you will have the following option appear after initial credit card entry:

Add Credit Card Payment Method ] or | Add Bank ACH Payment Method

Monthly invoices will be sent to email addresses entered into the billing screen, as shown
below:

Subscription Plans / Payment Information

Also send payment receipt to (comma separated email list):

test@dolce.com

Save

To Print a Billing Invoice, press the Print icon by the date of payment.
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Payment Date Payroll Group

May 16, 2020 9:23am

R A LA T Lo T T . N
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Print or Email Billing Invoices

Last Modified on 05/19/2023 12:25 pm MDT

Print or Email Billing Invoices

Go to Gearwheel Menu >Payments / Billing

Q@ AL Tech Support Q

_@ General Settings
(@ Roles [ Groups Settings
£ Logbook Fro Sattings
L:? Reminders, Certifications & Custom
@3 wage Settings [ Rules
D3 Holiday [ Premium Wages
& Tip Tamplates | Settings
m Analytics [ Publishing Settings
% Accrual Policies PTO [ Sick
,& Alert Notification Settings
¥ Blackout Request-Off Dates
§E Late [ Mo-Show / Term [ Scorecards
g Quick Links / Dashboard Wwidgets
A\ Global [ shift Prompts Setup
@ Payroll Mapping
& Point of Sale Mapping
-a Imperting

f =
‘g:’;)\ﬁr- & Payments [ Billing
4

—

devic

PDF |

Monthly invoices will be sent to email addresses entered into the billing screen, as shown

below:

Subscription Plans / Payment Information

Also send payment receipt to (comma separated email list):

[test@teamwork.com, test2@teamwork.com, test3@teamwork.com

Save

To Print a Billing Invoice, press the Print icon by the date of payment as shown below:
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»

Note: Payments cover the calendar month in which they are billed.

Payroll Last 4 of Active Employee
Payment Date
Group CC/ACH Count
@ Mar 16, 2023 10:5lam 1007 == 13
= | Feb16,202310:51am 1007 E n
@ Dec 16, 2022 10:51am 1007 =] N
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Auto Time Punch for Salary

Last Modified on 02/16/2023 10:42 am MST

To set individually

e Edit Employes;
e From Salary / Wage Tab, check Auto Clock=-In

Profile Schedules [ Roles Salary / Wages Permissions Alerts Admin Alerts Reminders, Certs & Custom Input Manager Notes

Wage / Salary Information

Part Time / Full Time If Salaried Auto Clock-In / Out of Exclude Employee from Contractor (no OT) No Overtime Calculated
Full Ti v‘ all shifts (stops POS Time Punch [[J Meal Deductions d d0
ull fime sync'ing) [J payroll Export / API
Since Hired v O Tip Pooling

[) auto Clock-out
[:] Employee Tips View

4-10s (No 40 hr OT, OT After 10 hrs) Receives Health Benefits Merit Points (added to Tip Multiplier)

O O o

To set globally:

e Gearwheel > General Settings > Other Settings
e Make the following selection and SAVE

Salaried Employees Auto Clock-In / Out of
all Shifts

NOTE: Engaging this feature will match time punches to scheduled shifts.

NOTE: Engaging this feature will not affect prior punches, but will auto-clock going
forward.
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Customizing Your Dashboard

Last Modified on 10/09/2023 1:33 pm MDT

From the top toolbar, go to Dashboard

Dashboard components may be customized

e Drag any section to order the page

e Populate any segment by selecting schedules and dates
e Hide any section that is not necessary (can later be retrieved from the bottom of the

dashboard)

My Dashboard
show IEXA

= Shift Prep Report

Choose your Shift Prep Schedules| Select a Schedule

v‘ F\\terbv" AM vl

<

Group with:| None

My Work Preferences
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Sending Messages [ Alerts /
Announcements

Last Modified on 05/19/2023 2:53 pm MDT
Desktop example:

Press the Message Icon from the main toolbar as shown below:

a8

Q & N Tech Support g

Teaqu.f_k boshboard  Schedules Employess Reports Shore Fles B Tools

| me
My Dashboard

= Shift Prep Report

Location: Location rijested sales of $0

Department: Dept

Choosge your Shilt Prep Schedules | 1ol 41 Schedules

Croup with: Holedmmups v Tilter by A6

AM Shift Prep Notes for Friday May 19th 2023

Schedule: Main
** Mot Publisned **

= Q Helpful Resource Links

Location - Company
Company Admin
suppart dolsesiock com
For Completa mowlsdge bosa: nHes:| (support doececiace com/! hap
For Support, emy
This oge con

ftware.com

ks and worklow lat BGeh permission level in your sompary

Open messaging options.

Compose Messages

r]

Messages

(® Received (_ Sent ) Future

Filter on Schedule / Roles / Employees, and check Email / Text / Dashboard options. Then

click Send.
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Compose Messages

>

9

Schedules Roles

Employea(s)

N
-5

3 of 41 Schedules

V‘ | Select Roles

vl select Employses

v

Or just drag a file here to attach!

[ use My £mail as Reply To [T 'ALERT in subject
Emgil From' Title: | leave blank to use your n

¥ (30 chars max )
Email Subject: ( limited ta BO characters )

test

Formats ~  Font Sizes

Send ]

- A-B [

email [ xemsg B push notify B pashboard

send @ e 12:00am ?MDT

Tat { Push Message Preview: 5 of 580 char limit
|test

[Jignore validate Check [ Critical Alert £y

When you open the employee drop-

down menu, you will notice there is an ETP D that

corresponds with their account. That is a visual into which alert methods they have set-
up. Email, Text, Push Notification, and Dashboard

Employee(s)

[ Select Employees

[ select all

D Elisabeth Chiurco

D Fred Wichert «

D Hannah

Shinn

- D Kimberly Vann
L D Zaria N DeGeorge
D Zoe Mitchell

3

D Alan Wolf
[:] Cary Welker
D Chris Carge

D Christy Heinze

D Corey Adams
1 C] Jordan Norris
D Kim Keppel

D Paul Norris

D Tim Gaines

IMPORTANT NOTE:

From the Employee Page, any email or phone that have the UNVERIFIED warning will NOT

receive messages until verified.
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Employee List

| 4 of a1 Schedules v

m[ Inactive ] }‘ Working Shown
@ Location
Dept
¥ Main

wrfy Tt { Email - 62% Only One, 23% Both

Add Existing Employees VeI el &

Name EmQil send verity Phone sendvery  Language Permissions Active Invite All Unactivated
Unassigned (employee place hoider) “
Test, Test Unveil N Emais Unarfid Ne Tis invite s 5ont |

] E : 123~ English ~ Invite 15 Sent )
Cﬁ;;)ﬂml . 4 ﬁé test@teamwork.com (512) 123-4567 e D e e

To send employees a request to confirm their number or email, each schedule contains
SEND VERIFY buttons. Press to send requests.

Email send Verify Phone Send Verify

Mobile example:

The "Send Messages” option is in the left menu

Clock-In [/ Clock-Out

Managers on Duty - M...

Send Messages

My Schedule

Full Hourly Schedule

Full Day Schedule

Full Week Schedule
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Dashboard [ Clock-Ins [ ...

Shift Trades 0

Open Shifts

My Availibility

Days Off

Employee List

Profile & Alert Settings

Library / Documents

Sign Out

[ Help
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Admin Alerts

Last Modified on 10/09/2023 1:33 pm MDT

Teamwork has robust alerting. Administrators (managers with any level of permission)
can define how system alerts are delivered, ie. by email, text, push notification, or
dashboard. Because our system has the potential to send you a lot of information, we
want to be sure you are confident customizing these!

Settings are customizable per user.

Go to user's profile settings:

© & N Tech Support g

T A e

Availability / Days Off w

Employee Alert Settings

Admin Alert Settings

9 Global Employee Alert Settings yees

Sign out

Select Admin Alerts

For each alert type, select the delivery methods desired.
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Edit Availability, Days Off and Activate/Inactivate l

Profle  Schedules /Roles  Salary /Wages ~ Permissions  Alerts  Admin Alerts  Reminders, Certs & Custom Input

@) Admin Alert Notifications

Set [ Unset the delivery method of all Admin Alerts
(=) AllEmail (=] All Txt Messages (=] All Push Notifications

@ = Delivery Method will be received. It is verified!

Alert Description Schedules and Delivery Methods
New Clock-In Station Created I 8 of 8 Alert Deliveries vl
Employee Requesting Days Off | 8 of 8 Alert Deliveries v]
Employee Requesting Shift Prefs I 8 of 8 Alert Deliveries v l
shift Trade/Swap Requests from Employees I 8 of 8 Alert Deliveries v l
A

Clock-In Changes including Notes [ 8 of 8 Alert Deliveries
All schedules
New Employee Created Main

Dashboard @
Emplo Txt Message
Email @

Break Infout Push Notifications

Administrative
Break Over Length EEEiEeE] @
. Txt Message
Auto Clock-Out / Failed to Clock-Out el ©

Push Notifications

Cabadiia Mat Riklinhad

You can make bulk adjustments to the delivery method, or turn them off entirely to
silence. (When you turn them back on, any customizations will be preserved!)

Admin Alert Notifications

Set [ Unset the delivery method of all Admin Alerts
. All Email E] All Txt Messages All Push Notifications

f fery Method will tffelved It is verified!

Phone and Email must be verified to receive text or email.

If un-verified, press "Email / Text Me the Key" to receive a verification code.
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Profile Schedules [ Roles

Contact Information

Merge: Move Shifts, Punches, Wages, Roles, Tips and PTO from 9 find an emplo

salary [ Wages Permissions Alerts

Preferred Gender Pronouns

L ]

First Name (or nickname)

Legal First Name (payroll)

L ]

Middle Name

Last Name

1 Method:

Push Notifications: no Device Detected
Download the DolceClock App for Apple or
Andiroid phones to get notifications

Email Address

Itest@test,com ]

Verification Key

erified | Email Me the Key
Verification key must be entered
to receive alerts

Unverified: NoTxls
Phone Number (with areacode)

800-588-2300

be entered

to receive alerts
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Automated Reports

Last Modified on 10/03/2023 11:56 pm MDT

Teamwork has robust alerting. Administrators (managers with any level of permission)
can define how system alerts are delivered, ie. by email, text, push notification, or
dashboard. Because our system has the potential to send you a lot of information, we
want to be sure you are confident customizing these!

Settings are customizable per user.

Go to user's profile settings:

¢ & N Tech Support g

T A e

Availability / Days Off w

Employee Alert Settings

Admin Alert Settings

9 Global Employee Alert Settings yees

Sign out

Select Admin Alerts

For each alert type, select the delivery methods desired.
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Email Only (sent once a day)
Alert Description Schedules and Delivery Methods
Clock-Infout () Changes-Only or () All) Notes | 5 of 5 Alert Deliveries ~ ‘
sent at End of Day 'y’
Clock-In/out (® Changes-Only or () All) Notes | All Schedules
—
Detail Daily / Weekly Analytics Email | Ernail )
od BOH
Rollup Daily / Weekly Analytics Email | &
Email ®
Daily Hourly Labor Email | Manggement
Email @
Daily Logbook Email | FOH
More 'Daily Logbock Email’ emails (comma l— Sl 9
separated) | % Admin
| Email @
Daily Break Violations Email | « . ¢ cusis cvnvsninn -
Aniversaries and Birthdays Email | 5 of 5 Alert Deliveries W ‘
Role Statistics Email | 5 of 5 Alert Deliveries v\
More Role Statistics Email emails I:commol'
separated)
Daily Hrs Scheduled [ Worked | Eff Wage Email | 5 of 5 Alert Deliveries v ‘
More 'Daily Hrs Scheduled |/ Worked [ Eff chel ‘
Email emails (comma separated)

You can make bulk adjustments to the delivery method, or turn them off entirely to
silence. (When you turn them back on, any customizations will be preserved!)
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If un-verified, press "Email / Text Me the Key" to receive a verification code.

Admin Alert Notifications

Set [ Unset the delivery method of all Admin Alerts
4 AllEmail (] All Txt Messages [ All Push Notifications

f fery Method will tfelved It is verified!

Phone and Email must be verified to receive text or email.

Profile Schedules [ Roles

el

Contact Information

salary [ Wages Permissions

Alerts

Merge: Move Shifts, Punches, Wages, Roles, Tips and PTO from 9 find an emplo

Preferred Gender Pronouns

L ]

First Name (or nickname)

Legal First Name (payroll)

L ]

Middle Name

L ]

Last Name

ion Method

Push Notifications: no Device Detected
Download the DolceClock App for Apple or
Andfroid phones to get notifications

Email Address

Itest@test,com ]

Verification key |labc

S
erified | Email Me the Key

Verification key must be entered
to receive alerts

nverified: Ne
Phone Number (with areacode)

800-588-2300

Text Me the Key

be entered

to receive alerts
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Add Annual Budgets

Last Modified on 05/13/2025 6:09 pm MDT

Budget data populates the Budget column shown below, and provide goals or targets
for scheduling. Budget data is often entered for an entire year. The Schedule column
reflects a re-forecast sales number, and reflects labor scheduled.

Budget Targets by Week

Scheduled Analytics
are the ACTUAL
Scheduled Labor with
Forecast Sales

# Show Requirements / Head, | May 26 24 [5 Mon May 27 @[5 Tue May 28 24 [5;
Joes FOH Add w Ad Add ¥
Sales i [
% Hourly 13.5% 15.0% 13.5%, 12.9% 13.5% 11.3%
Tips (s0) " Note 0 Note s " Note
les per Lbr Hr $0.00  $0.00 $0°00 $0.00 $0.00 $0.00

Total Week

Sales $0
Hours 0
OT Hours 0
$ Hourly $0
$ OT Premium $0
$ Hourly + OT $0
% Hourly + OT 0%
Training / Ops Hours 0.0
$ Training / Ops $0
% Training / Ops 0%
% Total Hourly 0.0%
$ Salary $0
% Salary 00%

$ Total Salary + Hourly $0
% Total Salary + Hrly  0.0%

cheduled
$8,600
45

50
$675
$38
$N3
8.4%
00

$0
0.0%
84%
$0
0.0%
$713
84%

Schd WTD
$5,500
45

50
$675
$38
$713
13.0%
00

$0
0.0%
13.0%
$0
0.0%
$713
13.0%

Sunday - Thursday

Actual
$5,850
45

5.0
$675
$38
$713
122%
00

$0
0.0%
12.2%
$0
0.0%
$713
122%

Employee Actual H
Sample Employee

Role Analytics - We

Role Sched Lb
Bartender $71250 81
Hours 45.00

B

First- determine which fields should be used to set targets (the remaining fields will be
computed). Settings are applied using gearwheel menu > Analytics Settings > Save

For example, the most common setting configuration, shown below, expects a business
to peg an Hourly Labor % target. Salary Dollars can be entered if desired, so that total

labor shows.
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Regardless of which control is desired, a sales forecast is essential.

Settings determine which fields a used to set budget targets

2023 Budget Scheduled Schd WTD Actual

Sales $0 $8500 $7,500 $5850
Hours 0 0 45 45 45
OT Hours 0 50 50 50
$ Hourly $0 $900 $675 $675  $675
$ OT Premium $0 S0 $38 $38  $38
$ Hourly +OT $0 $900 $713 $7T3  $713

% Hourly + OT 0% 9.00% 95%  122%

Training / Ops Hours 00 2 00 00

$ Training / Ops $0 $0 Budget Analytics

% Training / Ops 0% .00 Create Budget Based on HOURLY % before Training & Admin

% Total Hourly 00% 3 wh— o Create Budget Based on HOURLY % inclusive of Training & Admin

$ Salary $0 Create Budget Based on TOTAL LABOR (Hourly + Salary), Hourly % is derived after Salaries are substracted
% Salary 00% Manual entry of Labor Dollars. % Labor is Derived

$ Total Salary + Hourly $0

% Total Salary +Hrly  0.0%

NOTE: If the analytic choices are different than shown above, ask a Teamwork
representative to use engineering resources to turn on the New Budget
Analytics feature flag for the intended site.

To upload annual budget data, go to the Gearwheel Menu > Import, and scroll down to
Import Budget Data

Following are the CSV worksheet NAMES that will target intended budget fields. The most
common are highlighted below.

Click the "Click Here" links shown below to download the template format. (please use
CHROME browser for this procedure)

2023 Budget Scheduled Schd WTD Actual Import Budget Data
Sales $0 [$10,000 $7500 $5850
All CSV Budget files must contain their data type in the name.
Hours 0 0 45 b
| salescsvis the weekly sales data |
QU & =0 o0 20 sales_distribute.csv is the weekly sales data evenly distributed to each day of the week as projected
$ Hourly $0 $900 $675 $675 $675 hourly_costcsv is the hourly cost data
$ OT Premium $0 $0 $38 $38 $38
$ Hourly + OT $0 $900 $713 $713 $713
% Hourly + OT 0% 9.00% 84% 95%  122%
Training / Ops Hours 00 00 00
$ Training / Ops $0 $0
% Training / Ops 0% )dﬁl(ng_udmln_percentcsv is the Training Admin Percent data
% Total Hourly 00% daily_sales_budget.csv is the daily sales data
daily_hours_budget.csv is the daily hours data
$ Salary $0
el o0% Click here to download the Weekly Budget Import Template File'
e : Click here to download the 'Daily Budget Import Template File'
$ Total Salary + Hourly $0
% Total Salary + Hrly  0.0%
Click to upload a Budget Data file
Or,just drag afile here!
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Fill out template and upload, listing the Schedule(s)which house sales and budget data
in Column B. Column A is internal and does not affect the import. Period# with dates
reflecting the start of the workweek should populate rows 3 and 4.

Upload file when complete

Weeks 1-52 (for user
benefit, not system logic)

A B C D E

1 Sales

2
S—— 3 PP1 PP 2
Nota | 4 5/19/24  2/25/28 e Staring
Arver of ———t——— 1 Joes FOH 15,000 15,400 jvitskof
system 6
logi
0gic) 7

Schedule Name (EXACT)
NOTES:

e Data points should be Total Weekly Budget for the given period. (Exception: There is a
format available for importing sales forecasts daily instead of weekly)

e Only one data type (i.e. Labor Hours) can populate a single CSV file.

e The file name must be exactly as shown in the import list above, to indicate which
data point are being uploaded.

e Sales do not need to be entered for every schedule, rather, only the top level
schedule which is mapped to the other schedules in a location.

Entering Budgets from the Gearwheel Menu > Analytics Page, from prior year data.
Alternatively, Budget data can be based on prior year's Budget or Sales data.

Go to the Gearwheel Menu > Analytics, and press Create Budgets

Setup Budgets from Prior Year Data
)
Create Budgets (38
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Make the following selections:

1. Select schedule(s) for which you are applying your budgets

2. Select the [future] date which begins the start of your budget period, and the
#weeks you wish to apply the budget to

3. Select the Budget Data Type

4. Select Prior Year Actuals or Prior Year Budget, and apply a % trend if desired, i.e. 5 or -
5

5. Press Create Budget Data

Create Budgets % |

1 of 121 Schedules ﬂ

From the Week starting Monday Jul 1, 2019
® To the week starting Jun 29, 2020 for 52 | week(s)

Budget Data Types Apply Trend % |5 @® Use Prior Year Actuals
@sales O Use Prior Year Budgets
(J Hourly Labor $

O Salary Labor $

(J Labor Hours

(J Labor % Hourly

(J Labor % Hourly+Salary

Create Budget Data CSV Output

To download a prior year's budget or actual datg, select the date into the past as
desired, select the data type, and press CSV Output.

CSV Output

Typical entries and budgeting methods are shown in this document. If you'd like
assistance with setup of an alternative format, such as using labor dollars and labor
hours as targets, reach a Teamwork specialist.

If you have any issue uploading budgets, please reach teamworksupport@spoton.com,
and include the CSV file you are trying to uplaod.
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Merge Duplicate Employee

Records

Last Modified on 05/03/2022 9:45 am MDT

A FULL ADMIN has access to the following MERGE tool.

1. Open / Edit the employee name that you will keep, ie the version that the employee

has activated or used.

2. In the Merge Section, type the name of the duplicate name, ie "Dave Davids, as shown

below, and select as the name pop up.

3. Press MERGE

Edit Profile for Dave Davids &)

I Edit Availability, Days Off and Activate/Inactivate I

Profile Schedules / Roles salary [ Wages Permissions Alerts Reminders, Certs & Custon Input

Contact Information

Merge: Move Shifts, Punches, Wages, Roles, Tips and PTO from | 9 da lTo this Employee Mergej

Manager Notes

L o @)

Active

Preferred Gender Pronouns & davids, dave (J) @ Flips - FOH: Main

[ﬁ Davids, Dave J

T T T T

Sent
eliv

YOU MUST BE SO CAREFUL WITH THIS TOOL. IT
MERGES THE ENTIRE HISTORY AND ALL DATA OF THE

TWO RECORDS. THERE IS NO UNDO!
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Managers Unable to Perform
Manager Level Functions

Last Modified on 02/22/2023 4:33 pm MST

Common Causes:

1. Login: After a permission is assigned, employee must login fresh to enable their
permissions.
2. Screen Selections not set
1. Location "Quick-Collapse” hides schedule.
2. Schedule Selector loads visible schedules.
3. Working / Secondary toggle is not engaged (grey=off, blue=on). When the
selector is on, then secondary [ working / borrowed employees are visible.
4. By Employee schedule type is required to see employees on the left side of the
schedule. In this view Cut / Copy / Paste icons are engaged.

5. Show Clock-Ins is toggle makes time punches visible and editable.

%
8 @ . !
clmwgt:__lsu Dashboard hedules Employees Reports Uhare Files & [Tools Q@EBI Tech Support
|

Week of IFeb20,2023 5] | 2 0f 106 Schedules v‘

‘3

by Employee [P || by Time ‘ ‘ by Role

A<Z | Roles | AM/PM Roles | Groups ¥ CST

Cedar Park
B4 -
Cedar Park maron| Al v| 2 Employees Clocked In Published on Feb 15th by

Sortby: 4-Z | Roles | AM/PMRoles | Groups ¥ PST

Chino
~ . ]
Chino Filtaron| Al v‘ B published on Feb 10th by ? RYe
2 ghow Requiroments [ Head o Feb 20 (&) E}gé‘ TueFeb21 &4 2@ [l # 520 Thurfeb23@ B2 Fifeb24 (@ B2 satFeb 25 @) B2 Sun Feb 26 25 B2
Add Add  w Add  w add - Add Add  w Add  w
Clear throughout Partly cloudy Clear throughout Light rain
Q the day. 0% (45F - 54 throughout the day.| =y the day. 26% (41°F - | 55 throughout the day.
W 750F) ‘0% a3k (A6°F - 6E°F) | 4 55°F) 0% 97% (41°F - 53°F)
President's Day lear for the hour.
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Text Messages, Alerts, and Push
Notifications

Last Modified on 12/24/2023 1:36 pm MST

Messaging and Alert Delivery Included with
Regular Subscription Fees

Messages from Management to Staff can be sent via

e Text Message
e Push Notifications

e EMail

System Generated Alerts (i.c. schedule is published, shift trade available, employee
entering overtime) are sent via

e Push Notifications

e EMail

Text Alerts Replaced by Push Notifications &
Surcharge Options

Teamwork has developed dozens of System Alerts, potentially generating hundreds and
thousands of messages per day across a company. In order to keep alerts from
increasing user fees, Teamwork developed delivery via Push Notifications through the
mobile App, so that Alerts could continue to be delivered without an increase in costs.

e Messaging Exception: Messages from Management to Staff can still be sent via
Text

e Surcharge Option: If companies would like to continue the use of Text delivery for
System Alerts, the fee is an additional $1 per employee per month. Please reach out

to teamworksupport@spoton.com to engage this surcharge.

Engaging Push Notifications

Simply download the Teamwork App and login. IOS and Android are supported.
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Troubleshooting Non Receipt of Text
Messages from Managers

Employees must VERIFY their phone number to receive Text Messages from Managers.

You can view the status of verifications as shown below:

From the Employee Page, any email or phone that have the UNVERIFIED warning will
NOT receive messages until verified.

Unverified: No Emails Unverified: No Txts

test@test.com (512) 565-6668

To send employees a request to confirm their number / email, each schedule contains

SEND VERIFY buttons. Press to send requests.

Email | Send Verify | Phone[ Send Verify:

Sending Messages

See: https://support.dolceclock.com/help/sending-messages
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Employee Punch Requests
Settings

Last Modified on 11/22/2019 12:31 am MST
To engage the setting that allows employees to request a time punch:
Go to: Gearwheel Menu > General Settings > Schedule Settings

1. press "+" to expand location/schedule settings

@ [Cafe + Department @ x
[Dept l O X | View all Schedules in Department [ Exclude from Timesheet sync
—* [Cafe l @ Active | Don't show in analytics reports  Time Zone: America/Seattle 4{)»

| [Administrative l @ Active | Don't show in analytics reports Time Zone: America/Seattle 4<:)>

2. Check the following setting

Clock-In Restrictions
Allow Clock-In Requests from Employees

NOTE: the setting is schedule specific, so it must be checked for all schedules where

you intend for the setting to be available for employees.

For Employee Requests, see: https://support.dolceclock.com/help/employee-time-
punch-request

For Manager Approval of Requests,
see: https://support.dolceclock.com/help/manager-approval-of-employee-time-
punch-request
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Employee Start Date Modification

Last Modified on 06/23/2020 2:14 pm MDT

If an employee’s Start Date needs to be moved back, in order to add shifts or time
punches prior to the Start Date, take the following steps:

1. Go to an Employee's Time off & Availability
2. Click the Work Active [ Inactive tab, and remove the existing Start date by clicking

the X as shown below

Availability and Days Off for s smanes

Edit Profile for Kevin Schofield

Availability Requested Days Off Work Active / Inactive Dates PTO / Policies

‘ Reason:

Toast (Pizzeria Beddia) SYNC - Toas P
_Exclude from Pay Il Export

a
v

Terms:

Inactivate Employee on:

Changed by = = = R Manual Acti

Started: Tuesday Jun 23, 2020
Reason: Manual Activate-Inactivate

Inactivated: Tuesday Sep 3, 2019, Available for Rehire Changed by “= mw

Save

3. Enter a new, back-dated Start Date, and Save

Availability a Days OfT for kevin schofield

Edit Profile for Kevin Schaofield

Availability Reque Days Off Work Active / Inactive Dates PTO / Folicies

LS
Start Date: | Jun 15, 2020 Reason:

Inactivated: Tuesday Sep 3, 2019, Available for Rehire Changed by Dan Britt
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Running a Payroll Report

Last Modified on 05/28/2024 9:03 pm MDT
To Run a Payroll Report

1. From the main toolbar, go to Reports

2. Select Payroll Report from the dropdown menu
3. Choose a Payroll Period (date range)
4. Select All / Intended Locations

Press Show Report (off to the right)!

You will see a screen report. You can download a CSV file or a PDF by using the links on
the right side of the page underneath the "Show Report” button.

\

Teqmwgf_ls Dashboard  Schedules Employees Reports ShareFiles B Tools

Te A

Tech Support

Reports

e 0] Lost Pay Period wos Sunday May 21, 2023 12-00am to Saturday Jun 3, 2023

=] Current Pay Period is Sunday Jun 4, v Jun 17, 2023
Fayroll ~ Jun 4, 2023 E |to | Jun 17,2023 a T allow Single Week Range show Report
Workday start time i 1200am .
’ ¢ Q‘ Export POF [ Print
Options | [ Search forEmployees | Everybody vl | Payroll Test | 3 0f 3 chedules A~ -
All Schedules W ynort as CSV (CSV)
["]show Details
_— BOH TR sove Snopshot as Spoton
HTML | PDF [ C5V Report Status | Dalete Al Reports BOH e
Stotus Requestedon Time Name Download [ O Departments
Ready Jun 8, 1:31pm 00:01 Poyroll_3895_Jun 4_to_Jun 17.htrmi e View Rep Support
Ready Jun B, 1:31pm 00:01 Poyroll_3B95_May 7_to_May 20.html = View Rep Server
Ready Jun 8,T1:3Ipm 0001 Payroll_May 21_to_Jun 3html

o View Report

?

[ ity when Done

Lock Payroll - Shifts,
@ Clock-ins & Tip Bundies, Email Addresses

|| Send Payroll C5V C5V to Email
PTO, etc

Payroll Approval Status Dally Tip Bundle Status
BCH Mot Confirmed

Support Mot Confirmed

Server Mot Confirmed

After running the Payroll report, you will be shown any concerns that the system has in
red while everything in green detected no concerns.
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Tip Bundle Warnings Clock-Ins with Invalid Roles Missing Employee Payroll Wages

None None None
Incomplete Payroll - Missing Schedules -
Locations - BOH, Locations - Departments: Support, Locations
- Departments: Server -
Payroll Approval Status
Payroll (Payroll Test) for everybody Sunday Jun 4, 2023 to Saturday Jun 17,2023
Clocked-In Break  Cash cc Fee  Service Sales Effective
Employee Location Annual Rate Hrs ‘Wages Issues Tips Tips AutoGr TotalTips Deducted Fee Com Wage Com Comments
Salaried Employees
Sub
Total 0 $0.00 $0.00 $0.00 $0.00  $0.00 $0.00 $0.00 $0.00  $0.00
Hourly Employees
Overtime Total Break Cash Fee Service Sales Effective
Employee Location Role Base /OT Hourly Rate Hours Hours E/D/PS/ss Hours Wages Issues Tips CCTips AutoGr TotalTips Deducted Fees Com Wage Com Comments
: SOH 0
S;z::‘é:;::?g;gs 0.00 0 B:\:in@:‘g 0.00 $0.00 TO‘%‘ (é%%g $0.00 $0.00  $0.00 $0.00 $0.00 $0.00 ?
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The Essential Administrator Tour

Modified on 07/14/2023 4:40 pm MDT

. Teamwork Software Overview
2 Essential Settings Quick Start
s. Roles Setup & Use

. Configure Employees

. Scheduling Overview

s. TiMmekeeping Overview
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https://dolcesoftware.knowledgeowl.com/help/dolce-software-overview
https://dolcesoftware.knowledgeowl.com/help/essential-settings-quick-start
https://dolcesoftware.knowledgeowl.com/help/roles-setup-and-use
https://dolcesoftware.knowledgeowl.com/help/configure-employees
https://dolcesoftware.knowledgeowl.com/help/scheduling-overview
https://dolcesoftware.knowledgeowl.com/help/timekeeping-overview

Essential Settings Quick Start
legacy]
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Assigning Roles

Last Modified on 09/11/2021 1118 am MDT

Adding Roles to Employees - Two
Methods (individual & bulk add)

Before adding Roles, verify employee(s) have been added to the
applicable schedule(s)

See: https://support.dolceclock.com/help/assigning-employees-to-primary-and-
working-schedules

To add role(s) to an individual employee
Click Employees from the main Toolbar

Press Edit button next to employee name > Click the Schedules [ Roles tab

Edit Profile for Kari Barnby

Edit Availability & Days Off

T ———
| Profile:,j Schedules / Roles I Salary / Wages I Permissions I E

Schedules - Primary Schedule is Brooks - FOH: FOH

Primary Working View

Brooks
FOH
FOH - o
BOH
Kitchen
SGM
FOH
SG

nnnnnnn

Scroll beneath schedule selector to apply roles.

Assign Roles by dragging roles into grey box. Assign unlimited roles.
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Roles

Employee's Roles: (drop here) All Roles: (drag from here)

[ ShiftMan X] [ Admin ] [ Ast. Wine Beer ] [ Bartender ]
[ VIR, x] [ Butterfly ] [ Coffee Dir. ] [ old not use ]
Opener ] [ Pottery Manager ] [ Server ]
] [ Social Media ] [ Training ]

J )

[
................................................. [ ShiftMan
[

Wine and beer Wine Director

To bulk add roles to any [ all employees

From the gearwheel menu > Roles [ Group Settings
Scroll to Assign Employees to Roles

Select the Schedule and Role for your bulk qualification, and then check and uncheck
names as applicable.

Assign Employee ; To Roles: &)

Schedules: Roles: (& Employees:
Bay Meadows/San Mateo FOH v | Bartender v [9 of 11 Employees Selected n
(J select Al

Andrade, Emanuel
Andrade, Sandra

—* Chavez Rios, Guillermo

Larios, Claudia
Lopez-Martinez, Dennise
Lopez-Martinez, Xcanleox
() Morales, Ulises

NOTES

If you do not see a name, then you need to go back to the initial step above, and
add the employee to the applicable schedule

If an employee in the list is inactive, it is not necessary to ‘'uncheck” their
qualification
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Roles Setup and Use |legacy]|

023 6:44 am
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Configure Employees |legacy]|
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Roster Clean-Up

Last Modified on 09/24/2023 2:59 pm MDT
Click Employees from the Toolbar.

Make employees visible by opening the Schedules dropdown list shown below, and
selecting relevant schedules.

Employee List

[ 3 of 16 Schedules A]
D All Schedules -
[_|peP&p
[ Iron /
[ ] PPP&P FOH 1
[ IBoH
[_| PPP&P BOH
[ImeT
[] PPP&P MGT ’
Clyde's Felines and Fries
Main Restaurant
Main §
Administrative
Administrative

Remove Inactive employees, by unchecking the Active checkbox.

@ Clyde's Felines and Fries

Main Restaurant

~ Main
vty Txt | Email - 8% Only Ona, 0% Both Add Existing Employees _ n
Name Email send ver ay Phone senaverty  Language Permissions Active Invts Alluncctvote
q
Unassigned (empioyes place holder) 4

Boy, Chonky N
(Boy,C) head_boy@cfaf.com (8g8) st
3m oo hir

0 [ <]

incom (888) 867-5300 | English -‘
| engtien -‘

[erwien <]

If an employee is in the incorrect Primary Schedule, or if the employee works multiple
schedules:

Click the Edit button next to the employee's name.
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, Ch
g

3m 256d since hired

Click on the Schedules [ Roles tab. Assign the employee one Primary Schedule - as
shown below. Assign the employee one or more additional Working Schedules if
applicable - as shown below.

Edit Profile for Chonky Boy

{ Edit Availability, Days Off and Activate/Inactivate

Profile Schedules [ Roles Salary / Wages Permissions Alerts Admin Alerts Reminders,

Filter by Location:| Clyde's Felines and Fries v |

Schedules - primary Schedule is Clyde’s Felines and Fries - Main Restaurant: Main
# @ Clyde's Felines and Fries - Administrative, Junior's Jumbaos - Front of House (FOH): Bartenc
Junior's Jumbos - Back of House (BOH): Line Cooks, Junior's Jumbos - Back of House (BOH): Sal
Junior's Jumbos - Maintenance: Restroom Attendants

Primary  Working View

Clyde's Felines and Fries ‘

Main Restaurant

Main @
Administrative

Administrative O
No Location Association
Newly Imported Employees @) (| O

Scroll beneath schedule selector to apply roles.

Assign Roles by clicking and dragging a role from the All Roles section into the gray
Employee’s Roles box. Note: You are able to assign unlimited roles.

Roles - create new roles in Dolce Click Here

Employee’s Roles: (drop here) All Roles: (drag from here) If you don't see the role below, please add the role to the working
schedule on the Role Settings page.
Barback @]
[ [ Administrative ] I Barback ] I Bartender ]
Bartender @]
[ [ Cook ] I Head Cat in Charge (MOD) ] I Lead ]
Cook @]
[ I Line ] l Maintenance ] l Meetings ]
[ Head Cat in Charge (MOD) @] [ ] I ]
Runner Server
[ Lead @]
[ Line @]
[ Maintenance @]
[ Meetings @]
[ Runner @]
[ Server @]

Note: the grey People icon indicates an employee’'s additional working location
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3m 24d since hired

[a]izes ve

Bulk add employees from other Primary departments by selecting Add Existing
Employees.

@Clyde's Felines and Fries

Main Restaurant

~ Main
T
Add Existing Employees
n

Name Email senaverty Phone sencvery  language Permissions Active

Emm -

Check the names of employees to add them to the location (as a primary, additional
working, or view access location).

Add Existing Employees to Newly Imported Employees

Set | working v ‘employees for this schedule | Add Existing Employees A (

[[JAdministrative RGd EXIStngG Er
[ Administrative
Email send verity [ Bleepe, Grey Language
(] Trunk, Azul
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Paid Breaks Setup

Last Modified on 08/21/2024 3:35 pm MDT

Adding paid break options involves engaging Custom Breaks in general settings, and
configuring roles that can use the custom break types.

Gearwheel Menu > General Settings > Scroll to Other Settings

Check the the following option, SAVE, and login fresh

Allow Custom Break Types by Role

WTIH THE ABOVE SETTING, BREAKS CAN BE SET OR UN-SET AS PAID

To provide break options for employees when clocking infout for breaks, see the following
section on setting breaks by role:

From Gearwheel Menu > Role Settings

Edit a Role that should have additional break types, such as Paid

Bar Prep | &

Set Default Behavior for Meal and Rest Breaks. The example shown below would allow for
UNPAID Meal Breaks, and Paid 10-Minute Rest Breaks. This must be done for any role that
uses multiple break options.
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Break Buttons: Default

Standard

T I
(I | unpaid @ ©

10 Minute Paid
15 MinutePaid
10 Minute Unpaid ()
60 Minute Unpaid ()

Unpaid Meal (ie 30min+) Break
Rest Break

Break Buttons will appear for both types of breaks (when using the Teamwork App or POS
‘Integrated Clock-In". Employees should select the intended break type.

Comm Prep

You clocked in at 6:55am (6.7 hours ago)

End Shift

Editing Break Type and Paid Status

When adding or editing breaks, the Type (10min Type vs Meal Type) can be toggled, as
well as the Paid vs Unpaid status, as shown below.

Toggle
"10 Min" Break type Toggle Paid (Green Color)
On / Off vs Unpaid (No Color)
y Adilio Linares Garcia x
tion Role prove Clock-in Notes & Dialogue to Employee
u:ommisscry V] [Comm Prep (Q) Vﬂ Shift Options v o u:fﬁgiamr:?g;m‘;ﬁ
Aug 19, 1222pm PDT Adilio Linares Garcia
. Break-Out from Teamwaork (Commissary)
ock-In Times Aug 19, 1520m POT Adifo Linares Garcia
art Time En¢ Time Length Break-In from Teamwork (Commissary)
ug 19,2024 E][s;ssqm ] 19,2024 @][3:39pm } arans® . Seaessanror r:‘;g’;‘ﬂ“ﬁ'nj:?;m
ak Times [ = Z
art Time nd Time Length Update - Employee Visible 450 chars max
Cavgro202a  Fns2om [ [augmo2004  [12220m |80 mins
(Augie,2024 (12000 P |avgis,2024 ([ 12000 |
|Aug 19,2024 E‘[m 00am P [Aug19,2024 @H 2:00am ]
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The status also shows in the Daily Summary view of time punches.

Unpaid

- Caamal, Julio

3
$2400

Manager Approved

Clock-In Verification (N)

Scheduled: 7:00am 8.%0
Worked: 6:56:33a 8.29
Breaks Expected 30 mins
Break(s) nsiam ® 12:23pm 32 mins
Total Breaks 32 mins
Clock-in On-Time

Shift Audit:
Aug 19, 6:56am PDT Julio Caamal
Added Clock-In 6:56am to
Aug 12, 8:20am PDT Lane Milburn
Copied from week of Aug 12, 2024

Clock-In Audit:
AAug 19, 3:45pm PDT Julio Caamal
Clock-Out from Teamwork (Commissary)
Aug 19,1223pm PDT Julio Caamal
Break-Out from Teamwork (Commissary)
‘Aug 19, :5lam PDT Julio Caamal
Break-In from Teamwork (Commissary)
AAug 19, 6:56am PDT Julio Caamal
Clock-In from Teamwork (Commissary)

[ )
Update - Employee Visible 450 chars max

Limiting paid portion to 10-min: Work with a Teamwork Specialist
teamworksupport@spoton.com to configure.

10 min Paid Breaks constrained, excess is unpaid time

NOTE on rest break compliance

Teamwork default behavior for California rest break compliance involves capturing
attestations on clock-out that rest breaks were "Made Available”. While capturing 10-
minute breaks may be desired, compliance is driven from the mentioned attestations.
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Weighted Average Wage for
Overtime Computation

Last Modified on 03/26/2024 5:27 pm MDT

Teamwork's payroll output allocates overtime with a method consistent with FLSA
overtime requirements. https://www.dol.gov/agencies/whd/fact-sheets/23-flsa-
overtime-pay

The overtime wage can be a source of confusion to both employers and employees. The
rate used for overtime may align with the role [ rate being worked when overtime occurs.
To adhere to federal requirements, overtime must be paid using a weighted average, or
allocated proportionately across all roles and wage rates worked in a workweek.

Where an employee in a single workweek works at two or more different types of work for which
different straight-time rates have been established, the regular rate for that week is the weighted
average of such rates. That is, the earnings from all such rates are added together and this total is
then divided by the total number of hours worked at all jobs. In addition, section 7(g)(2) of the FLSA
allows, under specified conditions, the computation of overtime pay based on one and one-half
times the hourly rate in effect when the overtime work is performed. The requirements for
computing overtime pay pursuant to section 7(g)(2) are prescribed in 29 CER 778.415 through
778.421 o .

There are two paths to finding a weighted overtime average, which are identical in their
conclusion. Examples are shown below:
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Hours

Hours Worked at Rate 1 ($10) 21

Hours worked at Rate 2 ($20) 21

Total Hours 42

Overtime Hours 2

Method One Hours OT Rate OT Wages
Use Blended Overtime Rate ($15 x 1.5 = $22.50) 2 X S 2250 § 45.00
Method Two

Distribute the overtime proportionately
across the hours and wages worked

Hours OT Rate OT Wages
50% OT to Rate 1 1 X S 15.00 S 15.00
50% OT to Rate 2 1 X S 30.00 S 30.00
Total Overtime S 45.00

Teamwork uses Method Two shown above, which allocates overtime proportionately to
the hours and wage rates worked by an employee, regardless of the role being worked
when overtime occurs.

Note: Teamwork does NOT factor Gratuities and Services fees in the calculation of regular
pay for overtime calculations at this time. Merchant's should ascertain with legal and
accounting professionals if gratuities and services fees should be included in overtime
calculations, and verify that the payroll processor provides the computation, or that the
necessary manual steps are taken.
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Managing Employee Time-0Off &
Availability Requests (Mobile)
Managing Employee Time-Off &
Availability Requests (Mobile)

Managers can now review, approve, and decline employee requests directly from the
mobile app. This makes responding to availability and time-off changes faster and

easier—no desktop required.

Accessing Requests

1. Open the Teamwork app.
2. Tap Time Off & Availability.

3. Tap Requests.
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4. Managers will see all employee requests for the locations they manage.
Employees only see their own requests.

5. Requests are grouped into:
o Upcoming (anything dated today or later)

o Past (anything dated before today)

Requests

Upcoming Past

In Review

- Jinoo Tester

Last updatel Novj

2 Time Off Requested
Starting Wed, Dec 03

24h « Jinoo Tester
Last updated: Nov 18

2 Time Off Requested

Starting Wed, Dec 03
24h + Minever Minii

Last updated: Nov 20

2 Time Off Cancelled

Starting Thu, Dec 04
8h « Jinoo Tester

Last updated: Nov 18

2 Time Off Requested

Starting Thu, Dec 04

Types of Requests

The mobile experience supports both request types:

Unavailability Requests

Recurring weekly availability preferences.
Example: “Unavailable every Monday from 2pm to 8pm starting Nov 24.”
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Time-Off Requests

One-time exceptions to normal availability.
Example: ‘| need Dec 8-10 off” or “l need 2pm-5pm off on Friday.”

Reviewing a Request

1. Tap any request from the list.
2. You'll see the employee’s details, dates, times, and comments (if provided).

3. Tap Manage Approval to take action.

Time Off Details x

TYPE
2 Time Off

STATUS

Requested

DATE
Thu, Dec 04, 2025

LAST UPDATED
Nov 20

Manage Approval

( Delete Preferences )

Available Manager Actions

When managing a request, you'll see the following options:
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In Review — Marks the request as pending. (Rarely used but available.)

e Approve — Confirms the request.

Deny — Declines the request. Optionally add a note.

Cancel — Cancels an already-approved request (when needed).
After selecting an action, tap Save Changes.

You'll be returned to the request list once the update is submitted.

Editing Existing Requests

Managers can re-open any past decision and make changes as long as the start date
isn'tin the past.

For example:
e Switch a denied request to approved
e Update a pending request
e Add or revise manager comments

Just tap the request - Manage Approval —» choose a new status —» Save Changes.

**Please note you can only edit an Upcoming request and any Past requests are
memorialized.

What Managers See

From the main grid, managers will see:
e Their own availability and time-off (just like employees)
¢ Allincoming employee requests in ‘Requests’

e Real-time statuses reflecting any approvals, denials, or changes
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Current Limitations

Filtering options are intentionally simple for now.
At this time, managers cannot filter by:

e Only their own requests
e Specific locations
e Specific employees

More granular filtering is planned for a future update.

Related: How Employees Submit
Requests

Employees can:
e Set preferred minimum/maximum weekly hours
e Block off unavailable days or time blocks
e Submit one-time time-off requests
e Add optional comments for their manager

Once submitted, managers are notified via app or email and can approve or deny the
request. Employees are alerted when a decision is made.

Need Help?

If you have questions or feedback, we're here to help.
Reach out to Support anytime as we continue improving the mobile management
experience at support@spoton.com
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Overtime Premium -
Understanding Overtime
Analytics

Last Modified on 08/09/2024 12:48 pm MDT

Teamwork shows employers the cost of using an Overtime Hour vs a Regular Hour as a
distinguished metric from using more or fewer total hours than expected.

See below: the business used 18 hours of overtime, with a payroll cost of $195.00. The cost
to an employer for using Overtime vs Regular Hours is $65, the "Overtime

Premium®”. The cost of the "regular” portion of the 18 hours reports on the HOURS and
Hours$, so the employer can contemplate total hours and dollars scheduled vs worked.

TOTAL Base Hours and Base $Hourly
Scheduled vs Worked

/\

Total Week Sunday
2023  Budget Schedul ctual
Sales $110,998 $134,6 990
Hours 477 529 418
. o < OVERTIME PREMIUM:
$ Hourly $1351 $1336 $1i82 Cost to a business for

$ OT Premium $0 $67 * US|ng an Overtlme Hour

vs a Regular Hour

The Overtime Premium also shows as a ‘layer” on top of the week, rather than being
assigned to a specific day. This recognizes that an extra shift which put someone into
overtime could have been worked at any point in the workweek. Assigning all OT to the
final doy(s) of the workweek can lead to misleading conclusions.
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Viewing Hourly Labor Analytics

Last Modified on 09/09/2019 4:07 pm MDT

From Mobile, press Hourly Sales & Labor

Dolce Software

< Logbook Pro Entry

€ Logbook Pro Report

< Tip Calculator

< Edit/Approve Clock-Ins
< New Shift

< Daily Analytics

< Hourly Sales & Labor

From the Desktop, in the Schedule view, press $ Hrly

?’:’81 £ Sched Act
Hours 112 96
—*ﬂy. $968  $839
$ Salary $0 $0
s Sales
% Hrly 12.1% 10.3%

View Hourly Sales and Labor
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Thu Sep 5, 2019

Labor by Hour for Thursdg

From Reports

Reports

~"Hourly Sales & Labor Analytics

Notes:

e Sales are based on closed checks

e Timing is based on ticket open time.

ry
v

Time Hrs Labor Sales % Lbr Trans Guests
6am - 7am 0.0 $0 $0 0 0 |
7am - 8am 0.0 $0 $0 0 0
8am - 9am 0.0 $0 $0 0 0 i
9am - 10am 0.6 $5 $0 100.0% O 0 g

10am - 11am 5.8 $49 $0 100.0% O 0 1
11lam - 12pm 7.0 $61 $1,108 5.6% 10 36 1
12pm-1pm 7.0 $61 ° $1,042 59% 13 35 1
ipm - 2pm 6.3 $56 $271 20.6% 6 11
2pm - 3pm 2.4 $19 $105 18.1% 2 4
| 3pm - 4pm 1.7 $16 $0 100.0% O 0
4pm - 5pm 9.7 $86 $172 50.2% 3 6
5pm - 6pm 12.2 $109 $515 21.2% 8 14 ]
6pm - 7pm  11.5 $103 * $1,479 7.0% 12 27 .
7pm -8pm 9.2 $81 °$1,126 7.2% 10 19
8pm - 9pm 8.0 $70 ° $2,228 3.1% 10 33 i
9pm - 10pm 7.3 $61 $95 64.0% 2 5 e
10pm - 11pm 6.2 $50 $0 100.0% O 0 1
11pm - 12am 1.4 $11 $0 100.0% O 0 1
12am - 1am 0.0 $0 $0 0 0 1
1am - 2am 0.0 $0 $0 0 0
2am - 3am 0.0 $0 $0 0 0
3am - 4am 0.0 $0 $0 0 0
4am - 5am 0.0 $0 $0 0 0
5am - 6am 0.0 $0 $0 0 0 E
Totals 96.1 $839 $8,142 10.3% 76 190
Thu S¢
Custom Ranges HoursLab:
From: to 40.4 $3E
From: to 54.3 $47

Sep 2, 2019
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Shift Hours Versus Hours In the
Business Day

Last Modified on 12/24/2023 2:47 pm MST

Scheduled and worked hours, for analytics and payroll, will always align with the
boundaries of the defined business day.

Because the length of a shift or a time punch may span across two business days, a
day's total hours may reflect a portion of a shift or as punch.

In the example below, portions of a single shift fall into two different business days:

Business Day Start in Example = 2:00 AM 6 Hours Schedule:
4 Hours Current Day / 2 Hours Next Day

7 Hours Worked:
4 Hours Current Day / 3 Hours Next Day

Sort by: A-Z | Roles | Groups 9 PDT

Cafe All v Draft: This g€hedule is not visible to employees. = (J Publish=® w @ i}
A Show Requirements  Sun Oct 18 @24 [ L Mon Oct 19 @ [5 Tue Oct 20 @ [5 Wed Oct 21 @4 [5, Thu Oct 22 @) 5 Fri Oct 23 @ [5 Sat Oct 24 @) [

Unassigned
Hrs Worked:0.00
Hrs: 0.00 Shifts: 0

Sagan, Peter 10:00pm - 4:00am )
Hrs Worked:7.00 Barista

Hrs: 6.00 Shifts: 1 10:00pm - 5:00am
Shib, Bib

Hrs Worked:0.00
Hrs: 0.00 Shifts: 0
Test, Manager
Hrs Worked:0.00

Hrs: 0.00 Shifts: 0
Add New Employee 1 Clock-In - 0 Approved @) | 1 Clock-In - 0 Approved @)
Sched Act Sched Act Sched  Act Sched Act Sched Act Sched Act Sched Act
Hours 0 0 Hours 0 0 Hours 4 4 Hours 2 3 Hours 0 0 Hours 0 0 Hours
$ Hrly. $0 $0 |$ Hrly $0 $0| $ Hrly. $40  $40 ' § Hrly $20  $30 $ Hrly $0 $0 ' $ Hrly $0 $0 § Hrly. $0 $0

Hours and labor fall into their
respective business days.

When approving time punches, Teamwork redundantly shows a shift / punch activity on
the the day that the shift / punch crosses into:
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Daily Summary

I Oct 21, 2020 - Wednesday \

(J Approve All for Wednesday

Peter Sagan

Barista 6.00
Edit Clock-In
7.00
0 mins
0 mins A&

(J Manager Approved

Not Employee Validated
Clock-In Verification

30 min break violation @ 5hrs

Clock-In Audi
Oct 26, 10:49am Tech Support
Clock-Out chg Oct 21 4:00am to Oct
21 5:00am
Oct 26, 10:32am Tech Support
Clock-In by Manual Entry on Desktop
Oct 26, 10:32am Tech Support
New Clock-In

update | 450 characters max

Worked Hrs: 7.00

Start of Business Day is a Payroll Setting, per Pay-Group:

ayroll Settings

Starting Day of Week
Sunday v

Start Time (email support@dolceclock.com to change)
2:00am
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Adding Taxes & Benefits to Labor
Analytics

Last Modified on 12/24/2023 1:48 pm MST

Teamwork allows you to add estimated taxes and benefits to your labor analytics.

1. From the Gearwheel Menu > Analytics

& 0

£} General Settings

@ Roles / Groups Settings

£ Logbook Pro Settings

£% Reminders, Certifications & Custom
g Wage Settings / Rules

@3 Holiday / Premium Wages

Tip Templates / Settings

| Analytics / Publishing Settings

2.In the Taxes and Benefits% field, enter the % addition to your labor that you estimate for
taxes and benefits. Typically this is 13%-21%. Click Save All Changes to complete.

Default Custom Hourly Analytics Ranges Taxes and Benefits % D: Average Hours Worked Setup Budgets from Prior Year Data
Lock Ranges 18 % Number of past weeks to show 6 Create Budgets L%
1. 8am to 5pm

2. 5pm to 11pm

Set All Ranges to Above

Enter the Labor Percent Limit for Each Hour ( 'Alerts On  Roll Up Labor to | Schedule v

4am - 5am D % 9am - 10am D % 2pm - 3pm D % 7pm - 8pm D % 12am - lam D %
5am - 6am D % 10am - 11am D % 3pm - 4pm D % 8pm - 9pm D % 1am - 2am D %
6am - 7am D % 1lam - 12pm D % 4pm - 5pm D % 9pm - 10pm D % 2am - 3am D %
7am - 8am [:] % 12pm - 1pm D % 5pm - 6pm [:] % 10pm - 11pm [:] % 3am - 4am D %
8am - 9am D % 1ipm - 2pm D % 6pm - 7pm D % 11pm - 12am D %

Save All Changes

After the entry has been made, an additional band in schedule analytics and reporting
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shows the labor augmented with estimated taxes and benefits:

Total Week
Sunday - Saturday
2018 Budget Scheduled Actual
Sales $7,630 $29,500 $28,295
Hours 429 411 419
OT Hours 0 0.0 0.0
$ Hourly $3,845 $3,861 $3,962
$ OT Premium $0 $0 $0
$ Hourly + OT $3,845 $3,861 $3,962
% Hourly + OT 50.4% 0 13.1% 14.0%
Training / Ops Hours 0.0 6.0 6.9
$ Training / Ops $424 $65 $73
% Training / Ops 5.6% 0.2% 0.3%
% Total Hourly 56.0% 0 13.3% 14.3%
$ Salary $2,639 $1,957 $1,978
% Salary 34.6% 0% 6.6% 7.0%
$ Total Salary + Hourly $6,909 $5,882 $6,013
% Total Salary + Hrly  90.6% [ 0% 19.9% 21.3%
$ Tax & Benefits $898 $0 $765 $782
% Total + Tax & Ben 102.3% 0.0% 22.5% 24.0%
Productivity Index $17.77 $71.86 $67.60

Transactions:1,330 Guests:453 — Week 2018 Transactions:279 Guests:142
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Remove Salary Hours from
Analytics

Last Modified on 04/28/2021 6:30 pm MDT

Gearwheel Menu > Analytics

To remove Salary HOURS from Projected vs Actual Hours, engage the 'Remove Salary
Hours" setting shown below.

Analytics / Publishing Settings

Salaried Employees
T O salary

—* Remove Salary 'on floor worked hours' from Hourly / Productivity Analytics

Complete by Save All Changes

Save All Changes
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ADP WEN Critical Account
Settings for SpotOn Teamwork

Last Modified on 12/24/2023 9:50 am MST

There are certain settings that must be turned on for ADP accept a payroll upload. Please
see that the following steps are taken prior to our sample upload. Requires an ADP
specialist.

1. Time & Attendance settings must be turned on. (doesn't meant that you are using or
paying for Time & Attendance, but just a setting that must be engaged..)

Find out if Time & Attendance is on by go to SETUP -> and see if you have the Time &
Attendance menu item

BRIDGE SUPPORT MARKETPLACE LOG OUT

0) o) i g - ’ E—

REPORTS SETUP * Q Search Workforce Now

Security Time & Attendance
Access Permissions Labor Charge Fields
Membership Rules Holiday Programs
Security Management Timeclocks

—  User Security Report Timeclock Groups

Wage Rate Programs
Approval Process

Projected Pay Cycles

Activity Configuration Message Notifications

IP Configuration
HR & Talent

Here's the screenshot on how to turn on the Core Time & Attendance — you'll need to
call ADP to turn it on. The screenshot represent the Client Setup Wizard utility which the
ADP associates use to setup clients. If unable to resolve this step, please email
teamworksupport@spoton.com.
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CLIENT ADP *

Client Setup Wizard .*

1. Languages & Locale.. @) 2. Services Selection 3. Activities Selection

Canadian Payroll

Canadian Payroll - Employee Self-Service
Canadian Payroll - Manager Self-Service
Comp Payroll

Special Payroll Access

Q Search Workforce Now

Add to Favorites

Integration Services — Financial ERP
Integration Services — Pay Data
Integration Services — Retirement
Integration Services — Staffing

Mobile

v Core Payroll Mobile Solutions
Core Payroll - PI My ADP

v DocuMAX-CDROM WFN Onboarding

v GLI Time & Attendance

v iPay Core Time & Attendance

v iPay Admin Annual Summary

v iReports Edit Audit for Client Access
Pay Card Employee Hour Management
Payroll - Employee Self Service Expanded Timecard and Scheduling
Payroll - Manager Self Service Flextime
Streamline Inbound Hosted Timeclocks
Wisely card - Consumer Legacy Timecard and Scheduling
Payroll Pl - Employee Self Service Mobile Time
Payroll PI - Manager Self Service Payroll Export Download

v Time Off Premium Pay

v Time Off Requests Projected Payroll

WEN OTG Reconciliation -
CANCEL SAVE

2. Key Settings must be applied:

oL m —

WEN Pre-Account setup needs to manually be done once for each WFN

account:

1. Client must have a Memo Code of 5 added to the mentioned path

(setup-> tools-> validation

table -> paydata-> Memo). Note it should be added in the below format only.

Eg:- Code : 5, description : TIPS.

2. Client must have a Hours & Earnings Code of T created (Setup ->

Tools - Validation Tables

-> paydata-> Hours & Earnings Code) Note it should be added in the

below format only.

Eg:- Code : T, Description : Tips, Type : Earnings, and Default Field

Number : 3.
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ADP Purchasing the Run
Connector

Last Modified on 04/25/2025 2:58 pm MDT

Purchasing the ADP Run®
Connector

Two important notes before you begin:

e |f multiple Run accounts are being synced, please refer to the article for Preparing
Multi-Unit ADP Run Accounts for ADP App Marketplace and complete those steps
BEFORE the steps in this article.

e All of the below steps must completed, if you stop after clicking “place order,” you will

not be able to use the connector.

1. Go to apps.adp.com and use your run credentials to login; or navigate to the ADP App
Marketplace via your RUN account.

Solutions  Consulting Partners  About +} Smart Search Beta [Search Q] A © Cuntact

Marketplace

Instantly access

ADP APIs

Build custom integrations to connect your
business systems with ADP® API Central.

Learn about API Central for ADP Workforce Now®

> Learn about API Central for other ADP platforms

[ Search for providers, apps, HR needs... Q J m
tt You can also try our new smart search tool to ask about product features, easily compare solutions, and more. Try smart search

2. Using the search bar, navigate to the SpotOn Teamwork Connector for ADP Run
Marketplace Listing.

3. Click "'Buy Now."
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Marketplace

%, SpotOn Teamwork Connector for RUN

LN

Solutions  Consulting Partners  About ! Smart Search Beta [Search Q] M ® Contact

Teamworn Powered by ADP® __@ @Sa
o O town

One Button Payroll to RUN Powered by ADP, Automated Payroll, Labor
Center, Scheduling, Tips Distribution, POS Integration Login to see prices >

3.6 4 Reviews
Overview Features Reviews Editions & Pricing Support & Terms

SpotOn Teamwork: Payroll in ADP with one click. Labor Management for Today. Integrating POS through Payroll.

SpotOn Teamwork is a leader in workforce management technology—built to drive profits and streamline operations. SpotOn Teamwork
connects and integrates:
v/ Scheduling, v/ Timekeeping, v/ Labor Budget, v/ POS Integration, v/ Tips Distribution, v/ Labor Compliance, v/ Publish Payroll to RUN

Dawrarad ki AND

4.Then click "continue.”

1. Create Order 2. Product Custom Attributes 3. Billing Details 4. Confirm Order 5. Order Receipt

Purchase FAQs

You're 60 seconds away from getting Dolce Connector for RUN
Powered by ADP®.

Included Users.

© Dolce Connector for RUN 1 $0.00/ Mo
Powered by ADP

$1.00/ Employee
Based on Usage

Discount Code: Apply

Fee due at checkout:  $0.00

Total recurring monthly fee as of 06/11/23:  $0.00

rring monthly fees may include charges based on usage.

CONTINUE

| Back to Dolce Connector for RUN Powered by ADP®

5. You will be prompted to enter your CUSTOM WEB ADDRESS (ie
company.dolceclock.com), if you are unsure of your web address, you can find it at the
top of the general settings page of your Teamwork account (gearwheel > "general
settings"). Enter your full custom web address, and then click “continue.”
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Apps H About
Marketplace PR s

1. Create Order

2. Product Custom Attributes

SpotOn Teamwork Lookup

Company 'Pub 199' Found

Product Settings

SPOTON TEAMWORK - PLEASE ENTER YOUR CUSTOMER URL

SpotOn Te k C URL (ie P di

company.dolceclock.com

Product Custom Attributes
Order Details

Order Information

Referrer Email (optional)

Cancel

6. Click "continue.”

Ay H About
Marketplace EESSeS

1. Create Order 2. Product Custom Attributes

Complete Billing Details
2

ADP Invoice

Back

7. Agree to terms, and Place Order!

3. Billing Details

Check

3. Billing Details

), Contact [~ =

4. Confirm Order 5. Order Receipt

CONTINUE

O, Contact

4. Confirm Order 5. Order Receipt

Change

(You can review this order before it's final.)
CONTINUE
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Product Custom Attributes Name Edition Price Quantity Total

Order Attrib“_tes ) Dolce Connector for Dolce Connector for RUN $0.00 / Month 1 $0.00

Referrer Email (optional): RUN Powered by ADP®  Powered by ADP
Subtotal: $0.00
Sales Tax: $0.00
Fee due at checkout: $0.00

1 Total recurring monthly fee as of $0.00
06/11/23:
Recurring monthly fees may include charges based on
usage.
Back | have read and agree to the ADP Marketplace Terms of Service and the Terms of Service applicable to PLACE ORDER

each application | am purchasing as shown on this page.
| acknowledge that the third party applications and their services are not provided by ADP and | agree
that ADP has no responsibility or liability for these applications or the services.

8. Go to MYAPPS!

Apps H About O, Contact
Maketplace T -

1. Create Order 2. Product Custom Attributes 3. Billing Details 4. Confirm Order 5. Order Receipt

Order Receipt

You successfully subscribed to SpotOn Teamwork Connector for RUN Powered by ADP® and can start using the application from MyApps. You will receive email confirmations of your purchase.

Order ID: 136370609

Name Edition Price Quantity Total
SpotOn Teamwork Connector for SpotOn Teamwork for RUN Powered by $0.00 / Month 1 $0.00
RUN Powerad by ADP® ADP
Subtotal: $0.00
Sales Tax: $0.00
Fee paid at checkout: $0.00
Total recurring monthly fee as of $0.00
05/21/25:

Recurring manthly fees may include charges
based on usage.

GO TO MYAPPS

528



9. You will see your current apps, click on the SpotOn Teamwork App.

Y & Contact

o

About .+ Smart Search Beta
Marketplace *

Applications

\DP® and can start using the application fr

Lifel ® upnetic Scarertis | (3D Teamwork

LifeMart Discounts for RUN Upnetic CareerFlug (ATS) for RUN SpotOn Teamwork
Poweraed by ADP® HR Pro Connector for RUN Powerad
by ADP®

10. You will be redirected to ADP's Consent Manager, click "Allow," then click "Contnue.”

Client Authorization
ﬁ Dolce Software Data Connector
oy Dolce Software LLC

You hereby:

Allow read access to your basic contact information

Allow read access to your time off balances

Allow read access to your time off requests

Allow read access to your unique identifier

Allow read access to your worker profile that includes
personal demographic information, tax IDs, personal
address, personal communication mechanisms,
employment/contracting information and
compensation

Allow write access into ADP systems for worker's
timesheets

By clicking ‘Allow’, you are authorizing and instructing ADP to provide
your data to this application. You are authorizing the use of your data
obtained from ADP in accordance with the application terms of
service and with the privacy policy found on the application’s web.
site. Note that application users may be able to perform actions
and/or access data that they would otherwise not be authorized to
do within ADP systems; please verify access controls with the
application owner.

You can always modify this setting and manage other account
permissions at any time through the ADP Consent Manager. Note that
any modifications made will not affect data you have previously
authorized ADP to provide to this application.

E o

1. ADP's Consent Manager will prompt you again, click "Allow.”
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Client Data Access
Authorization/Instruction

a

Dolce Software End User

by Dolce Software LLC
You hereby:

= Allow read access to your basic contact information

+ Allow read access 10 your unique identifier

By clicking Allow, you are cuthorizing and instructing ADP to provide
your dota to this application. You are authorizing the use of your data
obtained by ADP in accordance with the gpplication terms of service
and the privacy policy found on the application’s web site. For clients
outside the U.5.A and Canada, this instruction is provided pursuant to
the Client instruction Agreement jo.k.o. Client Consent Agreement).
Note that application users may be able to perform actions ancifor
occess dolo that they would otherwise not be outharized to do within
ADP systems; please verify access controls with the application
owner,

You can always modify this setting and manage other account
permissions ot any fime through the ADF Consent Manoger. Note

that any modification made will not affect data you have previously
authorized ADP to provide to this application.

You are connected. Well done! Please email teamworksupport@spoton.com and let us
know that you are ready to configure your first payroll.

NOTE: If multiple Run accounts are being synced, the above steps need to be taken for
each account. Please refer to the article for Preparing Multi-Unit ADP Run Accounts for
ADP App Marketplace
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ADP® Teamwork Onboarding
Process

Last Modified on 07/30/2023 12:26 pm MDT

General Overview

Teamwork provides a Labor Center -- an efficient platform for managing scheduling,
timekeeping, tips, and Point of Sale integration. Teamwork can be setup for single or
multi-unit establishments very quickly, by extracting data from ADP through its API.
Information including employee profiles, IDs and wages, and location, department, and
job codes are all transferred through the cloud. The training and onboard process for a
store is efficient as well (typically two hours for a location). Payroll uploads through a file
for through the API (cloud), and is tested prior to going live.

Teamwork offers staggering possibilities for integrating multi-locations, multi-EINs, and
mMulti-POS systems.

Process

1. Introductions

e Teamwork should be introduced to point person(s) for the company, i.e.. heads of
operations / implementation / and HR, as well as ADP® point person(s), including an
implementation specialist.

2. Coordination of payroll setup Teamwork should be invited to meeting including key
decision makers and implementation specialist to discuss the following:

e Establishing structure of Locations, Departments, Job Codes, and Cost Centers.
Teamwork should be included from the onset in how a company will be setup.

e Establishing how primary and secondary wages will be handled. Teamwork will
inform the team of options of how Teamwork can sync and interact with ADP wages,
and client can choose a workflow.

e Establishing PTO and Other Earnings flow. Teamwork will inform the team of options
of how Teamwork can be used for PTO and Other Earnings, and client can choose a
workflow.

e Establish other pertinent payroll expectations including the handling of Tips, Tipped

Hours, Break Violations, Semi-Monthly Overtime, and other miscellaneous data.
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3. Establish Timeline Teamwork to inform client in detail of process, and establish dates
relative to the Go-Live date for the following events:

e Data extraction, from both ADP and POS. Very little data is entered into Teamwork
manually. Teamwork will extract data from other systems once they are setup.

e Operations training and assembly of training resources.

e Onboard pilot location (if multi-unit)

e Onboard all locations

e Test Payroll

e Golive

The parties should establish communication expectations - ie. who should be
included and copied on what level of questions or progress.

Because Teamwork extracts data from other systems once complete, Teamwork's
presence in onboarding becomes more visible after company data has been
extracted.

Variations

Implementation of systems is not required to be in lockstep. For many reasons, there may
e motivation to implement Teamwork or ADP first.

Initial data extraction can come from ADP or from the client's Point of Sale, then synced
with the other system.

Important Notes

Teamwork functions as the timekeeper of record, and offsets the need for ADP Time &
Attendance.

Teamwork integrates with leading cloud-based point-of-sale systems, but not all /
legacy systems.
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ADP Purchasing the Workforce
Now Connector

Last Modified on 12/24/2023 2:42 pm MST

1. Go to apps.adp.com
2. Login with your Workforce Now credentials

3. Search for Dolce, Select the Dolce Connector for Workforce Now and purchase.

Connect Dolce Software to ADP Workforce Now® Payroll
One Button Payroll Powered by ADP WFN, Automated Payroll, Labor Center,

D O I C e Scheduling, Tips Distribution, POS Integration

SRR Populate your Payroll in ADP Workforce Now with one click from your Dolce Software

Labor Center. Control labor costs and save time by integrating scheduling,... Learn

More

Note: Teamwork was formerly called Dolce Software
4. Follow prompts for approval and permissions.
5. When prompted, enter your Teamwork URL, Connect, then Grant Access

Follow the instructions below.

Existing Dolce Software customers please enter your Dolce Software URL
e = dolceclock com ' T Connect your Doloe Software Account with ADP™

Your Dolce 'POS (White Maple Cafe LLC-ADP) SYNC' account has been setup.
One last step is Granting Access to your ADP Data. Click] Grant Access Jto finish this setup.

3

To connect your ADP™ Payroll information to Dolce Software you must associate your Dolce Software account with ADP™,

6. Click Allow
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Consent Request

;w;-._ Dolce Software Data Connector

requests your permission to:

o Allow read CCess 10 your Dasic CONLACT niormation
o Allow read access 10 your time entries
o Allow read access 10 your unique identifer

By ciciing Alow’, you ore outhoning ADP 10 provice your 000 1o
IS GREICODON. YOU ONe OUENONZING INe Ue OF yOur 00 COMINed
from ADP in oooordonce with the Oppicosion ferms of 1envice ogreed
10 Of e Of PUICASSe ONd With the PIVOCY Poicy Sound on the
CPOICODON'S wed Sbe. Note Ihat apOICODON Ulevs Mmay De cbie 1o
Pevtorm GCions Onaor OCCets COND 90T ey woukd OMevniLe NO! D¢
OUthOnZed 10 0O wihin ADP systems. p.osomv'yoccnscc‘«m
With e COOICONON Onne?

W CON aways Modky this Setting Ong monoge ohey OCCount
POTNSSIONS OF Oy Sme MOuph Me (Ink] NOMe Shar 0Ny MONConoNS
Mocke will RO GMec! G0N0 yOu NOVE Drevioully Sumoed ADP ro
Prowvide 10 IS DO OtON

7. Click Continue

Consent Request

ﬁ), Dolce Software Data Connector
)

requests your permission to:

« Allow read access to your basic contact information
* Allow read access to your time entries

« Allow read access to your unique identifier

Good job! This app is now connected to your ADP
workforce data.
We've recorded your consent successfully. No further action Is requ’ted.

8. You should see a message that you are connected. Please
email teamworksupport@spoton.com, and let us now that you are ready to

configure your first payroll.
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Your Dolce Software account is now connected to ADP™! You are done, thank you.

Click here to login to Dolce Software and start your ADP Payroll Mapping
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ADP Purchasing the Next Gen
Connector

Last Modified on 12/24/2023 1:53 pm MST

Go to apps.adp.com
Login with your Workforce Now Next Gen credentials

Search for Teamwork, Select the Teamwork Connector for Workforce Now

rca AppsHome  Solutions  Consulting Partners  Industry  About ADP Marketplace O, 7 Contact J.St.John v
arketplace

Solutions ~

[} Productivity & Collaboration (&3}

Time & Labor M b SpotOn Teamwork Connector for ADP Workforce Now® Next Generation
L] Time & Labor Management { T K by SpotOn Transact, LLC L . s
[] POSIntegration @ €aMWOrK  spotOn Teamwork is a leader in labor management technology and helps simplify ... earn fore
App features ~ (0 Compare
1 Intanratian Nataile &)

Press Buy Now

SpotOn Teamwork Connector for ADP

Teamwork  Workforce Now® Next Generation Conflbet Us |
7 Qtomon Share data between SpotOn Teamwork and ADP

Buy Now

Input your Teamwork URL, ie ‘companyname.dolceclock.com” when prompted, and click
Next

(if you don't see a place to enter your URL, press Next, and you will be prompted)

L]
Cart

No Billing Required Review and Buy

Cart

e SPOtON Teamwork Connector for
ADP Workforce Now® Next...

e SPOtON Teamwork Connector for ADP W...

SpotOn Teamwork Connector for ADP Workfo
SpotOn Transact, LLC

Change  Remove rce Now Next Generation
1 User (included) $0.00
SpotOn Teamwork Connector for ADP Workforce Now N... $0.00 / month
Employees Usage based
Employees $1.00/ employee / month $1.00/ employee / month
Charges are based on your usage for each period
Next
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Additional Information

SpotOn Teamwork

Please Enter your Customer URL

SpotOn [+ URL (ie

SpotOn Teamwork Customer URL (ie company.dolceclock.com) required.

Save details Cancel

Check the Terms and Complete Purchase

| have read and agree to the ADP Marketplace Terms of Service and the Terms of Service applicable to each application | am
purchasing. | also agree that the services are provided by independent third parties and are not provided by ADP. | agree that
| am entering into agreements with third parties and ADP is not responsible for such third parties' products or services.

Complete Purchase

Press Manage Consent

AppsHome  Solutions  Consulting Partners  Industry ~ About ADP Marketplace O Y Contact

Marketpla;e

Purchase #026142

Your order is currently processing

Thank you for your order! Your purchase #026142 is processing.
You will receive an email with a confirmation shortly.
Click here to view your order summary and status.

What's next?

Before you can use your new app(s), you must provide consent for
our partners to access your company's ADP data.
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Read / Scroll to the bottom of the terms and press Agree

ADP Marketplace Account

Oops! It appears we have some unfinished business.

We are updating your ADP Marketplace terms of service; therefore we need to collect your
acknowledgement. Please review and agree to the terms below to continue. Thanks again for using
ADP Marketplace!

ADP Marketplace Terms of Service

should survive, will survive such termination or expiration, including, but not limited to, Sections 2,
5,11,12,ang 13.

VI. Headings. The heading references herein are for convenience purposes only, do not constitute
 part of these Terms, and wil not be deemed to limit or affect any of the provisions herecf.

VI, Third Party Beneficiaries. The software and website platform for the Marketplace are powered
by Licensor. Licensor is a third party beneficiary of the terms in this Agreement and is entitled to
enforce them as i it were a party to this Agreement.

VIII. Entire Agreermnent. This is the entire agreement between You and ADP relating to the subject
matter herein and will not be madiified except in writing, signed by both parties, or by a change to
these Terms or policies made by ADP as set forth in Section 9 above.

IX. Independent Contractors, No Agency, The relationship between You and ADP is one of
independent contractors. No agenicy, partnership, joint venture, employee-employer or
franchiser-franchisee relationship is intended, nor shall anything herein be interpreted or
construed ta or create, either expressly or by implication, any such relationship

By selecting " Agree’, you acknowledge as an ADP Marketplace user that
you have read and agree to our Terms of service as defined above.

Press Close

ADP Marketplace Account

V Thank you! We’ve successfully recorded your
acknowledgement of our terms of service.

ADP Marketplace Terms of Service

should survive, will survive such termination or expiration, including, but not limited to, Sections 2,
5 11,12,and 13.

VI. Headings. The heading references herein are for convenience purposes only, do not constitute
a part of these Terms, and will not be deemed to limit or affect any of the provisions hereof.

VII. Third Party Beneficiaries. The software and website platform for the Marketplace are powered
by Licensor. Licensor is a third party beneficiary of the terms in this Agreement and is entitled to
enforce them as if it were a party to this Agreement.

VIII. Entire Agreement. This is the entire agreement between You and ADP relating to the subject
matter herein and will not be modified except in writing, signed by both parties, or by a change to
these Terms or policies made by ADP as set forth in Section 9 above.

independent contractors. No agency, partnership, joint venture, employee-employer or
franchiser-franchisee relationship is intended, nor shall anything herein be interpreted or
construed to or create, either expressly or by implication, any such relationship

You'll see the following:
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@ LANGUAGE: English (US) v

Consent Manager

Requests for Authorization

The following applications are requesting access to your company data.

APPLICATION NAME REASON FOR REQUEST ELIGIBLE TO AUTHORIZE SECURITY SETTINGS UPDATE SETTINGS
a SpotOn Teamwork NextGen - New subscription requires authorization Only you
Data Connector REQUESTED Oct 12, 2023

Last Step: Look for an email from ADP to confirm the connection request

Press View Request as shown below, and compete

branding
ADP Marketplace

Connection Request

Dear James St.John

Thank you for subscribing to SpotOn Teamwork NextGen - Data Connector
from Dolce Software LLC through ADP Marketplace.

In order to activate the integration of your ADP data with SpotOn Teamwork
NextGen - Data Connector, ADP must obtain your permission to initiate the
data share with Dolce Software LLC.

Please select the “View Request” button below to begin. If you do not provide

your permission, your ADP data will not be shared with the partner app.
SpotOn Teamwork NextGen - Data Connector

by Dolce Software LLC wants to connect

> View Request

Please reach out to your Teamwork specialist, or teamworksupport@spoton.com,
and advise that you've completed your ADP Workforce Now Next Gen connection. A

specialist will assist with initial configuration.

A Teamwork specialist will also advise if your data can be pushed through the api / cloud

at this time, or if a CSV will be used for upload, until pending api development
completion.
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Adding ADP Wisely Integration to
Teamwork

Last Modified on 02/20/2024 519 pm MST

To Connect Wisely to Teamwork, please take the following actions:
1. Create a Wisely Account with ADP [ Wisely.

2. Wisely needs to generate API credentials for partner integrations, and then provide
Teamwork with the following document. (Please request this document be populated
and submit to your Teamwork specialist, or dolcesupport@spoton.com.

The general contact information we have on file is: wiselypay@adp.com, 866-317-8183
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API Credentials - Production

u The purpose of this document is to provide you credentials and final steps to complete your Wisely API Integration
m Plaase reach out to me with questions

Use the following link and log in credentials: Consent Manager URL
= User ID and Password: Use existing SmartComphance Login Credentials

Welcome to ADP

Newd an aod ot

Use the following credentials to provide consent for Certification

- Client ID: [
Client Secret

= Country Name (2 letter code)
Example: [US] = US
- State/Province Na L

- Locality Name (e.¢

- Organization Nam es
= Organizational Un Services
- Common Name | | s

- E-mail address [ ] o -
Note: The following "extra’ attributes to be sent with your Certificate request are to remain blank
- A challenge password [ ]

- An optional company nama | |

Note: When requesting AP1 support. reference the comrelation ID

ADDITIONAL INFORMATION

3. After the Teamwork engineering team inputs the credentials provided, they will advise
next steps for completing implementation and testing.
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Preparing Multi-Unit ADP Run
Accounts for ADP App
Marketplace

Last Modified on 03/26/2024 1:38 pm MDT

For use of the ADP App Marketplace, a New Username must be setup for each location /
sub-account

Registering a New Username in RUN

1. In RUN go to Settings

Upcoming payroll

Biweekly Dwwe: in 11 days (3 Payroll actions

03/20/2024 02/29 » 03/13

1. Click Add User
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nn p—— . El Patos Mexican Fresh LLC v

a Change my password >
B
L] SetmyPIN
i >
Set the secure PIN you use when you call.
.
-
oo
o i
& Company
Co
& [Et Addressinfo >
i Bankaccounts >
o op Manage user access -
- 2
Manage who can access your account and what they can do.
? How do you rate your Company settings experience?
1 2 3 4 5
. ‘ 2, Addussls

1. Putin the name, role (Owner or Payroll Admin), and email
1. ***Different email & phone number required for each user***
2. Make note of the temp user id and password, this will also be emailed to the client if
a real email address is used.

El Patos Mexican Fresh LLC v

Add Users @

First name:*

©

4 D P

3. Click "Save," in the bottom right corner, then click on the user created
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. El Patos Mexican Fresh LLC v

User Security (2]

Multi-Company
Name Role Registered? PIN
Access

Mexican Fresh, E Owner No No N/A

Palushaj, | Owner Yes Yes x

(e x

4. Click, 'send registration email,” then go follow the instructions from the email to
complete registration.

El Patos Mexican FreshLLC v

Mexican Fresh

@ Email:*

(=)

Gb Rol

0 Owner

:
=+

?

%+

Cancel

Have the client close out of the browser completely

2. Go to apps.adp.com, and login in the top right corner

3. Client can now go into the marketplace, suggest logging out in the upper right and
logging back in to ensure they are logged in with the new and correct User ID
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ADP WEN Wage Sync to
Teamwork Default Method

Last Modified on 12/24/2023 2:38 pm MST

With this method of wage synchronization

e Employee's ADP's Ratel will populate the employee’s "'Default Rate” in Teamwork. This
wage will apply to all Roles worked, unless an exception has been setup.
e Secondary wages will be set in Teamwork. (ADP secondary rates are abstract, ie

‘Rate2, Rate3d" whereas secondary wages in Teamwork will be seen as Role Specific.

Viewing / Setting Wages in Teamwork

From the Gearwheel Menu > Wage Settings > Show Wage Report (bottom of screen)

9 of 12 Schedules u Show Wage Report

You will observe all employee's Default Rates in comparison to ADP's Ratel

Dolce's Default Rate (for this employee) Effective Date

/ \ Aug 26, 2019

$15.25

s, Sarah _ Full Time | Hourly Default
ired

No Wages for Lead - BOH, Lead - FOH, Management, Prep Cook

ADP Roles (wages): Management (E64) $15.25 Aug 26, 2019

Wage in Payroll for comparison

Secondary Rates in Teamwork are Role Specific, as shown below

e Secondary Rates must be manually entered into Teamwork (because Payroll

wages are not Role specific)
e We recommend that you do not create role specific wages in Teamwork that are

redundant to the Default Wage. In other words, secondary wages should only exist

when they are an exception to the employee's Default.
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Secondary Rate in Dolce is Role Specific

[Lafw Simon Full Time
c= T Since Hired

Hourly Default $11.50 Jul 1, 2019 Edit

No Wages for Prep Cook

ADP Roles (wages): Delivery Driver (E64) $11.50 Jul 1, 2019 , Rate 2 (E64) $12.75 Jul 1, 2019

" i i x
Hourly Delivery driver $11.75 Dec2,2019  Edit| S = .

x

Entering a Role Specific Wage

e Press Edit to go to employee's Wage Settings

Hourly Default $11.75 Jul 1, 2019 Edit

No Wages for Delivery driver

ADP Roles (wages): Delivery Driver (E64) $11.75 Jul 1, 2019

e Select the Role and enter the role specific wage
e Enter effective date, ie start of pay period, and press Add Wage [ Salary
e Active wages can be seen underneath wage entry window, see below

Current Pay Period: Mon yAﬁ, 2019 - Monday Dec 16, 2019

—New Salary / Wage

S| laried Employee
DP Wages @ ADP (Sizzle Pie Eugene-ADP): Start Date Notes

M t-$13.75
anagement - § Nov 18, 2019
Rate 2 - $11.50 ’

© Hourly Employe
Employee's Roles

1 of 4 Roles
| All Roles

rly Wage

. $/11.5
Lead - FOH

FOH
- Add Wage/Salar
Management Max Tip Credit $ Applicable Tip Credit $ o WegetelEny

Min Tipped Wage 0 OT Tipped Wage 0

If Regular Tipped Wage changes when in OT, (ie MA) enter wage $ Otherwise leave blank
If eligible for Meal Deduction, enter credit $ Otherwise leave blank
If eligible for Meal Credit, enter credit $ Otherwise leave blank

* All roles not configured with a wage will use the "Default Wage" wage

History:

2019

Changed to Hourly @ $13.75 , Meal Deduction $0.00 by ADP (Sizzle Pie Eugene-
ADP) SYNC Default Wage  Jul 1, 2019 | Retire =
From ADP ADP (Sizzle Pie Eugene-ADP) SYNC

Active Wages

e NOTE: Secondary rates do not need to be maintained in ADP
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Audit #1: Verify TEAMWORK Defaults match ADP Ratel

e From Wage Settings, select "Show TEAMWORK Default Not Matching Payroll’ and
run the report.

e |f an exception is found, enter role specific wages so that payroll will be accurate,
and contact us at teamworksupport@spoton.com so that we can connect on sync

settings.

9 of 12 Schedules Show Wage Report | Dolce Wage : Payroll Wage Filter:

Show Dolce Default Not Matching Payroll

Audit #2: Review Multiple Rates in ADP vs Multiple Rates in TEAMWORK

e From Wage Settings, select Payroll Wage Filter: More than 1Rate and Show Report

9 of 12 Schedules n Show Wage Report = Dolce Wage Filter: Payroll Wage Filter:| More than 1 Rate Primary / Working Filter Primary

Show Dolce Default Not Matching Payroll

e |f you see multiple rates in ADP, but do not see multiple TEAMWORK wages, proceed
with adding the necessary Role Specific wage in TEAMWORK

Below Min ~ Wage /
Employee Name PT/FT Role Tipped Wage Salary Wage Code Min Wage Tip Credit Meal Deduction OT Reg Wage Wage Start

, Nolan Full Time Hourly Default S $12.75 Jul 29, 2019 Edit

Simen o e Since Hired
No Wages for Cook, FOH

ADP Roles (wages): Cook (E64) $12.75 Jul 29, 2019, Rate 2 (E64) $11.50 Jul 29, 2019

NOTE: When running payroll, you will see all wages in both the screen report and/or
CSV file. Wages should be observed before finalizing payroll upload.
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Adding Employee Wisely ID In
Teamwork

Last Modified on 12/24/2023 9:45 am MST

During the Wisely integration process, you must assign cards to your employees within
their Teamwork profile. In order to do so, navigate to the Employee roster from the top
toolbar, and click on the intended employee.

B = o B v oon G B Yo o Ny

el

search for employees
Employee List [soroschgues e (3.

Newly Imported Employees Vity Txt / Email - 0% Only One, 0% Both Add Existing Employees Add New Employee f

Email| Send Verity Phone Send Verify| Username Lang Permissions Active [1nvite All Unactivated

Unassigned (employee place holder) 4
© San Ramon-Slanted Door
FOH
San Ramon-Slanted Door FOH Vrty Txt/ Email - 59% Only One, 45% Both | Add Existing Employees \ + Add New Employee \ 7
Email[ Send Verify| Phone|Send Verify] Username Permissions Active [nvite All Unactivated|
Unassigned (employee p, der) ©
‘ Embry, Alvetta 4 @ aoembry @gmail.com (415) 490-7569  Embry, A |Eng v | mvite (Activate) |
Unverifed; No Emais — TG
Garduno, Joaquin © % juacoairian@yahoo.com Garduno, J Eng v [Invite s Sent]
{ Email Never Deliverea? Ciick Here
Gonzalez, Moises © @ moisesgg0@gmail.com (415) 990-2337  Gonzalez, M [Eng v [ mvite (Activated) |
* Johnson, Tavitha (4 % tavithajohnson@gmail.com  (925) 961-2321  Johnson, T Eng v [ Invite (Activated) |
‘ Lu, Anna @ @ annaaalu@gmail.com (510) 710-2559  Lu, A |Eng v Invite (Activated) |
Marquard, Allyson [, &) aly@alylegato.com (818) 297-4509  Marquard, A Eng v [ nvite (Activated |

4 caen  Unverified: No Emails — = | nvite is Sent |

From their main profile tab, scroll down until you see the Pay Cards settings
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D

S/‘

Edit Profile for Alvetta Embry

Edit Availability, Days Off and Activate/Inactivate

o

search for employees

| Back to Employee List

Profile Schedules / Roles Salary / Wages Permissions Alerts Reminders, Certs & Custom Input Manager Notes

ifts, Punches, Wages, Roles, Tips and PTO from p

find an employee

To this Employee Merge

o

Active

First Name (or nickname)
Alvetta

Legal First Name (payroll)

Middle Name

Last Name

Embry

Notification Methods

Push Notifications: Available (Device
Recognized)

Email Address

‘7aoembry@gmail,corini o

Verification Key: | eec9

Verified | Email Me the Key'

Verification key must be entered to
receive alerts

Phone Number (with areacode)

1(415) 490-7569

Verification Key: |58cb |

Verified | Text Me the Key

Pay Cards

Employee Login
Embry, A ‘
New Password

Confirm New Password
1

|
4 digit Quick Pin Clock-In (Only
applicable to Clock-In Stations
Setup as Quick Pin Stations)

[ ] 74 Digits \ Generate Pir;

Invite
(Activated)
Send Password
Reset

Password must
contain at least: 6
characters, 1
number, 1
Uppercase Letter,
1 Lowercase
Letter, no more
than three
identical
consecutive
characters.

15

DropsBhoto

Update Account

e

Applied Status: Not Approved
Account (333333) Status: Created
Card Status: Not Activated

Employee Preferences

Create/Assign Wisely Account

(J Show My Onboarding List

And now, type in the 16 digit card number and click Create | Assign Wisely Account!
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Assign to Card ID

(

]

Create/Assign Account

You will then see the appropriate update to the status, here.

Pay Cards

Applied Status: Not Approved
Account (333333) Status: Created
Card Status: Not Activated

Create/Assign Wisely Account
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ADP Start New Pay Cycle

Last Modified on 12/24/2023 9:53 am MST

It is essential to start a new cycle in ADP before you are able to submit through
Teamwork. If a new cycle has not been started, you will receive a warning from the
Teamwork payroll report. Starting a new cycle is very easy - please observe the following
description from ADP.

Overview of the Icons in the Workforce Now Payroll Cycle

The icons in the following graphic correspond to the six steps identified in the Workforce Now

payroll cycle:
r [ 20
») - & =B
"~ (+) =
Start New Cycle Add New Hires Enter Employee View Paydata Verify Input Preview Process
Changes

The following table describes the purpose of each of these icons:

Icon Description

Start New Cycle | Clears all temporary information from previous pay periods and advances the cycle
to the next pay period. Once the cycle has been started, the icon reads Cycle
Started and it is grayed out.

You cannot start a new cycle unless the previous cycle is complete and there is no
active user lock for the company. You must also accept the payroll before you start
a new cycle.

Note: A schedule must exist in order to start a new cycle.
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MINDBODY Purchase Guide

Last Modified on 12/24/2023 2:36 pm MST

Teamwork's (Formerly Dolce
Software)

MINDBODY Connector for RUN Powered by
ADP’

Purchase Guide

A Teamwork representative will meet with you via conference, and walk you through
the following steps for purchasing and using the MINDBODY Connector! Please email
teamworksupport@spoton.com with a time that works for you. See the note below for
multi-unit operators prior to setting your onboard appointment.

Important note for users with Mult-Unit Access: If you have access to multiple
locations or business units with the same User Credentials, i.e. if the same
username can be used to access multiple accounts, you will need to establish a
unique admin login for each business unit. Please see:
https://support.doiceclock.com/help/preparing-multi-unit-adp-run-accounts-
for-adp-app-marketplace

If you experience technical issues with this step, please email:
MINDBODY _Support@adp.com

This step must be complete before setting up the MINDBODY Connector.

Steps to Purchase the MINDBODY Connector on ADP
Marketplace

1. Once logged in to RUN, go to the Home tab and click on ADP Marketplace.
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https://support.dolceclock.com/help/preparing-multi-unit-adp-run-accounts-for-adp-app-marketplace

® Help Center v Find answers, pages, reports and more. m RD. RUNDemo w

HOME v EMPLOYEES v COMPANY V REPORTS v TAXES Vv GENERAL LEDGER Vv INSURANCE v Earn Payroll Rewards O Notes
V'S

Payroll Human Resources

Paycheck Calculator HR411 Affordable Care Act
Run Payroll Void Checks ZipRecruiter Health Care Tools I
Off-Cycle Payroll Third Party Sick Pay Doc Vault
Manual Checks
Important Links and-name products and local retailers ! So Exclusive

Print Earn Payroll Rewards ADP Retirement Services [ [ ] Benefits
Checks Re-print DD Vouchers Access ADP Payments ADP Marketplace
Direct Deposit Vouchers — Test Check
Re-print Checks To Do EA Messages

Resume general ledger setup || msu. pay for One Changed, v
Other Payroll Tasks Employee to take ded
Check Reconciliation Delivery Tracking Set up Employee
Check Number Update 05/08/2020 payroll is past due D ﬁfjaﬁc:"ﬁf:ﬁ.",ﬂzm s Y
Time Sheet 06/15/2020 payroll is past due One Changed, Employee has v

L negative PTO balance
Employee access unregistered

Time Sheet Import
One Changed, Employee has v

= =
negative PTO balance

Direct Deposit Vouchers HR411 Doc Vault D Best, Tim has negative PTO balance v

[ ] Best, Tim has negative PTO balance

One Changed, Employee has v
negative PTO balance

(-) S

2. This will open ADP Marketplace in RUN. Click on the ADP Marketplace logo at the bottom

of the page.

Welcome to ADP Marketplace

Foryou  Discoverv My Apps

Top apps for you

HR solutions we think you'll love

BizPro
by FTSBN, Inc

Engagedly
by Engagedly

*dkok ke 5 reviews

powered by ADP Attendance
by PayActiv, Inc by ADP. LLC

POS Sync for RUN Peanut Butter™ for
Powered by ADP* RUN Powered by.
by Gratuity Solutions by Peanut Butter™
uc

176 >

PayActiv for RUN . ADP Time &

Powered by £3R

Marketplace

3. Once on the homepage of ADP Marketplace, use the search bar to search the
MINDBODY connector
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O,  (ontact

AppsHome  Solutions  Industry =~ Why Marketplace
Marketpiace

‘ Mindbody connector
L

Help keep your workforce connected, informed an|

Choice and flexibility
for your HR solutions

Discover why hundreds of clients are exploring

our digital HR storefront to connect best-fit
solutions to their ADP platform.

Learn more about ADP Marketplace

4. Select the MINDBODY Connector for RUN Powered by ADP®. Once on the listing click Buy
Now.

9 AppsHome  Solutions  Industry =~ Why Marketplace O, Contact | S
Marketplace
'y L4 . : = .' -
S | |
S A78C Recruit, engage and adapt in our new world of work. Learn more
LER L) .
WSS/

The MINDBODY Connector for RUN Pow-
ered by ADP®

Automate Payroll Upload from MINDBODY to ADP RUN Starting At $50.00

Software

OMINDBODY.

5. Select your payment method: ADP Invoice or a credit card. If using a credit card, enter
all information requested then, click Continue.
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You're 60 seconds away from getting Connector for MINDBODY AR
to ADP RUN.

Included Users

* Automated Payroll 1 30 Dy Free Trial
55000 Mo

\{j Discount Code Apply

Fee due at checkout:  $0.00

busk adeibisoal Lo,

Totsl recurring marthly fee as of end of trial an 04718720 550,00

Back to Connectar for MINDBODY to ADP RUN } m

6. On the Confirm Order page, review the order to confirm it is correct. Click the check box
to acknowledge and agree to the Terms & Conditions. When you are finished, click Place

Order.

1. Create Order 2 Billing Details 3, Confirm Order 4 Order Receipt

Confirm Order

BilTa Name Edition Price Quantity Tatal
Automated Payrol 55000 f Month 1 £50.00
Dolce pilot clients & months free 100% L5000

Subtotal 4000

Fee due at chackout: 40,00

Tatal recurring monthly fee as of 10/18/20, after &
manths discount
55000

1#1 By checking the bax, | acknowledge that | have read and agreed to the App's Terms of Senice P]_'ﬁ& ORDER

7.0n the Order Receipt page that opens, click Grant Access.
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Ble)[e{=1 O MINDBODY.

Sofltlware

ADP-

Company

One last step is Granting Access to your ADP Data. Click Grant A@g&s__ to finish this setup.

Click here to CANCEL your ADP®E Dolce Software App subscription and go back to ADP® App Marketplace

You'll see confirmation connection and a click through to the next step.

ADP-

Your Dolce Software account is now connected to ADP®! Thank you.

BJe][e=1 O MINDBODY.,

Software

Your last step is to connect your Mindbody site.

Click Here to start your Mindbody Connection Setup

8. Next, enter your MINDBODY Site ID into Teamwork, and click Allow Access to MINDBODY
data. Shown below.

NOTE: After clicking the Allow Access button, see the steps shown below the Allow
Access button which show the necessary approval step from the MINDBODY site.
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O MINDBODY.

Please Enter Your MINDBODY Site ID

You can find the Site ID at the bottom right corner of your MINDBODY Dashboard

_48ite ID

N

—* After clicking ‘Allow Dolce Access to your MINDBODY data’, your browser will redirect you to your MINDBODY site. If
not already logged in, you will be asked to login to MINDBODY. Only the MINDBODY Site's Owner login credentials
allow authentication to Dolce Software:

Email Password
owner == LogIn

1
Allow Dolce Access to your MINDBODY Data |

Need password? Remember me |

—* Once logged in, your MINDBODY site will redirect you to your API integrations page where you will see DolceSoftwarelLLC
displayed under “Who has access to your API?”
Who has access to your API?

DolceSoftwarelL LC Remove
Once connected, please return to the MINDBODY Connector purchase TAB in your browser to finalize your MINDBODY
connector.

8.afFinding your MINDBODY Site ID

The SitelD is always visible in the bottom right of any screen in the MINDBODY web
software.

C
Our Website Classes Workshops Teacher Training Privates My Info Online Store Help
SLO Yoga Center-Do Al senvice categories All ciass types Allteachers
Today Week 9132019 o]
Class Schedule > -
Start time Classes Teacher Location Duration
10:30 am Sign Up Now VINYASA ALLLEVELS Tonya Holmescusick () SLO Yoga Center-Dovwntown 1 hour & 30 minutes
Sun September 15, 2019

815 am Sign Up Now CENTER BARRE - SUNDAY BUNDAY Karen Ashiey SLO Yoga Cenler-Downtown 1 hour

900 am Sign Up Now GENTLE YOGA Morgan Jaleh Denmohseni SLO Yoga Center-Dovwntown 1 hour & 15 minutes
930 am Sign Up Now VINYASAALLLEVELS Peach Friedman SLO Yoga Cenler-Downtown 1 hour & 15 minutes
1030am | Sign Up Now VIN YOGA Sarah Kiemm SLO Yoga Center-Downtown 1 hour & 15 minutes
545 pm Sign Up Now GENTLE YOGA Connor Culier SLO Yoga Cenler-Downiown 1 hour & 15 minules
600 pm Sign Up Now COMMUNITY VINYASA Kyle Schefles (3 SLO Yoga Center-Downtawn 1 hour

715 pen Sign Up Now COMMUNITY KIRTANBHAKT] YOGA Annapuma Devi SLO Yoga Genler-Downtown 45 minutes

Regularly Scheduled: (1) Terry Hooker (2) Kristen Yogi (3) Peter Stetios (4) Peach Friedman (5) Sera Melini (5) Sera Meini (7) STAFF STAFF (8) Brooke Ludington (9) STAFF
STAFF

L0 Yoga Center - Site1: 798 | PQwered by

OMINDBODY.
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SLO Yoga Center - Site ID: 123 Powered by

O MINDBODY.

9. A Dolce Consent Request appears. After reading the request, click Allow.

Consent Request

Dolce Software Data Connector

reqmrsmpwmﬁﬁm tas
» Aloes PEa0 AOCOLE 10 YOS SIC CONLICL FdOImation

o Al read HOCEES 10 YOS BT Brnes
& Al read BOCELE 10 VOUS INSGUE Meniser

By clching ARow, jou DiP Suthaiing ADP 1o [WORI0E Jour 00 i

i appivonon. W one oL DN Ui OF o SOt Sontied
froem ADS 7 GUCOrTancE with B SERECEIGN RENTIE OF LN opreed
T o St O DO O AR M DAVDC DadCy Roand o e
RAICONSS WD 5B, Mahe Ihat ORASEONST LS MOy De oiie 1

paafoem Goiang Sidior oocell ol IoF By wockd oiaRile Nl B
memdomw:paﬁwphﬂemfrntmmrvm
Wil [T SRpicnoe onnet

o 00N WS Mocklly 1R SHINg Ong monope e oCoound
PRI ARTL OF O ST MO [T (R OIS A0 0y SO 0T

mads will Aol Sfect a0 piu vk Bibacuily Soltanted ADI 1
pergvicie B iy onpdcoion.

10. A confirmation message appears. Click Continue.
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Consent Request

ﬁ Dolce Software Data Connector

reqguests your permission to:

» Allow read access to your basic contact information
» Allow read access to your time entries

» Allow read access to your unique identifier

Good job! This app is now connected to your ADP
workforce data.

We've recorded your consent successfully. No further action Is requ?red.

CONTINUE

11. You'll be taken to a MINDBODY / RUN initial configuration screen

Map RUN employees to MINDBODY employees as follows:

e Click Run Payroll from the top toolbar, then click Prep MINDBODY Payroll
e After running Prep MINDBODY payroll go to ADP Mapping Setup from the top
toolbar, and click on the ADP account, it will look like a blue rectangle

Teal;ﬁwgr_ls & ADP* Mapping Setup  # MINDBODY Mapping Setup @_ Tech support @

/23D Teamwork () MINDBODY.

Company Information

Company Name Company Logo

——m e = o o+
Direct URL: i o

MINDBODY Payroll

ADP Account Owner: SR "Il
MINDBODY Owner: &

mem|| Connect Account |or| Generate Link to Send

Pay Commissions from Previous Dates

was Sunday Jun 18, 2023 12:00am to Saturday Jul 1, 2023
e &) =% L eriod is Sunday Jul 2, 2023 12:00am to Saturday Jul 15, 2023
r——— 'ADP* Run Pay Frequency: No unused pay period found
Service Earnings to Payroll Hours Factor
1 hours
oo Eamings 1 Pld Bonce

Payroll Period
Jul2,2023 [ to|Jul15,2023 3| O Allow Single Week Range

N 2
Prep MINDBODY Payroll Preview ADP* Payroll °

e Then, verify that the Proposed Name Matches shown below (RUN vs MINDBODY®) are
accurate. If any name assumptions are incorrect, press Unmatch

¢ |In the Manual Match Names section shown below, click the RUN name (red column),
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then click on the corresponding MINDBODY name (pink column)

e Click the yellow Complete Employee Mapping button to complete the name

matching confirmation process.

Manual Name Matches

6 Unresolved Employee Na
Unmatched Employg(’s

Checked Empl Available Employees

HIFT-CLICK checkbox to select fiultiple employe Active - y
ADP Sourced Employees LT Mind Body Employees Mind Body Employees
Aguilar, Yanira {Employee, Sample

Adams, Sill B.

Adams, Alexandria C.

Adaligil, Nazmiye
Acrie, Ashley M.
Aboalam, Marwa B.

NOTE: You can return to the name matching screen anytime from the Main Toolbar as

shown below.

Proposed Name Matches

If you can not find your employee below please click this button O

Complete Employee Mapping

§ Matched but Unliflled Employees

ADP Sourced Employees

@ Adeshina, Diane (A.)
é)Alarcon, Erica
&Alarcon, Kevin (E.)
&Alas Mate, Claudia (G.)
&Alatnste, Kevin (S.)
&Alcala, Faustino (H.)
(P Alcala-Reyes, Lydia (E.)

(P Alcantara, Carole Marriene

Matched E

Gurced Emp, Jyees names should be

Unmatch

Unmatch

Unmatch

Unmatch

Unmatch

Unmatch

Unmatch

Unmatch

&Alcaraz, Joshuelle Christine (R.)

&Alcaraz, Yvonne (T.)

Unmatch

Unmatch

yees 486

Reset Session Changes

Clear All Mappings

@ Hide Inactive

Mind Body Employees
Adeshina, Diane (A.)
Alarcon, Erica
Alarcon, Kevin (E.)
Alas Mate, Claudia (G.)
Alatriste, Kevin (S.)
Alcala, Faustino (H.)
Alcala-Reyes, Lydia (E.)
Alcantara, Carole Marriene
Alcaraz, Joshuelle Christine (R.)

Alcaraz, Yvonne (T.)

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

m & Payroll Processing {3 Payroll Mapping 44 MINDBODY Mapping

P
~ %o

ADP-

BJe][e=) O MINDBODY.

Software

e Mapping Earnings Codes: Scroll down to Role and Earnings Code Mapping, and

map Roles and Earnings Codes using dropdown choices.

o If no departments exist in RUN, no mapping selection is necessary.
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Role Mapping Payroll Earnings Codes Mapping

Mind Body Roles ADP Department Mind Body Code ADP Earnings Code Description
Athletic Trainer Class Regular Hours Regular Hours
Yoga Class Overtime Hours
Allocated tips
Spin Class Class Commissions Automobile fringe
Front Desk Office PTO Bonus
Cash tips
Cleaning Janitorial Tips Commission

Credit card tips owed

NOTE: You can return to the name matching screen anytime (for instance if you add a
new earnings code in the future) from the Main Toolbar as shown below.

m & Payroll Processing & Payroll Mapping /4 MINDBODY Mapping

~ %0
N

J

BJe][e=] O MINDBODY.

Software

ADP-

Your initial configuration is complete.

Upload Payroll - Click Here

The information in this document was prepared by Dolce Software LLC and Dolce
Software LLC is solely responsible for its accuracy and completeness. ADP makes no

representation as to the accuracy or completeness of any information contained herein.
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https://support.dolceclock.com/help/mindbody-uploading-payroll

MINDBODY Uploading Payroll

Last Modified on 12/24/2023 2:02 pm MST

Uploading Payroll through the MINDBODY Connector
for RUN Powered by ADP®

1. Login instructions will be emailed to you after you've completed your initial setup.

2. Login as described in the instructional email, and reset your password as indicated.
3. Press Prep MINDBODY Payroll.

4. Upon completion of the import from MINDBODY, press Preview Payroll

.....

Mindbody Payroll

ADP® Pay Frequency: Weekly (Paid on Tue Oct
Payroll Period:
Oct1,2019 [ to Oct7.2019 [

Prep MINDBODY Payroll Preview Payroll

1. Review the screen preview, and if all is in order, press the Submit Payroll button

Submit Payroll to ADP® Run

Payroll for everybody from Tuesday Oct 1, 2019 to Monday Oct 7, 2019

Clocked-in Break
Employee  Location Annual Rate  Hrs Wages Issues  Com Comments
Salaried Employees
Sub Total ] $0.00 o $0.00
Hourly Employees
Overtime Total Break
Employee Location Role Base/OT Hourly Rate Hours Hours E/D Hours Wages Issues Com Comments
staff
Ashland, Kristen Main Base $15.00 7.00 $105.00 0
meeting
staff
Ashland, Kristen Main ) Base $15.00 8.00 $120.00 0
meeting
Ashland, Kristen Main chair massage - Base $15.00 6.00 $90.00 o
Class $10.00
Class $20.00
Ashland, Kristen Main Earnings $57.00 Class $22.00
ItemStandardPercentageCommission
§5.00
Ashland, Kristen °CTPlOVe® 21.00 0 21.00  $315.00 0 $57.00
Total
Bezos, Jeff Main Chair massaoe - Base $15.00 5.00 §75.00 0
outcalls
Bezos, Jeff Main  training Base $15.00 9.00 $135.00 0

Bezos, Jeff Main training Base $15.00 3.00 $45.00 0
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2. You will see the following message, and your payroll can now be opened and reviewed
in RUN prior to publishing checks.

Payroll Sent

*If you see Error, please email teamworksupport@spoton.com, state your name,
company, and a callback number

Time Sheet Import

Log into RUN

1. After submitting payroll data, access your RUN account and click Time Sheet Import
to view and approve the imported time and attendance data.

DWERED By L0

HOME ~ EMPLOYEES ~ COMPANY ~ REPORTS ~ TAXES ~

Run Payroll HR411 Doc Vault

So* 2% 2EE

Time Sheet Import Insurance Retirement Services

w O3 Q

Earn Payroll Rewards ADP Hiring View Reports

o The Pay Data Approval page oppéors; this is the “Import” screen. Note that you
will have an opportunity to amend the data that you are importing at a later
point in this process.
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Pay Data Approval - Biweekly (2]

Pay period st
Check date:  06/16/201

gl Regular Salary aary  Oversme  Overtme
Check Fours Houws  Amount  Amount “Hours Fours

200~ Lewiswile

;;;;;;

nnnnn

vvvvvvvvvvv

| Combine Payrall And Import ” AcceptImport Only | <Previous Finish Later Cancel

2. Review the time sheet import data and verify that the data is correct. The Imported

columns list any data to be imported; the Payroll columns list any hours that were
generated in RUN automatically or entered in the Payroll Worksheet.

o Note that salary information is not imported from the MINDBODY Connector App;
it is already stored in RUN.

o If an employee’s data does not appear in the import, return to the MINDBODY
Connector App to ensure the employee is mapped correctly.

o [insert how to access the mapping screen]

o If the payroll data displayed is incorrect, make necessary changes within the
POS and return to the MINDBODY Connector App to re-prep and submit the
payroll data.

o [insert how to access the prep screen]

3. Do one of the following:

o To combine the Regular Hours Imported and the Regular Hours Payroll for all
employees, click Combine Payroll and Import. Use this option if you have
entered data manually into RUN and want to maintain that data along with
adding the data from the import.

o To use only the Regular Hours Imported and not the Regular Hours Payroll,
click Accept Import Only.

o If you imported the wrong time sheet import file or need to make a change, click
Delete this Pay Data File to delete the file and go back to the Pay Data Import
page. Note that you will need to re-prep and re-submit to payroll from the
MIDNBODY Connector app to generate a new Import report.

4. Click Approve to open the Payroll Worksheet for this payroll. (You will still have the
opportunity to amend the wage and rate of an employee prior to running payroll.) At

this point, you will not be able to go back to delete the time sheet import.
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5.0000

vvvvvv

1450

s ous Fnshiater | Cancel
o The data displayed in the grid includes imported data, plus any data that was
already entered for this payroll or that was generated automatically. If there are
employees who are paid in this pay frequency but are not set up in your time
and attendance system, they will be included in the Payroll Worksheet.

5. Make any necessary changes, and continue processing your payroll.

The information in this document was prepared by Dolce Software, LLC. and Dolce
Software, LLC. is solely responsible for its accuracy and completeness. ADP makes no
representation as to the accuracy or completeness of any information contained herein.
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MINDBODY Resources

Last Modified on 12/24/2023 10:02 am MST

O MINDBODY, /D

Resources
Purchase Guide for the MINDBODY Connector
Uploading Payroll fromm MINDBODY to ADP RUN

Teamwork (Dolce) MINDBODY FAQ
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MINDBODY FAQ

Last Modified on 12/24/2023 9:55 am MST

Q: What other setup must | complete to use the MINDBODY Connector for RUN Powered
by ADP® other than purchasing the connector and syncing the accounts?

Pay rates, including Hourly Rates and Class Rates should be entered / updated /
current in MindBody. Salary data should be current in RUN.

Q: My business has more than one location, can | still use the MINDBODY Connector? Is
there any additional setup required?

Yes, you can use the Dolce Software Connector for RUN Powered by ADF’. However
there are some steps that must be completed before you purchase the the Dolce
Software Connector and complete the initial setup. For more information on
connecting multiple locations, please see the following article:
https://support.dolceclock.com/help/preparing-multi-unit-adp-run-accounts-for-
adp-app-marketplace

Q: With regards to multi-unit businesses, will | be charged per location?
Yes, you will be charged per location.
Q: Do pay rates in MindBody need to match the pay rates in RUN?

No, Teamwork will provide the pay rate data sourced from MindBody. All you need to
do is verify that the pay rates in MindBody are accurate. Note: Salary data must be
accurate in RUN. Teamwork does not push salary.

Q: What if employee names are spelled differently in MindBody than RUN?

Even if names are spelled with differences, you will have the opportunity to make sure
employee’s names from MindBody and RUN are mapped (or matched) correctly when
you complete the employee mapping in Teamwork. See #11in the purchase article:
https://support.dolceclock.com/help/mindbody-purchase-guide

Q: Help, I accidentally mapped (or matched) the wrong employee names! How do undo
this?

In Teamwork, go to "Payroll Mapping Setup,” then click on the sync account
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Payroll Employee Mapping

Choosa an Cmployea Sourca, than map your employeas

ADP |

ADP ~ADF) SYNC

Gat most recent employes payroll data G

then click Unmatch:

Matched Employees 1°
MINDBODY or ADP Sourced Employees names should be corrected

W Hide Inactive

ADP Sourced Employees MINDBODY Employees

L ]

complete correct matching as shown in #11 in the purchase article:
https://support.dolceclock.com/help/mindbody-purchase-guide

Q: My office manager is paid by salary and | have not entered this information in
MindBody. Do | need to add salary information to MindBody?

No, you do not need to add salary information to MindBody. You will combine the pay
data sourced from MindBody with the salary data in RUN when you import payroll.

Q: Can | set up my account to automate the payroll process while | am on vacation?
No, payroll must always be submitted and verified by an authorized administrator.
Q: What pay period options do | have?

Teamwork will match the pay period frequency set in your RUN account. Note for
semi-monthly pay periods this means that pay periods will go from the Ist of the
month through the 15th, and the 16th through the end of the month. The pay frequency
in Teamwork cannot be different from the pay frequency set in RUN.

Q: Can l use override rates? Is it possible to edit pay data after it has been imported to

RUN?

Yes, you can edit the pay data once it has been imported to RUN.
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SpotOn Teamwork Gusto Payroll
Resources

Last Modified on 05/28/2024 8:56 pm MDT

SpotOn Teamwork <> Gusto
Payroll Resources

We are glad to assist you in the transition to SpotOn Teamwork’s integration with Gusto
payroll. On July 1, Gusto will be updating their API, causing the direct integration between
SpotOn Restaurant point-of-sale and Gusto to no longer function. Here are the resources
to ensure you have a successful transition.

Take these steps in the order that they're outlined here and you'll find success! You can
always reach out to us at teamworksupport@spoton.com to assist.

1. Logging in to Teamwork
2. Authenticating with Gusto
3. Mapping Employees

4. Mapping Earnings Codes
5. Wage Best Practices

6. Exporting Payroll

7. FAQ - Common Scenarios with the Gusto Integration
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Logging into Teamwork

Last Modified on 05/27/2024 8:18 pm MDT

Log into any browser (Google Chrome preferred) with the custom URL provided by your
Teamwork specialist.

Example: company.dolceclock.com

OR, if you do not know your company's URL, go
to: https://www.dolceclock.com/signup/findurl.php and enter your email address or
phone number to find your company(s)

& > C & dolceclock.com/signup/findurl.php Q »w % 0O ° Update }

Teamwork

by Q) spoton

How do I sign in?

Terms of Service Privacy Policy  Online Support
© 2023 SpotOn Transact, LLC.

From your company's Log-In screen,

Type your username/email and your password to Sign In. Your Teamwork
username | password combination.
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Teamwork

by ) spoton

Username ( or email )

|Userncme, Test

Password

tsesssssnnne @

Forgot Password?

=I3F N

English  Spanish Mandarin Franch (Haiti)

List People by Schedule:
Mason Test Location

(WE GRS GG ANl ' Mason Test Location 1BOH | % Mason Test Location 1 MGT
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Authenticating With Gusto

Last Modified on 05/27/2024 817 pm MDT

The process to link your Teamwork account with your Gusto account is completed in two

steps. We will

1. Authenticate
o Simply put, this step just means logging in to your Gusto account from
Teamwork, and allowing the two systems to speak to one another
2. Assigning the Gusto account to the Paygroup .
o Paygroup is Teamwork terminology. In short, we allow multiple locations to
coexist within the same Teamwork account. Even if you only have one

restaurant, you will need to assign that restaurant to the Gusto account.

Let's get started!

Authenticate

1. From the Gearwheel Menu, go to Payroll Mapping
2. Scroll to Gusto Payroll at the bottom of the page
3. Click Connect Teamwork to an Existing Gusto Account.

Tk oo scheauis empioyees sepons spareries B 3 Tooe

Payroll Employee Mapping

Ghoose an Employes Source, than map your smployses.

Payroll Roles & Earnings Codes Mapping

Gusto Payroll

Connast (Authenticats) Spoton Tearmwork to an existing
Gusto* Payroll Account

ew JUSEO customer?

Login to your Gusto* Payroll Account

Follow the prompt to login to Gusto, and upon completion, you'll see a message that

you've successfully connected to your Gusto account.

GREAT WORK! Now you're ready to map employees and earnings codes. Exciting, right?
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Mapping Employees

Last Modified on 05/27/2024 8:18 pm MDT

In Payroll Mapping, click the below payroll sync account to access the employee
mapping module.

Payroll Employee Mapping

Choose an Employee Source, then map your employees.

Gusto Payroll

Gusto (B D) SYNC - S

Get most recent employee payroll data £

The green section to the right are the proposed matches. Verify that the employee
records from Gusto are matched properly with their counterpart in Teamwork.
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B Hide Inactive

Gusto Payroll Sourced Employees Dolce Clock Employees

|@ Bergerson, Anthony unmatcn | Bergerson, Anthony ’

Bowden, Cody (J) Unmatch | Bowden, Cody
bowden, cody-(}

& Broselle, Christine Unmatch | Broselle, Christine

‘g) Browne, Blakely unmateh | Browne, Blakely ’

&Burton,Jay Unmatch | Burton, Jay
&Cerny,Hanndh Unmatch | Cerny, Hannah

&Cholfqnt,Emily unmatch | Chalfant, Emily

|@§7 Dahlstrom, Jaxon unmatch | Dahlstrom, Jaxon ’

& Dejong, Stephanie unmatch | Dejong, Stephanie

& Deming, Elisabeth (A) Unmatch | Deming, Elisabeth (A)

‘g? Garcia, David Urmaten ] Garcia, David ’

& Gonzales, Jazzie unmatch | Gonzales, Jazzie

&Grospe, Elizabeth Unmatch | Grospe, Elizabeth

If the name spelling in payroll is not exactly the same as the name spelling in Teamwork,
then a manual match is required. See below:

e Click the Payroll name in the red column, then match it by clicking on the
corresponding Teamwork name in the Pink column
e Youll now see the names matched

e Click "Complete Employee Mapping' to finalize.

575



Complete Employee Mapping

Check over the ‘Matched Employees' list

If you don't happen to see a corresponding account for an employee that has hours in
Teamwork, please verify that they have been fully set up and onboarded into your payroll
provider.
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Mapping Earning Codes

Last Modified on 05/28/2024 12:42 pm MDT

When utilizing Teamwork to export paydata to Gusto, it is essential to map the Teamwork
earning type to the earnings codes in Gusto that you'd like that data to be associated
with. This task ensures that our data points are landing in the correct columns, with the
correct reporting when exporting to payroll. Teamwork has one of the most nuanced,
detailed, and accurate modules for payroll mapping. See below!

1. From the Gearwheel Menu > Payroll Mapping
2. Under "Payroll Roles & Earnings Codes Mapping’, click the Payroll Entity (as shown
below)

[e]

Payroll Employee Mapping

Choose an Employee Source, then map your employees.

Gusto Payroll

Gusto (% s By LLC-Gusto) SYNC - Bob's Burger‘s.

Get the most recent employee payroll data

Payroll Roles & Earnings Codes Mapping

Gusto Payroll
Gusto (87 B8 B LLC-Gusto) SYNC [_] Complex Role-Schedule Mapping

Ear Role GL Codes

Load Payroll Roles & Earnings Codes Mapping - Bob's Burger's

3. Teamwork presents the ability to map your roles to your payroll departments. The
cool thing about Gusto, is you don't need to map them! Whatever role your
employee worked [ has hours for will carry over to. So let's focus on the section that
says "Payroll Earnings Codes Mapping"

4. Correspond each earning type in the Teamwork column, with the appropriate
earning code in the Gusto column, by opening the drop down menu and selecting
the earning code.

o This happens automatically for Gusto customers, but we think it's a really
really good idea to double check it!
o You may see a text warning "No Match for set Earnings Codes xxxxxx". You can
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ignore this if the earning time doesn't apply to you. A good example: if you're

Montana, there are no tipped wages. So you wouldn't need to map this!

5. Once complete, you're good to go! There's no save button!

Bob's Burgers and Brew

Teqmw_'ootk Dashboard Schedules Employees Reports

Load Payroll Roles & Earnings Codes Mapping - Bob's Burger's

Roles Mapping
You must configure the Payroll Options 'Pay Allocation Mapping' and 'Pay Allocation Type' to
use Role Mapping
Spoton Role Gusto Pay)
Manager ' V]
Owner ( ¥
Bartender ¥ ‘
Cocktail server ( V]
Server ' V}
Cook ( b
Host ( V}
Expo V}
Qc ' V}
Dishwasher A ‘

share Files & Tools @ L

Tech Support 8

Payroll Earnings Codes Mapping

SpotOn Teamwork Payroll Type Gusto Payroll Earnings Code Description

Salary ‘ v
No Match for set Earnings Code
v
Regular Hourly [ hourly - Regular Hours v

Regular Overtime l hourly - Overtime v
| No Match for set Earnings Code
‘OVT. Please Re-Select
| No Match for set Earnings Code
J TIPHOURS'. Please Re-Select

Tipped Wage Overtime | No Mateh for set Earnings Code
i g e JiOWR!Plsase Re;Select;

] No Match for set Earnings Code
J'OTTIP. Please Re-Select

Regular Double Overtime [

Tipped Wage Hourly [

.

Tipped Wage Double Overtime [
Training Hourly ‘ hourly - Regular Hours Vi
Training OT ‘ hourly - Overtime ~

Credit Card Tips [ fixed - Paycheck Tips v

Cash Tips ‘ IGNORE v:
Auto-Gratuity Tips [ fixed - Paycheck Tips Y|
Service Fees [ v

Sales Commissions ‘ v
Tips Paid ‘ v‘
———

" style="width: 600px;" controls>Your browser does not support HTML5 video.
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Wage Management Best
Practices | Gusto

Last Modified on 05/28/2024 8:35 pm MDT

Teamwork <> Gusto Wage
Management

Hourly Employees

When exporting payroll from Teamwork, it's important to note that the Teamwork wage
will override what is in Gusto. In that sense, Teamwork becomes the source of truth for
what your employees will get paid, and subsequently all wage changes should be made
in Teamwork!

Thankfully, we provide a handful of easy ways to update wages. And to start you off on
the right foot, all wages that were assigned in SpotOn have been imported to Teamwork
automatically.

For future hourly wage adjustments, please regard the following resources:

. Manage Employee Wage Settings: for one off, individual wage adjustments

2. Adding Wages from the Payroll Report: for wage adjustments made directly from the
payroll report

3. Global Wage Entry: for bulk wage changes, a wage change for everyone working a
specific role, minimum wage changes, etc.

4. sync Wages From POS: for importing wages from SpotOn. This tool is great if you'd
like to maintain / drive wage changes from the POS

Note : If wages are different between Teamwork and Gusto, you may observe something
called an alt-wage (alternate wage) populate in Gusto. This is harmless, and just an
indicator that the Teamwork wage persisted.

Salaried Employees

For salaried employees, please note that the salary should be configured and pre-
populated in Gusto. We strongly recommend that all salaried employees are excluded
from the payroll export. This is easily done and ensures cleanliness of the data.
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You can assign a salary to an employee very easily, if you'd like to understand your sales
vs. labor analytics inclusive of salaries!
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Gusto Payroll Integration

Last Modified on 10/09/2023 2:30 pm MDT

Teamwork's payroll integration with Gusto allows Teamwork users to push pay-data from
Teamwork to Gusto through the cloud. Teamwork assembles a complete payroll,
including multi-roles and wages, overtime allocated across wage rates and locations,
tips, and labor compliance. All data is pushed to Gusto payroll with a click, saving users
the time and errors associated with the manual input of pay-data. Teamwork can pull
time punches from leading POS systems, or from Teamwork's timekeeping app.

Creating a New Gusto Account or Connecting to an Existing
Gusto Account

1. Set Gusto as the payroll provider in Payroll Settings

e From the Gearwheel Menu, go to General Settings

Teamwgl’_'s Doshboord  Schedules Employess Reports SharaFiles B2 Tools

»oard

port

e Scroll to Payroll Settings
e From the dropdown menu titled Payroll Export Type, sclect Gusto. Then press Save
payroll Options

— u v 3 unn — st A e s
Call-ir Py bin Hous

1500

it Ts mPal GG Fesonlyan Ongina T COFeean A Grit CC Fod e Senica Foes GG Feaon Comaion Saee. Longumen Al Punehas by Separte iy A naues in Py
0 :

5 s

- Reort nty Tp Rates Fayral
L«
[

uiuuermo..m:m U%Basewaaenkmaywmemsmon rio«mmemcamm Company Payroll 6L Eode
=

‘Spachal PTO! Final Approval of Pay Emall {comma saparated)  CSV Export Templates

2. Create a Gusto Account or Connect to an Existing Gusto Account

e From the Gearwheel Menu, go to Payroll Mapping
e Scroll to Gusto Payroll
e To setup a NEW Gusto account, Fill out your company information in the section titled

"New Gusto Customer?”, and press Setup a New Gusto Payroll Company. Follow
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the prompts.

New gUStO Customer?

Company: Gusto Testing

Last Name: Support *

First Name: Tech *

Email: | . " i

Phone: b

Setup a new Gusto® Payroll Company

e To connect to an existing Gusto account, press Connect Teamwork to an Existing
Gusto Account. Follow the prompts, and upon completion, you'll see a message that
you've successfully connected to your Gusto account.

Gusto Payroll

Connect Dolce to an existing Gusto® Payroll Account

3. To Log into Gusto from Teamwork

e From the Gearwheel Menu go to Payroll Mapping and scroll to Gusto Payroll.
e Press the button, Login to your Existing Gusto Account, and follow the prompts.

Login to your Gusto® Payroll Account

Initial Payroll Settings for Single vs Multiple Gusto Accounts

1. Setting Teamwork to Integrate with a single Gusto Account

e From the Gearwheel Menu, go to General Settings.
e Scroll to Payroll Settings, until you see the section beginning "Use Payroll
Groupings..."
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e |f a Payroll Group is already setup for your location, use the corresponding dropdown
menu titled Linked Payroll Sync Account, and select the Gusto account that
corresponds with your business.

e |f a Payroll group is not already setup, press the button titled Create a New Payroll
Group. When your new group appears, type a name for the location (in the blue title
box), then, from the corresponding Schedule Dropdown menu, check the schedules
that belong to this location, and lastly, use the corresponding dropdown menu titled
Linked Payroll Sync Account, and select the Gusto account that corresponds with

your business.
2. Setting Teamwork to Integrate with multiple Gusto Accounts

e Teamwork allows the setup of multiple locations and multiple Gusto accounts. For
multiple accounts, simply repeat the preceding instructions in step #1 above, paying
careful attention to choosing the correct Gusto Account for each location.

e Repeat this step for any number of locations you wish to add.

Pushing Payroll Data from Teamwork to Gusto

1. Run a Screen Preview of Payroll in Teamwork

e From the main toolbar, select Reports

o From the report dropdown menu, choose Payroll

o

Populate the pay period date fields

o

Press Show Report

o

Review the payroll. If you have no further time, role, or wage data to update,

proceed to step two below
2. Push Payroll to Gusto

e Press the button Submit Payroll to Gusto Payroll
o When you log into Gusto, and press Run Regular Payroll, you'll see employee
pay-data populated from the Data sent by Teamwork. Make any desired edits

or additions, and complete steps to finalize payroll in Gusto.

Understanding Data that Syncs between Teamwork and Gusto

1. Gusto to Teamwork

e Employee names for employee matching purposes.
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2. Teamwork to Gusto

e Payroll Data, i.e. Reg Hours, Overtime Hours, Wages per specific Roles, Tips Credit, Tips

Cash, Compliance, i.e. Break Violations.

Troubleshooting Issues

If you see the warning "Employees not Mapped to Payroll Provider [on Teamwork's Screen
Payroll Report Preview], take the following steps:

e From the Gearwheel Menu in the Main Toolbar, select Payroll Mapping

e Under the heading Employee Mapping, press the button containing your Company's
name

e Teamwork will show names matched between between Teamwork and Gusto in the
columns with a green heading, titled Matched Employees. If the name matching
between systems is correct, press the yellow button Complete Employee Mapping.

e If name spelling is significantly different between Teamwork and Gusto, you'll need to
manually match the names. Press the name of the employee in Gusto (in the red
column, "Payroll Name" with the name of the employee in the pink column,
‘Teamwork Name". Then press the yellow button Complete Employee Mapping.

e If a name match does NOT exist in the red column, "Payroll Name', then the
employee is either not entered or active in Gusto Payroll. Please correct in Gusto, and

return to this module for name matching.

If you see a warning "Employee Wage Missing’, the payroll preview will highlight the
missing employee/role/wage

e Enter the wage as shown in the following link,
https://support.dolceclock.com/help/adding-hourly-wages, and rerun the payroll

preview.

If you see any other warning when running payroll, please email:
support@dolcesoftware.com

Clarification of Terms between Teamwork and Gusto

e Role in Teamwork is equivalent to Job in Gusto
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Integrating Paychex to Teamwork

Last Modified on 02/05/2026 9:27 am MST

Initiate Integration

In Teamwork, navigate to General Settings from the Gearwheel Menu & >> scroll to
Default Payroll Settings >> change the Payroll Export Type to "Paychex API".

Default Payroll Setting

Gurrency Symbol Currency Format

Payroll Frequency

uspollar (s) v

1,000.00 v‘

Ky (52 periods)

o [onder ]

Day Overtime wio Health Benefits starts after
hours

000 |

Split Shift Minimum Hours
w @hone
O week

Q pay
Wark Spread Penalty Max Hours

hours 3|

€C Fee on Auto Grat

CC Fes on Service Fees

s\iw Deduction Earnings Codes in Payroll Mapping

Salary Work Week

Day Overtime with Health Benefits starts

Effective Wage Supplemental Pay Span

() Pay Period

Work Spread Penalty Wage

Current Pygperiod started Mor d, 2024

FLSA Payr@iperiod AM to PM dividing time

(Display Gnly: For Viewing
TV Poty Batched Schedules and Shift Prep Report)
0 12:00pm

hours

0 hours

and woge < $030 |

Split Shift Minimum Wage

Maximum
$/0.00

[ Jinclude OT Premium Wages

Call-In Pay (set minimum punch length and rate)
(]

Caill-In Pay Min Hours

B Jrowe

Gall-In Pay Wage
{ooo |

CC Fee on Comission Sales Lengthen all Punches by

0 s

Tips/Service-Fees as Deductions

Always Send to Payroll as Daductions
[Tt deduction eamings code or ‘Always Send’
(above) checked make the Tip/Service-Fee.
Amount Negative

Be sure to click |

Save Payroll Options ‘

Then navigate to "Payroll Mapping’

Starting Day of Week

Day Double Overtime Starts after

Rfsn Only Tip Rates Payroll

Start Time (emall infoidolcesoftware. com to change)
3:00am

Overtime Across Payroll Groups
]

Consecutiva Day Overtime Starts after
days

24 Hour Rolling Overtime
O

Week Overtime Starts after

hours, notify after| 3

Meal Deductions

Forsits 2[00 Jnowrs

Limit to Shifts which Begin After

Max Credits per Day |1

Wage Allowed in Payroll

Credit Card Proce:

Include Tips in Payroll
Removed from Tips:

5%

Separate Training | Admin hours in Payroll Report Tips
a

Linked Payrell Sync Account

Prompt for 80120 Tipped Wage Compliance
O

Must have Tip Bundies to
‘Submit Payroll

by Role

Updated

hours

Partial Shift Worked Pay
start Date

\jl % of shift Length
(olsous min [_gJHours e

AM PM Flip Roles Dividing Time

CC Fee anly on Original Tips
]

Allow Hours to Salaried @ Payroll Provider

Payroll Export Type

ADP (Ferry Village Market | v ‘

[ Paychex® API

v

at the bottom.

Do not Show Employee ID Warnings

Force Payroll Employes IDs from Manual Entry

from the Gearwheel Menu &

Jan 23,2023
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@ General Settings

(@) Roles | Groups Settings

£ Logbook Pro Settings

ﬁ Reminders, Certifications & Custom
@F Wage Settings [ Rules

@F Holiday | Premium Wages

&= Tip Templates | Settings

% Analytics | Publishing Settings

& Accrual Policies PTO | Sick

/M Alert Notification Settings

"' Blackout Request-Off Dates

JE Late / Mo-Show | Term | Scorecards
¥ Quick Links [ Dashboard Widgets
A\ clobal [ shift Prompts Setup
s )
‘& Point of Sale Mapping

-B Imparting

#F Payments [ Billing

Enter your Paychex Company ID here, then click "Link to Paychex’

Paychex Company Display ID || Link to Paychex

Payroll Employee Mapping

Choose an Employee Source, then map your e ees

Payroll Roles & Earnings Codes Mapping

Granting Access

Upon confirmation from Teamwork that the integration has been added, access must be
granted by a Flex user with Super Admin rights or higher who has access to App Hub in
Paychex.

Log in to you Paychex account, and then under App Hub menu click Integrated Apps as
shown below:
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N
i
Iz
9

PAYCHEX FLEX

MAN n -

(i) Dashboara
B romcrsno  APDHUD i
[#) Payroll Conter

23 Company Directory &) Some apps need attention. Take acton 50 you can use Fem
[ Human Resources

[E] Heng

[ Company Detais

Docurments Explore integrations, apps, and solutions for your company u
)
@) General Ladger 30 1o Paychex Marketplace (2
OTHER

@ AvpHub

@ Company Senngs E Paychex Flexs Time . OrgChart ConmonLome peteces Piotential PRO

(@ Help Conter Tree 8 Allentance Soltons Automate Custimrnied Orpanatona Charty Errgtoyee tedve sofmavs tor Pur moten 8 Top Ermpioyes Weltesrg Pualiorm 2073

gh HRA Libeary

Details [2 Detaits [2

Details [£ | Detais [ |

Leadership Training &...

Privacy >" Deputy s WMPACT Growy - , BackgroundChecks com BritePratect
= 5 - “ -

Once the right menu is visible, click Paychex Marketplace and then the Dolce App
underneath it (Teamwork used to be called "Dolce Software")

PAYCHEX FLEX 2= - W @
MAIN Integrated apps »
(i) Dashboard

I:% Analytics & Reports @ Get the most out of Paychex Flex. Connect apps, integrations, and

solutions.

Payroll Center
Go to Paychex Marketplace [5

22 Company Directory

Human Resourcas
Action needed
Hiring

m Pay on Demand

Pendi Cis
=5 powered by Payactiv® {SiPedg conecten. ¥

Company Details

Daocuments
a 1 Ledge + Created by your coi ny Create app
eneral " mpal
OTHER I » Paychex Marketplace
A
@ App Hub

{q} Company Settings » Aready included at no extra cost

(3) Help Center

ffi] HR Library

() Chatnow

Securty | Privacy

Copyright & 2026 by Paychex, Inc
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PAYCHEX FLEX

MAIN

(D) Dashboard

[R Analytics & Reports

[£) Payroil Center
Company Directory

Human Resources

Company Details
Documents

22
[£] Hiring

General Ledger

OTHER

@ App Hub

{5 Company Settings
(2) Help Center

fi] HR Library

&) chatnow

Securtty | Privacy

Copyright @ 2026 by Paychex, Inc.

N
i
£

G) Get the most out of Paychex Flex. Connect apps, integrations, and
solutions.

Go to Paychex Marketplace [2
Action needed

@ Pay on Demand
wadd powered by Payactiv®

£\ Pending connection >

~ Created by your company Create app

o

No apps added yet

If your developers create an app, itll appear here

~ Paychex Marketplace

n Dolce @ Connecied >

» Already included at no extra cost i i e

Make sure that Allow Access under access settings is checked on as indicated below. If

it's not, please check it and hit the Save button.

PAYCHEX FLEX

MAIN

(1) Dashboard

[ Analytics & Reports
[E] Payroll Center
82 Gompany Directory
6% Human Resources
[] Hiring

Company Details

Documents

General Ledger

OTHER

@ Apo Hub

{6 Company Settings
(@) Help Conter

ffl] HR Library

) Chatnow

Security | Privacy

Copyright & 2026 by Paychex, Inc.

42? Dolce Cancel

(D Need help? This app is published by a third-pamy-consact them directly for

support

Access settings

Allow access
Lel Paychex Flex share, transfer, and update info with Dolce

[<]

Finally, please email teamworksupport@spoton.com that the steps to grant access have

been complete.
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Adding a Paylocity Integration

Last Modified on 12/22/2022 2:19 pm MST

{/”) paylocity

Forward Together.

paylocity.com | 800.520.2687 | 1400 American Lane | Schaumburg, IL 60173
Marketplace Guide : Request a Vendor Integration

Use Paylocity Marketplace to complete the Paylocity Automated Data Exchange
(PADE-API) Form.

1. Log in to HR & Payroll and select Marketplace.
2. Select the Name to view information about the selected vendor integration.
3. Select Begin Integration to access, complete, and sign the PADE form.
« View and acknowledge the associated fees.
« Select Continue to open DocusSign.
« Select Start to begin the process.
« Complete applicable fields.
« Enter any additional information in the Briefly Describe Your Request window.
* Review the Terms & Conditions.
« Complete the Signature fields.
« Sign the document.
« Select Finish to submit the request to Paylocity.
Important Information

« Integrations occur at the individual company level. Company Set users log into a
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single company in the Company Set to request integrations for the Company Set.
« Email service@paylocity.com for assistance with this process.
- If the PADE-API Form is improperly completed, this request may be rejected and cause

additional turnaround time. The signature on the PADE-API Form must be a certified
digital

or wet signature of an authorized Paylocity contact.
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Payroll CSV Format Examples

Last Modified on 10/20/2023 12:29 pm MDT

Following are 3 general payroll template formats. Heading and earnings code can be
customized per merchant needs.

Please submit formatting requests based on format type 1, 2 or 3, or related questions to

teamworksupport@spoton.com

All custom formats should be tested to merchants at least one week ahead of payroll

deadline.
Format1
A B c D E F G
1 EmplID Name E/D Hours Rate Amount Dept
2 2903 Last, First  REG 40 15 OEP17
3 2903 Last, First ~ OT 10.31 15 OEP17
4 2903 Last, First ~ CCTIP 1903.98 OEP17
5 2903 Last, First ~ SOH 30 OEP17
6 3112 Last, First ~ TIPREG 32.5 10 0EP20
7 3112 Last, First ~ CASHTIP 210.25 OEP20
8
9
Format 2
A B © D E F G H | J K L M N
1 EmpID Name Hours OT Hours  Rate HOURS1 CODE HOURS1 ~ AMOUNT1 CODE AMOUNT1 AMOUNT2 CODE AMOUNT2 AMOUNT3 CODE AMOUNT3 Dept
2 2903 Last, First 40 15 OEP17
3 2903 Last, First 10.31 15 OEP17
42903 Last, First ccTip 1903.98 OEP17
5 2903 Last, First SOH 30 OEP17
6 3112 Last, First 10 TIPREG 325 0EP20
7 3112 Last, First CASHTIP 210.25 0EP20
Format 3
A B C D E F G H | J K
1 EmpID Name Hours OTHours  TIPREG TIPOT Rate SOH CCTips CASHTIP Dept
2 2903 Last, First 40 15 0EP17
3 2903 Last, First 10.31 15 0EP17
. 4 2903 Last, First 1903.98 0EP17
5 2903 Last, First 30 0EP17
6 3112 Last, First 325 10 0EP20
7 3112 Last, First 210.25 OEP20

Earnings Codes and Column Headings can be customized.

Other data sets include Week Start - End Dates, PTO related fields, Commission related
fields, Custom Tips & Service Fee fields, Sales fields.

Headings and Employee Names can be shown or hidden as desired.
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Departments and Cost Centers can include individually or combinations of Location,
Department, and Position (role).

Teamwork will ingest Payroll IDs.
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Gusto Payroll - Adding an Admin
User

Last Modified on 04/25/2024 9:04 am MDT

From the side menu click Settings > next click the Permissions Tab
When the Permission tab opens, click View Admins
From the Admins page, people and permissions can be added.

NOTE: Only the Primary Admin on the Gusto Account can manager admins.

gusto @) ch for shortcuts, help, and people... B @
(A Home

Settings

View and manage settings related to your profile an
A People

Company My profile Notifications Company Customization ermissions

=)
® Payroll ..
" Permissions

You can view permissions for different roles that help manage Yard Goat 116 LLC's account.

ar}

]

Z @

Gusto admins People managers
@ Settings (

ividaal permissions for View permissions for all people

% Refer & earn Gusto admins. managers.
® Help

3 admins set 2 managers set

View admins > View manager permissions »
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Spoton Integrated Clock-In

Last Modified on 12/24/2023 10:24 am MST

Clocking-In to SpotOn with Labor Integration

Clock-In

After PIN-In / or pressing the POS Clock-In / Out / Break buttons, a 2nd screen will pop
up with additional choices, ie schedule enforcement, compliance questions etc. (this
can take 3 seconds)

Employee is able to clock-in to a scheduled shift with the Begin Shift button, or, could
select a different Schedule [ Role to clock in to. Note: IF there is a role discrepancy
between Teamwork and SpotOn, the employee is able to select the role they have in
the POS
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Dolce Timeclock

Kris Cross

Begin Shift You are not clocked in.

6:00pm - 2:00am as Server @ SpotOn Dev Testing FOH

Restock cans please!

Unscheduled

SpotOn Roles: Server

If employee is EARLY or UNSCHEDULED, and no enforcement is in place, the employee
may elect to proceed.

Dolce Timeclock

Savanah Conrad
You are not scheduled to Clock-In.
are not clocked in.

Cancel Proceed

ulea

SpotOn Dev Testing FOH Roles:| Manager (Q)

If company restricts early Clock-In, employee is be prompted to have a Manager
authorize the Clock-In, with either full password or PIN.

e Password refers to Manager's TEAMWORK password.
e PIN refers to Manager's TEAMWORK PIN (which can be verified or updated in
employee's PROFILE settings.
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Dolce Timeclock

Savanah Conrad

You are not scheduled to Clock-In.
Fill in a reason and get your manager's approval to
Clock-In

This Time Punch Requires Manager Approval
Username Password or Pin

are not clocked in.

Select a Manager

Cancel Proceed

Upon successfully clocking in, the user will either be taken to the POS | Order screen, or
if user is "Clock-In/Out Only", then the user will see the following confirmation. If the user
does not successfully login, see troubleshooting below.

Clock In

You have successfully clocked in

Continue

Breaks

Employees should initiate using the BREAK button in SpotOn rather than Clock Out.
Employees should ALWAYS WAIT FOR THE 2nd SCREEN

NOTE: For states that require 30-minute breaks, employees may be prevented from
returning from break until 30-minutes has been taken. Managers may override.

Clock-Out
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1. Upon Clock-Out, WAIT for the 2nd Screen. Employee may be prompted to Enter Tips,
Validate Breaks or your Time Punch, or enter other Company specific data.

The following screen show how an employee would attest to, or uncheck the
attestation, which represents that 10-minute paid rest breaks were made available.

Time Clock Verification

Clock-In Clock-Out

6:30am 1:40pm 67hrs

Break Start Break End

11:00am 11:30am 30 min

lecaionSAN Ramon-Slanted Door FOH
rRole S@rver

¥ 2 paid 10 min rest breaks were made available.

My Time Punch is Correct

Submit Correction

Submitting Clock-Out Corrections

e Employees can enter clock-in correction notes in the text field shown below the
Submit Correction button.

e After entering correction notes, press Submit Correction
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Dolce Timeclock

Time Clock Verification

Clock-In Clock-Out
10:15pm 10:16pmM o min

Break Start Break End
ipm ( 0 Minutes )

roleCashier

My Time Punchiis Correct

Submit Correction

| forgot to clock in at 6pm, and break from 7 - 7:30|
4

‘ weaionChucks Takaway (Spoton)

Backspace

Caps Lock

e A manager is unable to approve the time punch until they've acknowledged the
employee comment, by clicking on the comment icon as shown below. Managers
can press Edit Clock In to make suggested changes, and / or enter comments in the
dialogue box below employee comments.

e Employees can view time punches on their app / dashboard, including change

history, and manager dialogue.

Feb 8, 2022 - Tuesdgy, Approve All for Tuesday)|
Employee, Samp]l Please click and check-off all employee entered notes in the & shaded ~ ~e b avnmi

Cashier 8 Feb 8,10:19pm Sample Employee

= Worked: 015 43pm 1018 d6pm ool pm 19:46pm n Iforgot to clock in at 6pm, and break from 7 - 7:30

B glockin ~-FeD $WN9pr Aar e Empioyer

Breaks Expected 0 mins Clock-Out from POS

a Feb 8,1015pm Sample Employee
Total Breaks 0 mins Mgr Mah, M Authorized
Feb 8,1015pm Sample Employee

Clock-In from POS SpotOn

2

update = 450 characters max

Manager Approved

Clock-In Verification

Troubleshooting

If the user is unable to successfully login, and upon trying again the screen provides only
an option that says "CONTINUE', the culprit is likely a Role mismatch between SpotOn and
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Teamwork. Please check role qualification in both Teamwork and SpotOn, and the
spelling of the Role name. If an adjustment to the role is required, please reach
teamworksupport@spoton.com

Related Settings

Turn on Schedule Enforcement to control early clock-in:
https://support.dolceclock.com/help/force-restriction-options-for-early-clock-in

For Compliance and Custom Prompts, please engage your Teamwork specialist to
engage settings. teamworksupport@spoton.com
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Setting up Toast Integration with
Teamwork

Toast Partner Connect - Setting
up Integrations with Toast

To Add Teamwork as an Integration:

1. Log into your Toast back-end. From left menu click Integrations. Click Add and Manage
Integrations.

Integration management

&L Employees

MMMMM Add and manage integrations

% Payments Integration audit history
History of integrations added and removed

2. Click Add More Integrations

Add More Integrations

3. Search for Dolce and click Add Now
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https://central.toasttab.com/s/article/Toast-Partner-Connect-Setting-up-Integrations-with-Toast#Managing

Dolce X Showing results for "Dolce"

All

Toast Products

Preferred Dolce

Software

Accounting
Analytics
Business Insurance Dolce

Delivery Dolce “Labor Center” centralizes
scheduling, timekeeping, labor
control vs budget, tips, labor
compliance, and payroll.

Digital Signage
Gift Cards
Inventory
Labor

Categories: Labor, Payroll

Loyalty
Marketing / CRM
Mobile Pay

Online Orderina

Add Now

Note: Teamwork was formerly called Dolce Software

4. Select applicable locations, and click Apply

601



Q Restaurant Name X -
Select All

mmm Cafe Group (5) ~

‘* m Cafe - Palo Alto

# " Cafe - Fremont
Bill's Cafe - Kooser Road @
Bill's Cafe - Pleasanton @

Bill's Café - The Alameda ()

Close

What is Toast Partner Connect?

Toast Partner Connect is our integration management portal. You're able to browse and
discover all partners with integrations to Toast, add any of these integrations to your
restaurant with the click of a button, and more. This feature is currently available for
restaurants with 1-9 locations. If you have more than 9 locations, read below for
information on setting up integrations with Toast.

Does it Cost Anything?

In order to use most Toast APl integrations, Toast Customers need to pay $25 per month
per location for the Toast Partner Integration subscription. This subscription unlocks
unlimited access to our Integration Marketplace, 50+ best-in-class restaurant
technology solutions that can integrate directly with your Toast POS. Your subscription fee

remains flat whether you add one or fifty integrations.

Can Anyone Add Integrations?
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While anyone can see the Partner Connect Portal, you must have the Manage

Integrations permission in order to add the Integrations module or connect to Partners.

Account Admin Inherit | Override ¥
Financial Accounts Inherit | Qverride
User Permissions Inhent Qverride
Data Export Config Inherit | Override
Manage Integrations @ Inherit Override

Activating the Partner Connect Portal
To activate the Partner Connect Portal and start adding Integrations to Toast:

1. On Toast's back-end, scroll down to Integrations and select My Integrations

Online Ordering

Integrations

’4 My Integrations

2. Select Join Toast Partner Connect.

Have questions before signing up? See a small FAQ listed under the join button.

Toast Partner Connect Integrations Mvailable Integrations
Mernbesship o TEST T TET T T ST TR b per location,

b What does membership inchde?

v Can | integrate Toast with fkre 1han one garnes in the Integration Markelglace?
» What are the benefits of Toast Partner Connect partrers?

» What ks anmamale of an integration?

4. Confirm the location that you're adding Toast Partner Connect to and check the box 1

am the financial representative for this location

# Home ~ Partnerships My Integrations / Add Integraticn

Add Toast Partner Connect

Wou are about to request the addition of Toast Partner Connect for the following location:
& Broth Training Cafe

A0 Park Drive
Boston, MAD21TS

By clicking submit, you confirm you ane the financial representative authorized to submit this request

| D | am the financial representative for this location, |

B. Select Submit
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6. The finance contact on Toast's file will receive a Toast Order form via email within 48
hours. Once this form is filled out and returned, Toast Partner connect will be ready to go!

Managing Integrations in the Partner Connect Portal
Once your Partner Integration subscription has been confirmed, the My Integrations page

will look a little different.

Related Articles

e Enforcing Scheduling/Time Clock Rules with Integration Partners
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Toast Enforce Clock-In to
Schedule

Last Modified on 07/15/2025 10:08 am MDT

In Teamwork: Settings

From the main page please select Gearwheel Menu > Schedule Settings as shown below:

|

Dashboard  Schedules Employees Reports Share Files &  Tools Q& N Tech Support

@ General Settings

July 1st is Here. Increase Minimum Wage? l

[:? Payroll Settings

Schedules Settings

is de
n
@ Roles / Groups Settings

£ Logbook Pro Settings

@ Reminders, Certifications & Custom

1. For each schedule/location that overlaps with Toast clock-in, Expand Location
settings by pressing "+" as shown:

[] show petailed Options

= @ |Location Test #1 | @
= |Restaurant E-INC)
\15‘ FOH |@s  @actve Qchicago  «&»
| = |BOH \ Bactve Qchicago 5

2. Check the box to "Send all Shifts to POS"

3. Choose Not Allowed for Clock-In Early/Unscheduled Restrictions

Clock-In Restrictions
(] mllow Clock-In Requests from Employees
[ only allow elock-in | clock-out from embedded
devices like Breadcrumb, Clover, Spotan, Spoton
Retail, SpotOn Enterprise
send All Shifts to POS

[ Manager Approval on All Clock-Ins

Clock-In Early | Unscheduled:
\: ‘ Not Allowed v ‘

Clock-In Late:

‘ Allowed - Manager Approval v ‘
Clock-Out Late

‘ Allowed - Prompt for Reason v ‘

Alert/Message Reading Rules

| Force Read Before Clock-In - |

3. Turn on Toast Settings as explained below and reboot all POS terminals. (Good to do
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end/start of business day)

In TOAST: Settings

https://centraltoasttab.com/s/article/Enforcing-Scheduling-Time-Clock-Rules-with-
Integration-Partners-1492745815961

The Following Article is from Toast Resources (per the link above)

Restaurants that integrate with one of Toast's approved labor management partners
have the ability to enforce scheduling rules for clocking in and clocking out.

FEB 26, 2019«CUSTOMER KNOWLEDGE ARTICLE

1. Navigate to Ul Options under Other Setup. Scroll to Time Clock and set the Enforce
Scheduling option to Yes.

Enforce Scheduling  Require manager approval for clock in / clock out when employees are not on schedule. Set this to No unless your scheduling

software is integrated with Toast.

o Yes
Mo

2. The remaining configurations are found in the Scheduling section under Labor.

Labor

Owvertime Rules

Employees

Scheduling

# Home  Scheduling

Scheduling

Minutes before clock in 10
Minutes after clock in 10
Minutes before clock out 20

Minutes after clock out 15

restore defaults
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The amount of minutes entered into the fields create a time window around the start and
stop time of your employee's scheduled shifts. Manager approval (passcode or swipe
card) will be required if an employee attempts to clock in or out of their shift outside of
the designated time windows. The shifts that are scheduled in your labor management
software will be displayed on the configurations page.

Date User Job In Out

1/18 Employee BAR CLOCK 1/18/17 4:00 PM 1/18/17 9:00 PM
1/19 Employee PREP COOK 1/19/17 2:00 AM 1/1%/17 10:00 AM
1/19 Employee PREP COOK 1/19/17 3:00 AM 1/19/17 10:00 AM
1/19 Employee PREP COOK 1/19/17 3:00 AM 1/19/17 10:00 AM

For example, an employee that is scheduled a 4pm shift will require manager approval if
they attempt to clock in before 3:50pm or after 410pm. This gives them a 20 minute
window to clock in for their shift, without needing approval.

If the shift is scheduled to end at 9pm, manager approval would be required if the
employee attempts to clock out before 8:40pm or after 9:15pm. The employee has a 35
minute window to clock out without manager approval.

For more information on existing labor scheduling partners, visit
pos.toasttab.com/integrations or reach out to your Toast representative.
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Clocking In to Breadcrumib POS

Last Modified on 12/24/2023 1:52 pm MST

Clocking-In to Breadcrumb POS with
Teamwork Integration

Clock-In

1. Initiate Clock-In through Breadcrumb

2 Breadcrumb

Clock-In Shift notes

DC Testing (Shiftman)
You have not clocked-in yet for this shift

=]

Breadcrumb Support

Questions? Breadcrumb Support is here to
help

Timesheets Gall:  1-888-514-4644

p Email: support@breadcrumb.com
2 employees currently clocked-in
or visit support.breadcrumb.com

@

Checkout Report

Batch Payments

130 credit card payments available to send

[

Tips

® ©

Gift Card Balance

2. WAIT for a 2nd Screen, (this can take 3 seconds) which confirms your Shift [ Time /
Role, and press Begin Shift.

You should verify that you were allowed to clock-in without restriction.

Clock In

Peter Sagan

*Clear throughout the day. 1% ( 59°F - 93°F)

You are not clocked in.
. 3:30pm - 8:30pm at FOH 0.0 hrs worked in current pay period
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3. If you are clocking in EARLY or UNSCHEDULED, you will be prompted to enter your

LOCATION / ROLE

@ Unscheduled @ | Kitchen

4. If your company restricts early Clock-In, you may be prompted to have a Manager

authorize the Clock-In

@ 3:30pm - 8:30pm at FOH

v Unscheduled

You are not clocked in.

0.0 hrs worked in current pay period

GULEE - Select

None \

A.M. Dish (Q)
AM. Prep (Q)
Bake Off (Q)
Lunch Mid (Q)

Clock In

Peter Sagan

*Clear throughout the day. 1% ( 59°F - 93°F)

You are not clocked in.

0.0 hrs worked in current pay period

You have 1 more minutes until your scheduled Clock-
OYo In is allowed.
Fill in a reason and get your manager's approval to
Clock-In

This Time Punch Requires Manager Approval

Select a Manager

Reason or Notes
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Breaks

1. Clock-Out for a BREAK rather than End Shift. Again, ALWAYS WAIT FOR THE 2nd
SCREEN

NOTE: For states that require 30-minute breaks, you may be prevented from
returning from break until 30-minutes has been taken.

Clock-Out

1. Upon Clock-Out, WAIT for the 2nd Screen. You may be prompted to Enter Tips,
Validate Breaks or your Time Punch, or enter other Company specific data.
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Spoton Integrated Clock-In
Resolving Breaks

Last Modified on 10/05/2021 1:45 pm MDT

To make breaks available as an option

Role.

in Spoton, breaks must be made available, by

Use the "Break Types Allowed" pulldown on the Job Position. Example below:

o SpotOn

Job Positions

i Q
3rd Party OLO
Break Test
Database Admin
EPOS 0LO
Fun Job
ItsaCheckmate
Kitchen
Manager
New Job Position
Reporting User

Server

oo ve

# Job Positions.

Clock In Auth Requ

Clock Out Authorization Required

Ignore Labor Schedule

Can Accept Order Tran:

Can Accept Pay;

Can Toggle POS Fullscreen Mo

Prompt For Cash Tips On Clockout
Prompt For Tips Paid To Others On Clockout
Close out On Clockout

Print Close Report On Clockout Method
Print Payment Detail on Close Reports
Cash Management Method

ment Ownership

Default

Print Tip Out Summary on Close Report (Cashier Mode)
Can Leave Unsent Items Unsent

Warn About Unadjusted Tips On Clockout
Clock In And Clock Out Mes

Show Clock Out M

Clock Out Message

Shou

Current Shift 4

None

User Taking Payment

Unpaid

My Orders v

Editing 1 item
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Fun Job
ItsaCheckmate
Kitchen

Manager

New Job Position
Reporting User

Server

Can Accept Payments

Can Toggle POS Fullscreen Mode

Prompt For Cash Tips On Clockout

Prompt For Tips Paid To Others On Clockout
Close out On Clockout

Print Close Report On Clockout Method

Print Payment Detail on Close Reports

Cash Management Method
Take Payment Ownership
Break Types Allowed
Break Reminder (Hours)
Ainimum Break Length (Minutes)

Prevent Starting Orders On Break

Current Shift

None

User Taking Payment

None

None

Paid

Paid or Unpaid
Unpaid
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Toast Delivery Services
(Doordash) Update

Last Modified on 07/09/2024 5:19 pm MDT
Update Tip Distribution from Doordash Entity to TDS Driver Entity

Toast POS recently updated the way that Doordash delivery driver tips are reported.
Delivery by Doordash tips (or simply Doordash) tips will now appear in Teamwork in red

as TDS Driver (Toast Delivery Services Driver).

This change in how Toast reports Doordash delivery tips to Teamwork may cause
discrepancies when balancing tips in the form of unallocated tips.

See the following support article detailing troubleshooting for tip imbalances:
https://support.dolceclock.com/help/troubleshooting-tips-imbalance-with-pos

Tip Bundie Navigator
Thu Jul 4, 2024

FOH ‘
Save all || Delete Al I

Bundle Total $1163.09
A Period urce Link $158
POS Total $1319.20
Additional Tips —s 8.00
by Tech Support

Audit | Amt off | i) IS

k.\ Summary of Payroll Tips
‘ r;;m 400 \ 0.00 \ 0.00 | 400 ON 678% 59.00 I

Should you see unallocated tips with a source of TDS Driver, please complete the
following steps to ensure that your TDS Driver tips are configured in the correct
templates. Please note you may need full admin permissions or location admin with tip

template access to complete these adjustments.
I. Log into Teamwork. Click the Gearhwheel Icon and then click Tip Templates.

Q [ AN Tech Support
{& General settings L

Schedules Settings
& Payroll Settings

@ Rroles | Groups Settings

£ Logbook Pro Settings

g Reminders, Certifications & Custom
| Wage settings [ Rules

3 Holiday / Premium wages

Header| & Tip Templates | settings

,ﬁ Analytics | Publishing Settings

613


https://support.dolceclock.com/help/troubleshooting-tips-imbalance-with-pos

2. Scroll down to the applicable tip template that picks up Doordash tips.
3. Click the Include Entities dropdown in the Tip Calculator Setup section and ensure

that the TDS Driver is selected. Complete this step for every tip template that

includes Doordash or TDS Driver tips.

[[Redistrioute Cash to €C &Auto | All Tips (CC, Auto, Cash)
[CJ7ips Foid lows ino Alocations and Pacls
@ Truncate on day Farts O inciude Al stars In Day part O intaligent shif: Categarization wkh 2 Day Parts
Tip Calculator setup

Bundie Type ® Gunership (Fool  Equalizing ® Hone

se o Cna Shift () with Multple Shifts

. o Template Grous:| Daily o otes ®
Bluse For Perica Tps oty [ s meous O S % from Al TipTypes (] Apply ot Glock-Out =
Tips Pald ® None ) [Cash Sales <= Tips| () [Cash Sl Cash Sales <= Tips) - Tipout] ) [Cash Sales <= (Tips - Tip Out)] () [Tips Paid = Deciared Cash] () [Tips Paid = AllTips] ) Show All Schediules  Sales & Tips from POS Accoun t

Use Headers for Shift Categorization

Laborfrom| 3of 3 Schedules

Choose aTimarange | from £000m |to[£00am | ntervat <] Otisplay to Employee Tips sharaifRole Match

(I add 0] of Cash Sales to O Auta Grat Tips O Cosn Tips [ISelect Allinks with Name Containing[41 | Min Punch Thveshold| < (mins)

[Jcash sales only @ None (O use Role TipPts () Use Role TipRates () Use Rola Pts WEIRD. (] Apply Team Filter

| Rotes | 10117 Roles

@Tips  Oisoles.

Include Entities | Select Entity

\d @ None () Fiter tips on Sanvice Fea types () Filter tips on Order/Dining types

Allocations | New Allocation

1ot a3 ntities ~
Now Donnstroom Bundle
ust atch i iy e
O ® Apply to il Uninked En 0 uber tars
[ kos wand
Apply Taam Fiter [ Allow % Tio-Out on 2ero Tips [ Al

l;
[ manager
[custom Day Part Dapandant bownstrsom Alcatons | o

0 usertogin

[ oniine ordering oniine Ordering
O kosikos
70 Driver

@ none CFitter tips|

Jcombine when possible [_Jreriod / Source Links (@) No Equalize () Equalize () Equalize No Collapse ] Use Role Pts Only

s Max Allscation ] Exelude from Allscations

NOTES:

If you have templates that are split into two, based on a day part (AM / PM or
Lunch / Dinner), you must ensure the TDS Driver entity is selected for each

template that distributes Doordash tips. Additionally, mark the new TDS Driver
entity as dividable at the top of the Tip Templates page.

indicate Dividable Tip Entities | 5 of 43 Entities

Toast (FOH) SYNC

Notes: |_

<

[[J ubereats

[ kos wand

Manager

[) user Login

Online Ordering Online Ordering
[Jkps1kps1

v TDS Driver

[ kos kos

[Dinstore

Online

Once you have ensured that the new TDS Driver entity is included in the correct
templates, re-run tips on each affected day and audit the distribution closely to ensure

the day is distributed properly.

If you require additional assistance with con

figuring templates or currently do not have a

tip template that distributes Doordash tips, please email us at

teamworksupport@spoton.com.
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Syncing SpotOn Teamwork
Events with Google Calendar

Last Modified on 12/24/2023 2:58 pm MST

From the Schedule page, the "+" below any date, and choose New Event

Sort by: A-Z | Roles | Headings QMDT

FOH Al (406)

A Show Requirements Sun Sep F} gé

New Shift

New Clock-In

New Event

From the Events window that opens, Authenticate Goole Calendar and make calendar
selections from the dropdown list.

Google®
Include Events created in Google calendar

Choose a Calendar -

FEQ* " IShow Event Details In-line

Google calendar
Authenticated
Authenticate with Google

* You can sync all your calendar events from any Google
Calendar
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Integrating Tripleseat with a
Teamwork Schedule

Last Modified on 06/19/2025 2:19 pm MDT

Teamwork now offers an integration with Tripleseat®, the leading restaurant event
management software. You can associate your schedules in Teamwork with rooms from
your Tripleseat® account for real-time event updates.

Navigate to schedule settings from the Gearwheel > General Settings. Click the plus sign
on the schedule you'd like integrated with Tripleseat®.

Schedules

Clicka name to ed &.Drag = to sort witin a group. Drag «:)» to move between groups. Add your Zip Code to view local weather !;’ ) on your schedules.

+Location [ |st >w Detailed Options

= @IDownt n | +Deparment 5 ®

= [Fo | ®
| = |DT FOH MGT | Active
| = DT Server | Active
| = DT Bar ] Active
| = [DT Maitre'd | % Active
| = DT Busser / Runner | Active

9 Denver  <O»
=

Q Denver &

9 Denver  «5»

9 Denver  «O»
<

9 Denver  «O»
g

ajejajin|n

Below the Google calendar authentication and sync settings, you will see the Tripleseat®

settings.

Schedule Settings
Restrict Employees to only see
[T other shifts on days working
E] Other Scheduled Worked Hours
["JForce Photo Authentication for Clock In and Clock Out (i0S, Android and Clover)

E] Allow Employee Default Wage to be created

Allow Employee Tipped Wage to be created

Do not Show Shift End Times (as Default)

Must Choose a Role on Shift and Clock-In Creation
If schedule published still has unassigned shifts D days prior to week start

(Rotate Images )

Allow Employee Shift Trades / Swaps Requiring Manager Approval

v

[Jonly Allow shift Trades / Swaps on Qualifed Roles
[CJ Allow Trades / swaps to Overlap
[] Automatically ‘Offer’ Unassigned Shifts
D Show all working employees
E] Confirm Employee Viewed After Published ( D Only Employees with Shifts )
Show Events on Unpublished Schedules
Publishing Schedule Warnings - [/ Check Employee Availability
Send Alert

Check Employee Days Off

Google®
p— [)show Events created in Google calendar

[) show Event Details In-line (Limit to E]chcrs)

Show Event Spanning Days
s00gle calendar

Authenticate with Google ]

Tripleseat®
[ show Events created in Tripleseat calendar
Having Status

Select Statuses v

Include Details
Select Details v

[] show Event Details In-line (Limit to @churs)
D Show Event Spanning Days

I Authenticate with Tripleseat l
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When you click "Authenticate with Tripleseat,” you will be prompted with the following
screen.

Please Enter Your Tripleseat APl Keys
Public Key I

Public Key:

Secret:

Secret I

Authenticate

"You'll need to attain your Tripleseat account's public token and secret key. This can be
found by logging in to your Tripleseat account and going to Settings -> Tripleseat API. If
you don't have access to this areq, you'll have to request it from the customer admin.”
(https:/[supporttripleseat.com/hc/en-us/articles/205820987- API-Authentication)

When you enter these credentials, you will have opened a real-time sync with Teamwork.
You can then choose exactly which 'rooms” apply to this Teamwork schedule.

Tripleseat®

Include Events created in Tripleseat calendar

l 6 of 141 Rooms ~

R TR
Banquet Room
Banquet Room Private
Main Dining Room
New Yedrs Eve
Off-Site Catering
Unassigned

And now, from the schedule view, youl'll be able to see your TripleSeat® events populate
(and update in real time.)

You can use the following filter to determine which events populate the calendar.
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sunJan23(24, 5 &= ﬁ

Add =

‘. Clear throughout the
:!; J day. 0% (18°F - 39°F)

Having Status

l Select Statuses

Mon Jan 24

' afternoon. 44% (21°F -
" 35°F)
Light snow for the hour.

D All Statuses

UJ Prospect
D Tentative
[:] Definite
[:] Closed

| ™= LT

I —

@5 S
Add -~

Possible light rain in the|

TueJan25 (24, [5, &
Add =

7:00pm - 10:00pm
Kustomer Sales Kickoff
2022 emm—————)

(@) s =88 Status:
PROSPECT Rooms: Banquet

Room Guests: 65

Wed Jan 26 (24, [5, &=

Add =

~_ Partly cloudy ‘. Partly cloudy
4; , throughout the day. 4% _!; ; throughout the day.
g°F - 369

10% (19°F - 40°F)
3:30pm - 6:30pm
Jordan Shasha

jordan e ggesss——com
(o8 @ ‘=W status:

ROSPECT Rooms: Banquet
Room Private Guests: 100

You can even click on the event name to reveal details, and a subsequent link directly to

your TripleSeat® account!

7

Event Details

if also available.

.

If you need any assistance setting up this integration, reach out to
support@dolcesoftware.com and a representative will be with you ASAP.

Having a sales kickoff event. Looking for a location for large group dinner and possibility of private rooms
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FTP/SFTP Labor File Transfer to
External Server

Last Modified on 02/12/2025 11:34 am MST

Initiate FTP file out of Teamwork

Teamwork allows you to transfer labor files via FTP or SFTP to a designated external server.
The files follow one of five standard formats and are not intended to replace a payroll
export file. Tip data cannot be sent at this time.

FTP files are sent daily for seamless data integration and a lookback period of up to 21
days can be set to capture retroactive changes to timecards and roles. At this time, labor
data can only be transferred to one external server, not multiple.

Key Features

e Secure FTP and SFTP transfer options

Automatic daily file transfers at designated time

Five predefined file format templates

e Secure authentication via FTP credentials

Optional directory specification for organized file placement

e One file is sent per paygroup with a corresponding paygroup 1D
Setup Requirements

To enable FTP labor file transfers, work with your IT administrator to gather the following
information:

1. Protocol Type — Choose between FTP or SFTP for secure transmission.
2. Server URL — The address of your external server.

3. FTP User and Password — Credentials for authentication.

4. Directory (if applicable) — Specify a target folder if needed.

File Format Options
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You can select from five standardized file formats to ensure consistency and
compatibility with your system. Custom file formatting is not available at this time.

Here is a breakdown of the labor Export types:
1. CTUIT - Formatted to work with CTUIT Software

2. Restaurant365 - Series of 4 files per paygroup formatted to work with R365

3. Mirus - Formatted to work with Mirus

4. Scheduled Hours Teamwork FTP Template - Template_Scheduled Hours.csv [

"

» ° c 3
1 |iseovenio | iocotonol  iocaton Name Scheckis 0 Sehadule Nams Busingss Doto Employen Payrol D Empioyes Lastname  Employee FIst nGma Role 1D oo Name oeptiD Dopthome  Schoduied StortTime Schoduted End Time Hours seneduied Houry Rate
T srama wr e oate i sne sTne W smme w stanG e oatEnME 2 decimars ot accuracy. 2 docimols of accuracy
son ngssTTI a0 vy mmimess asalena. sew/oONAYY Bhmimss Avfen 7

3 esomz si8hop Ranch - Left Bork 80K Bishop sanchLeft Sank BOK MM/DOfPYYY 8790 siamia Femanda w25 cook

5. Worked Hours (General Template) Teamwork FTP Template - General
Template_Worked Hours.csv []

A B c L) 3 F G H ' 3 K L M N o P Q
1 |Location D] Location GLCode  Location Name Schedule ID Schedule Name Business Date Employee Payroll ID Employee Last name Employee First name Role ID. Role Nome Dept ID Dept Name Punch in Time Punch Out Time  Hours Worked Hourly Rate
2wt STRING INT STRING DATE INT STRING STRING INT  STRING  INT  STRING  DATETIME DATETIME 2 decimals of accuracy 2 decimals of aceuracy

How to Get Started

Teamwork users permissioned as Full Admin can configure FTP file transfer directly into
the software by going to Gearwheel > General Settings > Labor Analytics.

Labor Analytics Export

Labor Export Type Frequency

) Labor| FTP | information ~ Send After 100 | Timezone | Default: America/Denver v‘

None v None M e
URL (ie connect.restaurant3es.net) |url

Run Spoton Teamwork Custom Reports (Reports Page), send as FTP FTPUser | |Frepassword | ]

Directory (ie POSExports) |directory Days Back of Data | pays Forward of bata

[J useTop GLCode [ Include Payroll Group Name incsv ] Include Salary Employees

l Test FTP Connection l Send Files Now l

1. Gather your server and authentication details outlined in this article.
2. Select your preferred file format.
3. Verify the connection buy using Test FTP Connection’

4. Click 'Send Files Now' and test the first file transfer. File send can take up to 20

minutes.

5. Enjoy automated daily file transfers!
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Troubleshooting

If you encounter issues with the FTP labor file transfer process, try the following
troubleshooting steps:

1. Check Credentials: Ensure that the FTP username and password are correct.
Incorrect credentials will prevent a successful transfer.

2. Verify Server URL: Double-check that the server URL is entered correctly. If the server
is unreachable, transfers will fail.

3. Confirm Directory Path: If you specified a directory for file placement, ensure it
exists and that the FTP user has the proper permissions to write to that folder.

4. Test FTP Connection: Use an FTP client to test the connection to the external server.
This will help verify that the server is accessible and accepting connections.

5. Inspect Transfer Logs: Check for any error messages in the transfer logs within
Teamwork (below where credentials are entered). These logs can provide insight into
what may be causing the failure and verify if the file is sent from our side.

6. Firewall and Network Issues: Verify that any firewalls or network restrictions are not
blocking the FTP/SFTP connection between Teamwork and the external server,
sometimes our IP addresses must be whitelisted.

7. Contact Support: If the issue persists, reach out to Teamworksupport@spoton.com
for assistance with resolving the problem.
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DayCheck by SpotOn

Last Modified on 08/05/2025 1:04 pm MDT

DayCheck is SpotOn's new Earned Wage Access (EWA) solution that gives employees

access to their money sooner. The goal of DayCheck is to help with employee’s financial

security and our client's hiring and retention by offering a flexible way for restaurant
employees to access their already earned pay in real time, as opposed to waiting for

funds on payday.

© Dashboard

DayCheck®
=
Running total due
$1900.00 Ly,
Upcoming settiement due Y
v {Dec 31} $1700.00 "‘
View Details
5]
8
Tips Paid
il
. By Shift By Transfer
Y Y,
o) Tips by shift date ($10,899.25) Tips prev. period ($10,643.80)
e——
=
& $1,500
$1,200
B
$900
@
$600
$300
$0
=@ Dec Dec Dec Dec Dec Dec Dec
W 18 1 20 2 22 23

Groupby Employees

~ Recipient shift Date
v Ashley Lewis 12/21-12[28/23
12/28/23
12/21/23
Jailyn Smith 12/28/23
v Louis Johnson 1217 - 12/27/23
12/27[23

Date Available
12/28,11:30 pm
12/22,11:31 pm
12/28/23,11:30 pm

12/28,11:30 pm

Benefits for Employees

DayCheck offers pay flexibility and increased frequency reduces financial stress for
employees, helps them avoid expensive payday loans, and improves their financial

Tips paid yesterday

$1,075.01

Same time last Saturday:

$1,052.43

Payroll period: ¢

o ec
24 25

Tip
Tip
Tip
Tip
Tip

Tip

Employees

Enrolled Employees 18

Pending Invitations 3

Invites not sent 2

B 12h7-12/30/23

All times: Pacific Time (GMT - 0:8:00)

Dec Dec Dec
26 27 28
Status @

© Allsuccessful

@ Transferred

@ Transferred

© Processing

© All Successful

@ Inwallet

Manage Employees

[

Dec Dec

29 30

Amount
$400.00
$200.00
$200.00
$485.00
$685.00

$120.00
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stability.

Benefits for Employers and Restaurants

Offering DayCheck differentiates owners and managers when hiring and retaining
employees. DayCheck simplifies the tip-out process for restaurants that only use case,
creating operational efficiencies - less trips to the bank!

DayCheck Features

DayCheck's features for Employers and Restaurants:

A Merchant Dashboard - DayCheck's home is the SpotOn Dashboard, offering full
visibility and reconciliation.

Cash stays intact - There's no paycard escrow account requiring deposits for owners
who need to pay out funds, SpotOn funds or "floats” the tips paid out to employees,
settling with the business on a schedule that fits each business’'s needs.

Seamless Teamwork Integration - Teamwork handles the tip distribution rules and
can be configured to assist in reporting employee's paid and owed tips to payroll.

DayCheck's features for Employees:

A Digital Wallet - Employees will access DayCheck through a mobile app for easy
enrollment, tracking tips, and transferring tips.

Flexible payout options - Employees can choose to automatically receive their tips or
on demand.

Fast Transfers - Employees can elect to have their funds move instantly to their own
debit cards.
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Pricing and Fees

ClientFees

$0 - it's free to the client!
$0 in escrow [ business account

There is no cost to employers for signing up for or offering their employees DayCheck.
DayCheck also doesn't require any funds in an escrow account or business account -
SpotOn advances the early tip payout and settles the account with the business at a
later date.

DayCheck is currently only offered to Teamwork clients who utilize SpotOn processing.
Standard Teamwork pricing still applies to the client but there is no additional charge for
integrating DayCheck with the client's Teamwork account.

Employee Fees

$0 for standard transfer of funds
$0.95 - $2.95 for fast transfer of funds

The DayCheck standard transfer is a 3-day transfer, which costs the employee $0. Once
the employee initiates a standard transfer, it takes about 3 days for the money from
DayCheck to appear in their personal account.

Fast transfers allow the employee to transfer money from DayCheck to their account in
minutes for a small fee. Fast transfers cost 1% of the transfer amount, with a minimum fee
of $0.95 to a maximum of $2.95.

Limitations:

e Employees can only have 1standard (free) transfer at a time.
o They must wait the 3 days for the standard transfer before initiating another
standard transfer.
e Employees can have any number of fast transfers at a time, as long as the transfers
meet the minimum transfer amount and they pay the associated fee.
e To transfer money out of DayCheck, employees must transfer a minimum of $25. This
limitation affects both fast and standard transfers.
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o Amounts of less than $25 cannot be transferred, any amounts above $25 can

be transferred.

Teamwork Integration

DayCheck is currently only offered to SpotOn clients utilizing Teamwork. Once the client is
configured to integrate with DayCheck in Teamwork, the process to send tips is quite
simple - taking only seconds to complete.

Clients will run and balance tips as they normally do on a daily basis. Once the tips are
balanced, they'l click the View Summary of Payroll Tips button in the Tip Bundle
Calculator, verify the bundle total, and click the orange Send Tips to DayCheck
Paycards button. This will bring up a summary window of the employees and the
amounts to be paid out. The client simply clicks Pay Employees and the funds will be sent
to DayCheck.

Daily Tip Report

Wednesday February 26th, 20256
Payroll Group:
]
Total Tips
I
Sales srve Sales Tips Tips
Name CcC AutoGr ServiceFee, Com Cash Total Fee CcC AutoGr Fees Com Cash Paid Owed
@ $6.57 $6.57 $0.00 $0.00 $0.00 $0.00 $6.57 = $6.57 $0.00 $0.00 $0.00 $0.00 $0.00 $6.57
E] =
$2254  $2254 $0.00 $0.00 $0.00 $0.00| $2254 $2254 $0.00 $0.00 $0.00 $0.00 $0.00 $2254
Void
Paycard P t $2254 Payment
Mar 6 1:39am (s22.54)
$2254
u® "
Kyl $26.69 $26.69 $0.00 $0.00 $0.00 $0.00| $26.69 $26.69 $0.00 $0.00 $0.00 $0.00 $0.00 $26.69
} B8
@ — $2250 $2250 $0.00 $0.00 $0.00 $0.00 $2250 $22.50 $0.00 $0.00 $0.00 $0.00 $0.00 $2250
= N
Caitlyn $4.58 $4.58 $0.00 $0.00 $0.00 $0.00 $4.58 $4.58 $0.00 $0.00 $0.00 $0.00 $0.00 $4.58
)
Void
P $4.58 Payment
) Mar 6 11:3%am (s4.58)
$4.58
Totals $82.88  $82.88 $0.00 $0.00 $0.00 $0.00 $82.88 $82.88 $0.00 $0.00 $0.00 $0.00 $0.00 $8288
Bundle Total (w/o Cash) $76.31
Cash $0.00
Period / Source Links (w/o Cash) $6.57
POS Total (w/o Cash) $82.87
Good! $+0.01
Manual Check
Bundle Total S
A\ You must confirm the Total Tips
I Paid Out before Tip Payout |
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Loglbook Pro Setup and Use

Last Modified on 07/31/2023 5:14 pm MDT
Logbook Setup
From the Gearwheel Menu > Logbook Pro Settings

(Requires permission levels: Admin, Location Admin, or Custom)

Q {§} Il Tech Support %
i @ General Settings h

‘3’ Roles [ Groups Settings

» & Logbook Pro Settings

@ Reminders, Certifications & Custom

@3 Wage Settings / Rules

Setup Logbook Topics (Topics will appear as Form Headings when filling out Shift

Reports)

Logbook Pro Topics

Collect information about the day

v | Topic Name Employee Comments 10f 3 Day Parts v

= Active \OPfioﬂﬂl Entry v 2 of 11 Schedules

Prepopulate the Topic notes with:
enter prepopulate text here

Topic shows in: Restaurant FOH, Restaurant BOH

Select either optional or required entry.

Optional Entry v

Select which schedules Topics apply to, i.e. FOH / BOH..

[ 2 of 1 Schedules v}

NOTE: Multiple schedules can share the same Topic. Comments will be
consolidated when Logbook Report is viewed [ emailed. Or, a Topic can be
applied to a single schedulg, i.e. Kitchen Notes could be applied to BOH, and would
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then visible for entry when submitting Shift Notes to the BOH.

NOTE: All Topics will roll up into a single report, viewable to the degree viewing
permissions allow.

Select which Day Parts Topics apply to. If only a single Shift Report per day is
applicable, choose Full Day. If multiple shifts will report per day, choose AM and PM.
Or blend all three.

[ 1 of 3 Day Parts I

"~ | All Day Parts
1AM

PM

Full Day

Setup Logbook Tags

NOTE: Tags can be applied to any Logbook Entry, and then used for filtered reporting.

Logbook Pro Tags

Click 'Create a Tag' to get started. Select Options Create a Tag

Tags

Incident Maintenance Issue Equipment/Product
quip! / 10

Needed

Permission Setup

Permission to ENTER Shift Notes

e Automatically given to Admins, Managers L1/ L2 / L3, Shift Managers & MODs
e This Permission can be added to custom templates

Logbook

~ View Logbook (Schedule Specific)
View Logbook topics

Make Logbook Entries
Add entries to Logbook topics

Permission to VIEW Logbook Reports

e Automatically given to Admins, Manager L3

e This Permission can be added to custom templates
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Logbook
View Logbook (Schedule Specific)
View Logbook topics

e NOTE: For a manager to view a complete Logbook Report from all Departments /
Schedules, they must have the View Logbook Permission applied for all locations
where they are not already a manager. The View Logbook permission can be
applied to an individual from their Permissions tab in their Employee Profile, as

shown below:

© Clyde's Felines and Fries

Main Restaurant
Primary
Main

General Manager (L3) v ‘

Administrative
@ Administrative ‘ Logbook Access V‘ *(

Logbook Use

Entering Shift Notes
Desktop

1. From the Schedule (where user's permission resides) click the Logbook icon that
corresponds with the applicable date
Mon Mar 18 24, [5, 2=

2. In the Logbook entry window, select the Day-Part

Clyde's Felines and Fries Logbook @Main for Friday July 28

[ 1 of 3 Day Parts A]

(] all Day Parts

] am
L _____MIgPY y |
Friday Jul 28, 202! g ¢ pay ind Fries Logbook

3. Enter Shift Notes under all applicable Topics
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Overall Shift

4 Asher Pantherson @hain on Jul 30, 2023 156pm 2

The shift ran smoothly, record transactions for the day.

Enter New Notes

+
Add a Note &j

Facility

Asher Pantherson @hdain on Jul 30, 2023 1-56pm |

We're low on restroom cleaner, two bottles left.
Reply

4. Enter Tags (if applicable)

®

(D) Maintenance Issue ) [T

EMPLOYEE Tags: By Tagging an employee, the note becomes part of the
searchable file of an employee.

Tag your Logbock Entries

Assign a Tag to your Notes: | Available Tags e

Search for an Employee to be Tagged

LD oni)d

— Derpson, onix [Ftest_2@testcomn ¥ Clyde's Felines and Fries - Main Rest

T o Tt

41—

=T

Tag will appear alongside the note
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Facility

x Asher Pantherson @Main on Jul 30, 2023 156pm ®

We're low on restroom cleaner, two bottles left.

(1) Maintenance Issue & (I Derpson, Onix @

Enter New Notes

+
Add a Note &j

GENERAL Tags (as setup in Logbook Settings, or on the fly) can be used filtering
in reports

Choose Tag from dropdown list in the Tags dialogue box

Tag your Logbook Entries
Assign a Tag to your Notes: [ 1of 3 Tags AJ
searc [] Incident jged
}3 Maintenance Issue
O
g Close

Tag will appear alongside the note

Facility

4 Asher Fantherson @Main on Jul 30, 2023 1:56pm ®

We're low on restroom cleaner, two bottles left.

(D) Maintenance Issue ® () Derpson, Onix &

Enter New Notes

+
Add a Note &

Mobile

Notes to be updated shortly
Viewing Logbook Reports

From the Main Toolbar, click the Logbook Icon, set filters and Show Report
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Logbook Pro Report ©)

Custom Tags or Employee Tags can be added to a Topic Note for later searching

[sui24,2023 (] to [sui30,2023 (] 659 Print Results

i 2 of 2 Schedules vl i 3 of 3 Day Parts V‘ Show Report
Assign a Tag to your Notes: | Available Tags v

Search Logbook Topics

p Search

A Logbook Report will be Emailed daily (in keeping with Permission settings)

NOTE: Email reports can be turned OFF in an employee’'s Admin Alerts tab within
their Employee Profile

Email Only (sent once a day)

Clock-Infout (O Changes-0Only or () All) Notes

[ 8 of 15 Alert Deliveries V]
sent at End of Day

Clock-Infout (@) Cchanges-Only or () All) Notes I 8 of 16 Alort Doliverles VI
sent at End of Week

Detail Daily / Weekly Analytics Email [ 8 of 15 Alert Deliveries v]

Rollup Daily / Weekly Analytics Email l 7 of 10 Alert Deliveries VI

Daily Hourly Labor Email [ 8 of 15 Alert Deliveries v]

Daily Logbook Email l 1 of 4 Alert Deliveries v] «
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Logbook Overview

Last Modified on 04/25/2019 1214 am MDT

Create custom Logbook topics which can be applied to departments and locations, for

single or multiple day-parts. Create custom Tags for filtered searches, i.e. outstanding
maintenance items or incidents.

Tag employees for positive or negative comments, which are stored in Employee File.

Specify permissions for Logbook entry, viewing , and daily email.

49th & Madison Group

Apr 21, 2019 Brooks Logbook

Mostly cloudy throughout the day. 37% ( 53°F - 67°F)
© ' Mostly cloudy for the hour.

\\.E,

AN

Net Sales Trans Count Cover Count Avg Check Hourly $ Hourly Lbr %

Actual $3,273 16 44 $207 $440 13.4%
Scheduled $2,416 $630 26.1%
Last Week $5,319 23 61 $237 $627 11.8%

Events 6pm - 8pm - Jacobsen Private Dining event - 35 ppl

PM
Overall Shift

Juliette Matthews @FOH on Apr 24 11:47pm

The evening ran smooth. Servers worked as a team tonight.
Food Quality / Item Comments / Wait Times
Juliette Matthews @FOH on Apr 24 11:47pm

The cod special was amazing. Servers were enthused, and guest feedback was great. The private dining event caused a delay to regular guests between
7:30 and 8, but nothing escalated to the point where guests were disappointed.

Facility

Juliette Matthews @FOH on Apr 24 11:49pm

The gelato case lost temperature in the evening again. RR was called and will repair in the AM.

New Systems Ideas. What is working? What is not working for flow.

Juliette Matthews @FOH on Apr 24 11:50pm

Caitlin reorganized chilled wine storage for service. New order is outlined on fridge.
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Loglbook Setup

Last Modified on 04/24/2019 11:33 pm MDT

Logbook Setup

From the Gearwheel Menu > Logbook Settings

(Requires permission levels: Admin, Location Admin, or Custom)

}

-3 AV D

General Settings

Roles / Headings Settings

Logbook Settings

Setup Logbook Topics (Topics will appear as Form Headings when filling out Shift
Reports)

Logbook Topics

Collect information about the day

Active 2 of 10 Schedules u Topic Name [Overall Shift l 3 of 3 Day Parts u

Active 3 of 10 Schedules u Topic Name [Employees l 1 of 3 Day Parts

Select which schedules Topics apply to, i.e. FOH [ BOH..

2 of 10 Schedules

NOTE: Multiple schedules can share the same Topic. Comments will be
consolidated when Logbook Report is viewed [/ emailed. Or, a Topic can be
applied to a single schedule, i.e. 'Kitchen Notes" could be applied to "BOH’, and
would then visible for entry when submitting Shift Notes to the BOH.

NOTE: All Topics will roll up into a single report, viewable to the degree viewing
permissions allow.
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Select which Day Parts Topics apply to. If only a single Shift Report per day is
applicable, choose Full Day. If multiple shifts will report per day, choose AM and PM.
Or blend all three.

l 1 of 3 Day Parts

| All Day Parts
~|AM

PM

Full Day

Setup Logbook Tags

NOTE: Tags can be applied to any Logbook Entry, and then used for filtered reporting.

Logbook Tags

Click 'Create a Tag' to get started. Select Options Create a Tag

[Incident ] x [Maintenance Issue x

Permission Setup

Permission to ENTER Shift Notes

e Automatically given to Admins, Managers L1/ L2 / L3, Shift Managers & MODs
e This Permission can be added to custom templates
Logbook

~) View Logbook (Schedule Specific)
View Logbook topics

Make Logbook Entries
Add entries to Logbook topics

Permission to VIEW Logbook Reports

e Automatically given to Admins, Manager L3

e This Permission can be added to custom templates

Logbook

View Logbook (Schedule Specific)
View Logbook topics

e NOTE: For a manager to view a complete Logbook Report from all Departments /
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Schedules, they must have the "View" Permission applied for all locations where

they are not already a manager. The "View Logbook” permission can be applied as

shown below

Brooks
FOH

FOH  Manager (L3)

BOH
Kitchen

Logbook Report Send Time

The Time of the daily Logbook email report can be set in General Settings > Other

Settings

Time to Send Email Analytics Report
(default is end of payroll day)

S5am

View Logbook

<

e
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Logbook Use

Last Modified on 08/19/2022 2:49 pm MDT

Logbook Use

Entering Shift Notes

Desktop

1. From the Schedule (where user's permission resides) clock the Logbook icon that

corresponds with the applicable date

Mon Mar 18 24, [5, 2=

2. In the Logbook entry window, select the Day-Part

Brooks Logbook @FOH for Monday March 18
1 of 3 Day Parts

Mar1 2:\'4'33" Parts s Logbook

~IPM
Full Day

3. Enter Shift Notes under all applicable Topics

Overall Shift

Peter Lambros @FOH on Mar 31 11:27pm @
The shift ran smooth and guests were delighted.

Enter New Notes

Add Note

Employees

Peter Lambros @FOH on Mar 31 11:27pm [f
John was late and took no initiative during the close

4. Enter Tags (if applicable)

Add Tag
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EMPLOYEE Tags: By Tagging an employee, the note becomes part of the
searchable file of an employee.

l Tags v |
L John Sm|

‘ John Smith (j.marlay.smith il.com) ing: SVR1 - ZZZ Test

John Smith

Tag will appear alongside the note

Employees
Peter Lambros @FOH on Mar 31 11:27pm [, x
John was late and took no initiative during the close

John Smith X | Add Tag

GENERAL Tags (as setup in Logbook Settings, or on the fly) can be used filtering
in reports

Choose Tag from dropdown list in the Tags dialogue box

[ 1 of 2 Tags

[ Incident ir employees

Maintenance Issue
Close

Tag will appear alongside the note

Facility
Peter Lambros @FOH on Mar 31 11:47pm (£ x
Handwash sink handle is broken

Maintenance Issue X |Add Tag|

Mobile

Click on the ADMIN menu in the top right corner
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o
I

Tech Support @ Gotham Restaurant

Welcome!
Start using Dolce Clock. It's Easy!

Manager Training
Import Employees
+ I'm done! (%) View Ins

Complete My Profile
+/ I'm done! @ Watch the Video

Essential Settings, Quick Start
+ I'm done! () Watch the Video

Setup Roles
+ I'm done! () Watch the Video

Configure Employees
+ I'm done! () Watch the Video

Start Scheduling!
+ I'mdone! (%) Watch the Video

Start Employee Clock-Ins
+ I'm done! () Watch the Video

Other Cool Stuff..
+/ I'm done! @ Watch the Video

Temporarily Hide this checklist Do not show again (You can enable it again in your
Profile)

Click on Logbook Pro Entry

E GOTHAM

Employee Tip Outs

Logbook Pro Entry

Logbook Pro Report

Tip Calculator

Edit/Approve Clock-Ins

New Shift

Daily Rollup Analytics

Daily Analytics

Daily Analytics for Week

Hourly Sales & Labor

Payroll Execute

Daily Summary

Who's Clocked In

Trade / Swap Approv.. 0
Days Off [ PTO Reqs [IEl)
Availibility Requests 0

Employee List

Select the appropriate schedule, and enter notes:

640



loudy throughout the day. 4% ( 75°F - 83°F)
)

e ) Tech Support @ Gotham Restaurant O

Gotham Management o

Logbook Pro Entry

¢ Viewing Day of: >
Friday Aug 19, 2022
Send Logbook Now ‘ 10of 1Day Parts v‘
Friday Aug 19, 2022 GOTHAM BAR AND GRILL Logbook
Friday Aug 19 Saturday Aug 20
Clear throughout the day. 0% Partly cloudy throughout the
(70°F - 87°F) day. 4% (75°F - 83°F)
Clear for the hour.
Full Day

Employee Comments

Enter New Notes

Z
Add a Note

Overall Shift

Enter New Notes

Z
Add a Note

L

Viewing Logbook Reports

From the Main Toolbar, click the Logbook Icon, set filters and Show Report

Logbook Report

Mar 17, 2019 @ to Mar 17, 2019 ‘ 2 of 10 Schedules n 1 of 3 Day Parts u Show Report

‘ Tags D search for employees

A Logbook Report will be Emailed daily (in keeping with Permission settings)

NOTE: Email reports can be turned OFF in an employee’'s Admin Alerts settings

Admin Email Reports

Alert Description Schedules and Delivery Methods

All Clock-In Notes Sent at Close of Business = 8 of 9 Alert Deliveries
Detail Daily / Weekly Analytics Email = 9 of 9 Alert Deliveries
Rollup Daily / Weekly Analytics Email | 6 of 6 Alert Deliveries

Daily Logbook Email | 4 of 4 Alert Deliveries

(< [ < ol < | <]
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Logbook Troubleshooting Email
Non Receipt

Last Modified on 12/24/2023 2:36 pm MST

1. Verifying Email Addresses Potential recipients must have verified their email address,
or re-verified it it the address changes. From an employee's profile page, they can press

‘Email Me the Key" to create a verification email.

Unverified: No Emails
Email Address

katie.h@p s sasiia.com
Verification Key:

Email Me the Key
Verification key must be entered to

From the Employee Page, you can see at a glance the status of all email or mobile
numbers, that are UN-Verified, as showed below with Red warnings. Pressing the "Send
Verify" buttons will ping everyone in a department to verify their address or mobile

numbers.

Beddia FOH MGT Vrfy Txt / Email - 100% Only One, 0% B
Email | send Verify Phone| send Verify
Unassigned Edit
R Unverified: No Emails
==y Katie Edit | | Edit Avail / Prefs . o e I
Unverified: No Txts
, Heather Edit | | Edit Avail / Prefs | = moomenssmmeememmswee som; |
Unverified: No Txts
, Amanda Edit | | Edit Avail / Prefs ¢

2. Permiissions Intended Logbook recipients must have permission to receive logbook
entries FOR THE SCHEDULE WHERE THE LOGBOOK ENTRIES ARE MADE. A manager of a given
schedule with a permission L2 or above (or a full admin) will automatically have the
required permission. If you look at Alex' permissions below, Alex has NO permission for
Beddia FOH MGT - which is the schedule where the logbook entries are made. Alex should

be give the permission level called "View Logbook’. While the setup requires some steps,
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it allows for limitless permutations of who can write and view where...

Edit Profile for Alex Valletta
Edit Availability & Days Off
Profile Schedules / Roles Salary / Wages Permissions Emg

Admin
Unlimited access to all program
functionality

Pizzeria Beddia

Beddia FOH MGT

3. Admin Alerts Once permissioned, you can verify that an alert is turned on for an

employee under their ' Admin Alerts’

Edit Profile for Katie Henry |

Edit Availability & Days Off

Employee (No Permissions) ¥

FOH

Beddia FOH Employee (No Permissions) ¥
BOH

Beddia BOH Manager (L3) 4

Employee (No Permissions) %

Beddia BOH MGT Employee (No Permissions) §

Back to Employee List

[ Profile ] Schedules / Roles ] Salary / Wages I Permissions l Employee Alerts Admin Alerts

@) Admin Alert Notifications

The Admin Email Alerts are ON by default

Employee Reminders, Certs & Custom Input I
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Admin Email Reports (sent once a day)

Alert Description

All Clock-In Notes at Close of Business
Detail Daily / Weekly Analytics Email
Rollup Daily / Weekly Analytics Email

Daily Hourly Labor Email

Schedules and Delivery Methods

3 of 3 Alert Deliveries

3 of 3 Alert Deliveries

3 of 3 Alert Deliveries

3 of 3 Alert Deliveries

Daily Logbook Email [1 of 1 Alert Delivery

Daily Break Violations Email

All Schedules
@ Pizzeria Beddia

Email * not verified *

e

4. Spam If an email message is not received, a user is encouraged to look in their spam

folder and clear Teamwork emails.

Viewing the Report Manually If a user has missed the logbook email, or wishes to view

any logbook entry from history, use the logbook icon from the toolbar, or in mobile, View

Logbook from the admin menu
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Edit Profil¢

| Edit Availability & D4

I Profile i Schedule

Unverifg
Al

Shift

D. d ployees Reports Avail/DaysOff Tools [E)

Logbook Pro Report

Custom Tags or Employee Tags can be added to a Topic Note for later searching

Aug 29,2019 (] to Aug 29,2019 \‘

1 of 7 Schedules \ 3 of 3 Day Parts | Show Report

Available Tags: | Available Tags ‘
Search for an Employee below

D search for employees

Defined Hospitality
Thursday Aug 29, 2019 Pizzeria Beddia Logbook

Full Day
Employee Comments
Katie Henry @Beddia FOH MGT on Aug 30 1:36am

Our roster for this evening:

1- Kim

2- Carla

3- Geena

4- Janey

5- Sarah

p1- Ryan

p2- Curtis

Cocktail- Aislinn

Host- Maragret, Lily, Sara
Buss- Dejha

Run- Kerry, Kelsey

Katie was up front at the host stand and Heather was on the floor tonight

The following articles provide complete Logbook detail:

[ R

©)

]5 Print

Logbook Overview: https://support.dolceclock.com/help/logbook-overview

Logbook Setup: https://support.dolceclock.com/help/logbook-setup

Logbook Entry: https://support.dolceclock.com/help/logbook-use
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PTO Overview

Last Modified on 07/14/2023 7:33 am MDT

Creating PTO Policies

Gearwheel Menu > Accrual Policies PTO [ Sick

]

@ rales | Groups Settings
2 Logbook Pro Settings
(% Reminders, Certifications & Custom

4 woge settings / Rules

& N Tech Support g

—— 3} Goneral Settings ]

Add

4:00pm - 10:30pm 4:00¢
Cook

3:52pm - 10:00pmV

/ 6.5 hra 6.

000 = 200em B0 & paint of Sale Mapping
; B importing
&:00am - 430pm 8:000 = Payments | gilling

£ alert Notification Settings

& Blackout Request-Off Dates

G Late | No-Show | Term | Scorecards
[ R—

B2 quick Links / Dashboard widgets
A siobal | shift Prompts Setup

& Payroll Mapping

ook

Create policies and fill in policy data.

ety
3 Holidoy | Framium Wages N
B Tip Templates | Settings
fiil analytics { Publishing sattings v i
B & Aceruol Policies PTO / Sick
Su

PTO Accrual Policies

(@ No PTO Employee Default

PTO Employes Default

=
cometorio-2vems|

Visible to Employees

[(use original employea Hire Dates, i less thar

Anniversary
(®) usa Hirs Dats

U Erteron Yo (danuony 1

Usa Policy start Data

Enable Accrual

Allow Negalive Balance of EI hours.

] accrue on Full-Time only
] apply start hours year one, even though partial year
[ Accrue al Empioyaes on 40 hr [ week

Hours Accrued per Employee Worked Hour

Hours Allowed in Yeor

Percent of Acerued Hours Allowed 1o Carry over
Max Hours Allowed 1o Carry over
Max Hours Allowed to Withdraw

Start Each Year (On of Following the Policy Start Date) with

PTO Employesa Defoult

Starting | Jul 14,2023 | Minimum Atowed RequsleﬂDhaurspsl day

Maximum llowed Request of| | hours par day

rercaincomentat | Tneues

months from latast hired data.

start Acrual| 0 Days after Hired Date. Start Elgibiity Days after Hired Dote

Other Eamings types that apply towards Accruot:| Sel ual Type |

Yearl Year2 Year3 Year4 YearSandafter

000
Joon
Uo000
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Activate Select Locations | Departments for
PTO or Other Earnings Use

Gearwheel Menu > General Settings > Scroll to Locations
For each location that you want to implement PTO tracking

Use the "+" sign to reveal location options

|SILVERDALE | & x  (Viewa

—* [SILVERDALE l @ Active [

1. Check Activate PTO Tracking. The ability to manually add and request use of PTO is

now engaged.
2. If you are using Teamwork to track accumulate hours, select Use SpotOn Teamwork
for Accumulation Calculation [ Track Balances, and select PTO from the dropdown

menu.

PTO | Other Earnings Settings

Activate PTO [ Other Eamings Tracking
\ L' PTO - Hours

[] siek - Hours

[C] commission - Money

=
=
<
i
T
e

000
g g
a o
2 3
< F
0 <
¥I
=
e
g5
5

@
@
@
]
e
@
=
@

nt - Hours

@
&
L
|=
&
>
8
4
[=]
3
&
=
3
@
P
LY
&
e
5
L
N
2

| KOS - Hours

1000
a
(o]
<
o
&

I a
8 o
=
-
328
3
g 3
€
a

- Hours

ez
T
£l
l
=
3
I

irthday - Hours

o
=
B
I
[ 4
5]
@
2

(0 No Balance Tracking
el @ Use Spoton Teamwork for Accumulation
Calculation [ Track Balances

‘ PTO and Sick v

‘ Apply PTO Settings to All Schedules I

Assign employees policies, hire date, and
policy start date.

NOTE: Teamwork is provide initial import. Please provide an excel roster of employee
balances.

Reports > Employee Accrual Policies Assignment
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Rory Demo
-©
Teumw_glig Dashboord Schedules Employees Reports Share Files £ 3.@. Tools 9@ !

9
Reports

-ql Employee Accrual Policies Asswgnmervw IJunIL2023 E} (olJunU,mQS E} 8

Workday start time |s 12:00am

Options | £ Search for Employsss | Everybody vJ‘f [Shuku vl | 4of42schedules W
(I show Details Policy Filter| Al ~ | Primary [ Working Fllmrl Primary ~ | History Range| All Available w
HTML | PDF | CSV Report Status Delate All Reports
Stotus Requestedon  Time Name Download / Open
Ready Junl4,8:06am 00:00 Employee Accrual Policies Assignment_2109_.. - View Report

Ready Jun 14, 8:06am 0001 Employee Accrual Policies Assignment_2109_.. L. View Report

Assign Policy, Start Hours, and Policy Start Date. (Hire date will populate from Payroll
import if applicable)

Show Accrual Policies for Jul 14,2023

Shaka Sushl - FOH: Sushl Manager

Conner, Micoela
PTO palicy:| Corporate PTO - 3 weaks

Override Starting Hours: 3| | |consider Accrued Hours mlcyhmﬂdusmnmmnsmn [5] Endnuna:[ @ rladml

J

SUort Newy Palicy

Viewing Balances and Applying PTO

Reports > Balances for PTO [ Other Earnings

" YR
Teamwg& Dashboard Schedules Employees Reports Share Files g g_g Tools Q @

2
Reports

byl Balances for P10/ Other karnings __v] [ wig 2023 (3

Workday start time is 12.00am

options | £ search for Employees I Everybody v Jd ‘ shaka ~ | 40f 42 Schedules W
Dsnow Detalls Policy Flller Primary [ Working Filter | Primary ~ | History Hunge‘ Al Availabla

HTML / PDF [ CSV Report Status Delete All Reports
Stotus  Requestedon  Time Name Download [ Open .

Mamchs e AE MElmen  AAAA Almennn fne 0t ] At Faenina, AR 1. [ ——.

Filter on intended payroll group, and press Show Report
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ﬂ + All Payroll Groups

| Accord
. Legato

[ Taco Time Ad
' Tacton
Tempo

VISV T T RwTT

Initiate activity from an employee’s Primary or intended department for PTO use.

Expand employee history with "+"

~y Deal, Kenyon ‘ Use PTO H Use Sick ‘

| I - N 1

Observe accumulation and balances of PTO and Other Earnings

Sushi Manager

— Conner, Micaela I Use PTO Bolicy: Corporale PTO - 7 weeks l I Use Sick l l Add Commission l

‘ Policy: Corparate PTO - 2 weeks (Jun 16, 2023) | PTO Hours | Hired: May 2, 2023 1200am ‘

‘ Week Start Date [ Accrued [ used | Can't Approve [ Adjusted | Balance Hours (Accrued Hours [ Year) |
e * Policy: C te PTO - 2 ks - Preload(A) 3 hrs *

5[] sun - Jun 1o Jun 18 2023 3.00 0.00 ey orparate weeks - Preloaci(a) 3 brs

3.00 (3.00)

Use the USE or ADD buttons to produce PTO [ Other Earnings for a given date

— Conner, Micaela Use PTO Eolicy. Corporate FTO - 2 weeks ‘ l Use Sick ] [ Add Commission

Enter Hours PTO, Applicable Date, and Role (for assigning the applicable wage used for
PTO), and Submiit.

NOTE: The action will be blocked if insufficient PTO is available for use.

Add Earnings to Micaela Conner @Sushi Manager

Starting Sunday Jul 2, 2023 12:00am
PTO

Use E] hours on | Jul1, 2023 E Reason: lApproved Vacation

Role:

— ‘ Submit H Close

PTO will flow into the payroll output.
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Workflow with EMPLOYEE initiating PTO use

From their Dashboard, employee can view balance and make request.

NOTE: Employee request will be blocked if it exceeds available balance.

'4

Tﬂmwgr_h Doshbeord  Schedules Employses Tools TEe o Micosla Conner

No Shared Libraries Setup

= Employee Requests show [ =1

= PTO Hours I've Requested Statuses

E o S

P10 Hours

3] Sun - Jun 1o Jun 18 2023 200

StOrting Sunaay Jul 2, 2028 12000m

Request to uss| P10 (Current Policy: Corporats P10 - 2 wesks]  |hours, starting )] reasor
senectuie: | Sushi Manoger v

Submit Request
Manager Approval of employee request
From Dashboard, manager can view and approve PTO requests

NOTE: Select schedule and rates for proper payroll mapping

Rary Damo

TeQmwgl;E‘ Doshboard  Schedules Employees Reports Share Files g gg Teols Q@ & Tach Support %

= Employee Requests

No shift Trades Waiting Approval

No Shift Swaps Waiting Approval

PTO/slck Requests Walting for Mgr Approval

| ~ ‘ Schedule:

sSushi Manager w | ROIE! micasla Conner requests PTO time on Sunday, Jul 23rd for 3 hrs, Reason: sister's wedding Reguested Jul 14 2023

| ~ Sl:hedule:| Sushi Manager v | ROIE: Micasla Conner requests PTO time on Sunday, Jul 16th for 2 hrs, Reason:

Vacaotion Requested Jul 14, 2023

Availability Requests Waiting for Mgr Approval
shades Bar & Grill

View | Teresa Carreto hos Requested Availability Preferences for the week starting Moy 23, 2023

requested Moy 23 2023  me
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PTO Creating Policies

Last Modified on 12/24/2023 9:56 am MST

Creating PTO Policies

Gearwheel Menu > PTO Accrual Policies

L« A

Tech Supp(

General Settings

& Logbook Pro Settings

Analytics Settings

—* PTO Accrual Policies

Roles / Headings Settings

Reminders, Certs & Custom
‘Wage Settings / Rules / Holiday Pay

= Tip Templates / Settings

Create policies and fill in policy data.

Corporate PTO-2 weeks

Starting Tul 3,2019 [ Minimum Allowed Request of
Enable Accrual

Start Accrual 0 | Days after Hired Date. Start Eligibility | 90

0/ hours per day

Days after Hired Date.

PTO Accrual Policies

Create a new PTO Accrual Policy @ No PTO Employee Default

PTO Employee Default | |Corporate PTO-3 weeks

Starting Jul 3, 2019

Enable Accrual
Start Accrual 0

Type Year 1 Year 2 Year 3 Year 4 and after Type
Hours Accrued per Employee Worked Hour |0.03846/ 0.03846 0.03846  0.03846 Hours Accrued per Employee Worked Hour
Max Hours Allowed in Year o Max Hours Allowed in Year
Percent of Accrued Hours Allowed to Carry over 0% % % i Percent of Accrued Hours Allowed to Carry over
Max Hours Allowed to Carry over 80 Max Hours Allowed to Carry over
Max Hours Allowed to Withdraw o Max Hours Allowed to Withdraw

Activate Select Locations /| Departments for

PTO or Other Earnings Use

Gearwheel Menu > General Settings > Scroll to Locations

For each location that you want to implement PTO tracking

Use the "+" sign to reveal location options

[ Minimum Allowed Request of

Days after Hired Date. Start Eligibility |90

Year 1 Year 2 Year 3

PTO Employee Default

0| hours per day

Days after Hired Date.
Year 4 and after
0.0577| | 0.0577 | 00577 | 0.0577
0
0% % % %
80

0
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|SILVERDALE | & x  Cviewa

—* [SILVERDALE l @ Active [

1. Check Activate PTO Tracking. The ability to manually add and request use of PTO is

now engaged.
2. If you are using Teamwork to track accumulate hours, select Use Teamwork for
Accumulation, and select PTO from the dropdown menu.

PTO / Other Earnings Settings

Activate PTO / Other Earnings Tracking
—* PTO

| Sick

~ Commission

~Jury

| Paternity

| Holiday

| Bereavement

| Bonus

" 'No Balance Tracking

—* © Use Dolce Clock for Accumulation Calculation / Track Balances

PTO
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PTO Assigning Policies to
Employees

Last Modified on 07/14/2023 8:00 am MDT

Reports > Employee Accrual Policies Assignment

Reports (SetRange0) Last Pay Period was M

SetRange 10) Current Pay Period is M

l Employee Accrual Policies Assignment vl [Oct17, 2022 e

to|oct 30,2022 (] ()

Workday start time is 4:00am

Options p Search for Employees

Everybody vld

Stevens Creek vl l 3 of 27 Schedules vl

Policy Filterl All vl Primary / Working Filterl Primary vl History Range | All Available v

Filter on intended payroll group, and press Show Report

All Payroll Groups
None

Alameda

Cottle Road ‘
Kings Road

Kooser Road

(W I R |

Pleasanton

Rose Garden

| =

+ Stevens Creek .

Willow Glenn

Assign Policy, Start Hours, and Policy Start Date. (Hire date will populate from Payroll
import if applicable)

Commissary - TEAM: Commissary Schedule
Stelly, Alexis ’
. BiGR PTO Policy: Hourly PTO v;

Override Starting Hours: D Consider Accrued Hours Policy [Ovarrida Start Date: [Dec 31,2021 B] End Data;[ B” Hired Date: Mar 30, 2021

Start New Policy

NOTE: Teamwork is provide initial import. Please provide an excel roster of employee
balances.
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PTO Viewing Balances and

Applying PTO

Last Modified on 02/12/2021 4:56 pm MST

Workflow with EMPLOYEE initiating PTO

Request

From their Dashboard, employee can view balance and make request.

NOTE: Employee request will be blocked if it exceeds available balance.

= PTO Hours I've Requested and Commission / Bonus Statuses

= PTO Hours I've Requested and Commission / Bonus

Paid Time Off Hours Hired: Nov 24, 2018 |
| Week Start Date | Accrued | Used | Denied | Adjusted | Balance |
| 0.00 .o 0 . 000 = 3.00
Sat - Jun 22, 2019 0.40 0 0 0.00 3.40
Sat - Jun 29, 2019 0.71 0 0 0.00 4.11
Commission
| Week Start Date Amount
Sat - Jun 22, 2019 $100.00
Week Details Below
For Date Request Made On Amount Schedule Role Notes Action by Mgr Note
Fri Jun 28, 2019 6:00am Thu Jul 4, 2019 4:08pm $100.00 Branson Bowling Guest Attendant testing Tech Support Mgr Submitted
$100.00 Amount in current anniversary year
Bonus
| Week Start Date Amount
$0.00 Amount in current anniversary year

Request to use pto [ hours starting ﬁ Reason:

Schedule:  Branson

Submit Request

Manager Approval of employee request
From Dashboard, manager can view and approve PTO requests

NOTE: Select schedule and rates for proper payroll mapping
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= Employee Requests

Shift Trades Waiting for Mgr Approval

Spencer Beeman (TOT Sch: 20.0 hrs, w/trade: 26.0 hrs, O shifts day of) wants Adam Wilson's (TOT Sch: 26.0 hrs, w/trade: 20.0 hrs, 1 shift day of) on Wednesday Jul 10th 5:00pm-11:00pm @Denton Restaurant ¢

town. requested Jul 4. 2019 ll:4dpm =

Jacob Sutterfield (TOT Sch: 22.0 hrs, w/trade: 30.5 hrs, O shifts day of) wants Sabin Banks's (TOT Sch: 23.0 hrs, w/trade: 14.5 hrs, 1 shift day of) on Friday Jul 5th 5:00pm-1:30am @Tulsa Bowling Mechanic  Reag

visiting family from 7/3/19 to 7/6/19. requested Jul 4, 2019 3:58pm =

Mark Freeman (TOT Sch: 37.5 hrs, w/trade: 44.5 hrs, O shifts day of) wants Raymond Brass's (TOT Sch: 215 hrs, w/trade: 14.5 hrs, 1 shift day of) on Friday Jul 5th 12:00pm-7:00pm @Tulsa Restaurant Line cook |

requested Jul 4, 2019 10:57pm ®

PTO/Sick Requests Waiting for Mgr Approval

Workflow with Manager initiating the entry
of PTO for an employee

Reports > PTO [ Other Earnings

Reports

Use Our Quict

| PTO / Other Earnings 4 Jun22,2019 [ to Juls, 2019

Work day start time is 6:00am

«»
=)

Options: Q search for employees (Everybody :\ [Branson

Filter on intended payroll group, and press Show Report

g] v All Payroll Groups

Accord
Legato
[ Taco Time Ad
I Tacton
Tempo

VIOV TTOTT

Initiate activity from an employee’s Primary or intended department for PTO use.

Expand employee history with "+

Branson Bowling

—* & Andrews-Pompilio, Paige Use PTO Add Commission Add Bonus

Schedule: Branson Restaurant Role: Choose Role Wage:| Choose Role | Paige Andrews-Ppmpilio requests PTO time on Wednesday. Jul 3rd for 1 hr, Reason: tech testing Requested Jul 4, 2019
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Observe accumulation and balances of PTO and Other Earnings

Branson Bowling

}‘ Andrews-Pompilio, Paige Use PTO Add Commission Add Bonus

[ Paid Time Off Hours Hired: Nov 24, 2018 |
| Week Start Date Accrued [Used | Denied ‘Adiusted Balance |
0.00 0 0 0.00 3.00
Sat - Jun 22, 2019 0.40 0 0 0.00 3.40
Sat - Jun 29, 2019 0.71 0 0 0.00 4.11

Commission

Week Start Date Amount
Sat - Jun 22, 2019 $100.00
Week Details Below
For Date Request Made On Amount Schedule Role Notes  Action by Mgr Note
Fri Jun 28, 2019 6:00am Thu Jul 4, 2019 4:08pm $100.00 Branson Bowling Guest Attendant testing Tech Support Mgr Submitted X

$100.00 Amount in current anniversary year

Bonus
Week Start Date | Amount

$0.00 Amount in current anniversary year

Use the USE or ADD buttons to produce PTO [ Other Earnings for a given date

}‘ Andrews-Pompilio, Paige Use PTO Add Commission Add Bonus

Enter Hours PTO, Applicable Date, and Role (for assigning the applicable wage used for

PTO), and Submit.

NOTE: The action will be blocked if insufficient PTO is available for use.

— Add Earnings for BELLEVUE - DOWNTOWN ©,
PTO
Use |4 hours on Jul 3, 2019 Reason: | Approved Vacation |

Role: | Crew member %

Submit Close

PTO will flow into the payroll output.

Workflow for Checking or Exporting Balances

Reports > Balances for PTO | Other Earnings

e Enter the Date for the "as-of" date
e Filter as desired

e Run Screen Report or Export as CSV
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Reports

l Balances for PTO / Other Earnings v \‘J Feb 7, 2021 L\>

Work day start time is 12:00am

Options: p search for employees | Everybody v

di \ All Departments v] 5 of 6 Schedules u

NOTE: PTO detail or assignment of hours used use can be initiated from this report, just as
it can from the PTO report shown above.
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PTO Employee View and Requests

Last Modified on 06/28/2023 12:50 pm MDT

Once they are logged into their Teamwork account, from the Dashboard on PTO Hours
I've Requested Statuses section, employees can view balance and make request.

NOTE: Employee request will be blocked if it exceeds available balance.

Teumwgtk_ bushboord  Schedules Employees Tools Ve oa frpsas

= Document Library snow [

Mo Shared Licraries Setup

= Employee Requests shaw [ =

= PTO Hours I've Requestad Statuses show ([

Storing Monday Jun 15, 2023 S0am

Rucuest (o use PTO w hours, starting Feasan:

Schedule: | Hoshville BOH ~

Submit Request

= My Schedule show (I =]

kol (| Jun 25, 2023 H‘
~ Al Schedules Merged

Mo aun 261 e Tz dun Zn S s 1 un 3010 sataas Sun i Znt ?

Managers will approve or deny PTO request.

NOTE: Employees must still make an independent request to for time off from the
schedule, using the Time-Off request function in Teamwork.
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Setting Clock-In Devices

Last Modified on 07/27/2023 9:12 am MDT

Designate a Desktop Device (i.e. computer/laptop)

Log-In to your company
1. Go to your Dashboard from the toolbar

2. Press "Enable Clock In on this device”

G = 5
Tenmwg[_ls pashboard  Schedulss Employses Repore S5 Tools veom EubLovEs TS %

Enable Clock-In on this device
) (Giook-In station)

My Dashboard

= 'Q Helpful Resource Links Show =

Location - Test's
General Manager (13)
mading | Editing Employees

3. Enter Station Name & Select Options

e Full Login is standard. Quick Login for quick 4-Pin clock in/out that matches POS.
¢ |f device will be used for only a single location or department, specify the
department. Otherwise leave as "Any Location’

0 o =
Teﬂmwg,[_ls Doshboord  Schedules Fmploysss Repors &3 Tools Yo | EMELOYER TS T %

Set Clock-In Station

Name this Station

[cempute: 21 ]

® Full Legin O Quick Clock-In

Allow Clock-In for

Schedules hd

Oy llsts schadules w Cracta Clock-
In Statior’ permizsion

[ visable Geo Fence for this devica

Save I Cancel

Note: Only Administrators or Managers with permission may designate a device a clock-
station.

If you need to give temporary permission to an employee to setup a station, please
email us at. info@dolcesofware.com

Common How-To's
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To manage Clock-In Capable Workstations:

1. An user with administrative permissions is able to log in, and choose the
Gearwheel Icon as shown below.

2. Scroll to “Clock-In Capable Workstations™ section and view or delete all clock-in
stations configured in this workstation.

3. Administrator user can also re-add workstations with an updated designation of

locations.

Y

2 . -
Teumwgljg Deshbeard  Schedules Emplovess Reports B3 Tosls veo AdminEiion s o

g--@ Gere

@ rotos [ Groups Settings

LB Remii

You are not clecked in.
Begin Shift

e ()
FOM w | Rolos:| Coshier (Q) |

8L waga St
B Holiday |

A\ Hlert Hotitication Settings

¥ Bockout Request-Off Cotse £ Biuseppis FOH, Bluseppis BOH &

Clock-In Capable Workstation 4 Lota f Ho-Snaw | Tarm [ Scorscards

Clock-In Allowad g this Workstotion

Name this warkstation: Test Station #1 @ rut Lagin (D Guick Clock-in Force Clock-In to oaly thig location: | 2of 2 5chadules | Gelats Clack-in Statiar

wview | Delate Al workstations.

Clack=In Stations

 adrianah phone [ ] Delee Tast || Gaophane | Pas Rurmblesns [ Tanmers phone | 1Tt xharsnic Test

Iiv's Phone [ Hothomed [Dtestat

Delete Clock-In Stations

To use a mobile device or tablet which is too old to support the Teamwork Application,
login to the account from a mobile Browser. Once logged in, scroll to the bottom of the
page, and press View Mobile Site to attain the tablet User Interface. Tip: Bookmark the

page for ease of use.

e
R D View Mobile Site

Terms of Service Privacy Policy Online Support
© 2023 SpotOn Transact, LLC.

Designate a Mobile Device (i.e. iPad or other tablet)

Download SpotOn Teamwork App

Find your company using your personal email address that is associated with your
Teamwork Software profile

Log-In to the App as an Administrator
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1. Press Clock-In [ Clock-Out from the Menu Bar

B —
Managers on Duty - M
Send Messages
My Schedule
Full Hourly Scheciule
Full Day Schedule
Full Week Schedule
Dashboard [ Clock-Ins / Tips
Shift Trades 0
Open Shifts
My Availibility
Days Off
Employee List
Profile & Alert Settings

Library [ Documents

Tt

2. Press Enable clock=-in on this device

Tech Support @ sankrall Cluo Q Q

l Enu ble Cl?c?nlg_llg sg'%his device ‘

Sign Out

=il

English  Spanish MarfHarin French (Haiti)

3. Enter Name & Settings

e Full Login requires username and password.
e Quick Login for quick 4-Pin clock in/out that matches POS.
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e |f device will be used for only a single location or department, specifiy the
department.

S © Set Clock-In Station =

Name this Station

_*Computer #1
—*O Full Login ) Quick Clock-In

Allow Clock-In for

_4{ Any Location %]

Note: Only Administrators or Managers with Permission may designate a device a clock-
station

If you need to give temporary permission to an employee to setup a station, please
email us at dolcesupport@spoton.com

https://dolcesoftware knowledgeowl.com/help/photo-authentication
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Mobile Clock-In, Adding
Permission

Last Modified on 10/21/2023 2:28 pm MDT

All standard manager permissions include the ability to enable a clock-in device.

To add mobile clock-in permission to a base-level employee, go to the employee’s
profile and click on the Permissions Tab. Assign the Enable Mobile Clock-In permission
template to the employee's primary location.

Edit Profile for Walter White

I Edit Availability, Days Off and Activate/Inactivate ] y

Profile Schedules / Roles Salary / Wages Permissions Alerts Admin Alerts Reminders, Certs & Custom Input Manager Notes

Admin
Unlimited access to all program
functionality

Dashboard Widget Template | Employee Customizable v

OFF
Filter by Location: ‘ Clyde's Felines and Fries v
‘ Employee (No Permissions) w ‘ { Apply to All Schedules l Add to All New Locations as| ~
@ Clyde's Felines and Fries 9
Main Restaurant 1
K:Inmary ﬁng?;LT.q??ig_:Employees ‘ Scheduling Manager (LI) i
ain ks
apyurved by T Suppcet ‘ Employee (No Permissions) v
Administrative Employee (No Permissions)
Administrative ) Enable Mobile Clock-In
Assistant GM (L2)
Bookkeeper I View Permission Details

Employee - Base Level
Template Descriptions: General Manager (L3)
MOD Location Admin
Logbook Access
Permissions applied to MODs during s °9

Employee (No Permissions) Scheduling Manager (L1
Base Employee - No Permissions Shift Manager
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Adding a Schedule to Clock-In
Device

Last Modified on 12/24/2023 2:51 pm MST

To add a schedule to a clock-in device, it is necessary to delete and re-enable clock-in,
per the steps outlined below.

This action must be taken by a manager [ admin who has permission to add clock-in
devices for ALL LOCATIONS [ SCHEDULES that are going to use the clock station.

Log-In to the Teamwork App on the device

Press Clock-In [ Clock-Out from the Menu Bar

D £
—* Clock-In [ Clock-Out
Managers on Duty - MOD
Send Messages
My Schedule
Full Hourly Schedule
Full Day Schedule
Full Week Schedule
Dashboard | Clock-Ins [ Tips

Shift Trades 0

Press Delete Clock-In Station
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[ Sign Out

Switch to Quick-Pin Login

Switch to Wide Login

—% Delete Clock-In Station

Press Enable Clock=-In on this Device

.

=
1°h Tech Support @ Black Forest Brooklyn

—46 Enable clock-in on this device]

‘ Sign Out ’

Name the Station, and select all Schedules that should be able to clock-in from this
device
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©)

Set Clock-In Station

Name this Station

© Full Login Quick Clock-In

Allow Clock-In for

[ Schedules A

_ San Ramon-Slanted Door

| san Ramon-Slanted Door FOH

'BOH

| san Ramon-Slanted Door BOH

~ Rice & Bones
' FOH
| Cashier FOH

'BOH
| Line Dish BOH

Select either FullLogin (full password) or Quick Clock-In (4-Pin) as desired

© Full Login © ' Quick Clock-In

Complete by pressing SAVE at the bottom

Cancel H Save
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Geofence Setup

Last Modified on 04/13/2022 1:57 pm MDT

From the Gearwheel Menu > General Settings

Scroll to Schedules. Find the intended schedule for the Geo Fence. Click "+ " to expand
location settings.

= © [SGM ] + Department @ ®
~—=i= |FOH & ®
| = lSGM ll 4 Active QDenver <O

Enable the Geo Fence and provide a radius (feet allowed) input. Next use the Choose
Geo Fence Center to locate on map.

Geo Fence
Enable Geo Fence for mobile devices

Radius of feet allowed @ Latitude 46.8591907, Longitude -114.0022358.

[ Choose Geo Fence Center l

From the map, enter business address to location, and set location.
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Rockin Rudy//;’ m
I /
’

, , o B S\ Granite Peak o
° BodyW|se Massage, % A *% Orthodontj
Y Yoga & WeIIness Nt :
R, E % G g " @ -
.l.' b o) N

Tagliare B_elicatesﬁ
= The Greenleaf %chc_no

Search an
Keyboard shortcuts | Map Data | Terms of Use | Report a map error

Click on the map to set a center
Adjust radius on prior page for fence boundary O K

Geo Fence NOTE: If mobile sighals are weak
indoors resulting in unrecognized location,
employees should connect to local WiFi.
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Setting a Mobile Device for
Employee Clock In

Last Modified on 04/10/2024 11:56 am MDT

Designate a Mobile Device (i.e. phone, ipad or other tablet)

Download Teamwork App

Find your company using your personal email address that is associated with your
Teamwork profile

Log-In to the App

1. Press Clock-In [ Clock-Out from the Menu Bar

1 -*I Clock-In / Clock-Out >

Phone Numbers >

Send Messages >

JAN >
My Schedule >
Full Day Schedule >
My Clock-Ins >
Shift Trades o >
Open Shifts >

Days Off >

2. Press Click Enable Clock-In on this Device

Tech Support @ Fast Forward Sports Group

== Enable Clock-In on this device
&) (Clock-In station)
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Set Clock-In Station @

Name this Station

Peter's Phone

® Full Login © Quick Clock-In

Allow Clock-In for

1 of 23 Schedules v

Only lists schedules w ‘Create Clock-
In Station’ permission

([ Disable Geo Fence for this device

‘ Save H Cancel

3. Name the Station, i.e. "Peter's Phone"

4. Select "Full Login,” or, "Quick Clock-In"
5. Select the schedule(s), (for employee mobile clock-in, select your own schedule)

from the drop-down
6. Press Save & Exit

Clocking-In

1. From the Left Menu > Clock-In |/ Clock-Out

Dolce Software
I Clock-In / Clock-Out

Managers on Duty - MOD >

2. If you are scheduled for a shift, the app will show expected Time / Location / Role.
Select Begin Shift
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Fabian Cancellara @ Robins Test Custom Cars

You are not clocked in.

4.60 hrs worked in current pay period

Begin Shif't

as Fabian Cancellara

> © 10:00pm - 2:00am as Bartender @ Cafe Downtown

> Unscheduled

Sign Out

If you are clocking in for a DIFFERENT or UNSCHEDULED shift, select Unschedule, and
choose Location / Role

Fabian Cancellara @ Robins Test Custom Cars

You are not clocked in.

4.60 hrs worked in current pay period

Begin Shift

as Fabian Cancellara

~10:00pm - 2:00am as Bartender @ Cafe Downtown

) © Unscheduled

Choose a Schedule
L, v Cafe Downtown

Roles: Bartender (Q) v
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Photo Authentication

Last Modified on 09/06/2023 8:27 am MDT

Qverview

When photo authentication is on, SpotOn Teamwork will capture a photo at all moments
of engagement with the time clock; clock-in, out, and break activity. This feature is only
available when you are using SpotOn Teamwork clock-in stations (not when employees
are clocking in on the POS). The photos will be automatically attached to the time cards
themselves. That way, when managers are editing and approving time punches, they
can ensure:

1. There were no buddy punches
2. The employee was dressed and ready for work

L E——— Langth Shift audit
Server Scheduled: 3:30pm 1:00pm 7.50 Fab 22, 207pm EST [riwiasie- Sdurmn
- Shift Created from Dialog
: Worked: 3:47.67pm  10:37:32pm 6.83 Clock-In Audit:
. Feb 27, 10:37pm EST i

Breaks Expected 0 mins Clock-0ut from Teamwork (Kitchen2)
Total Breaks 0 mins Febr 27, 3:4Tpm EST /lsbint ]

! [ Clock-In from Teamwork (Kitchen2)
Clock-in

on-Time |

Edit Clock-In

l Update - Employee Visible ‘
450 chars max

[ manager Approved

| Clock=In Verification (Y) |

Configuration

First you must provision a tablet / mobile device | desktop as a clock-in station as
detailed in the following support article: https://support.dolceclock.com/help/setting-
clock-in-devices

Once the Clock-In Station is set up, you are ready to turn on photo authentication.

Navigate to General Settings from the Gearwheel menu, and open schedule settings by
clicking the plus (+) sign next to the applicable schedules.
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Schedules

Click a name to edit. Drag —— to sort wit

("] show petailed options

= @ |The Masonry B [ @

= [FOH & ®

‘ = (.. [The Masonry Bar FOH |@n  Eactive @newvok & [
= [BOH & ®

‘ — . |The Masonry Bar BOH | 4 Active QNew York &[]

Check the box to "Force Photo Authentication...”

‘ The Masonry Bar FOH ‘@ u Active ? NewYork «3» [ ]

edule Settings
@t Employees to only see
Other Shifts on days working

(Rotate Images
Allow Employee Default Wage to be created

[ allow Employee Tipped Wage to be created
[ Do not Show Shift End Times (as Default)
Must Choose a Role on Shift and Clock=In Creation

NOTE: Once engaged, it is important to make sure the app installed on your device has

the correct access to the devices Camera.

group. Drag «¢+ to move between groups. Add your Zip Code to view local weather c on your schedules.

Dfscription] | Phone:[000-000-0000 | Zip-Code:[zp |

Force Photo Authentication for Clock In and Clock Qut (i0S, Android and Clover)
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Delete and Re-Add Clock-In
Device

Last Modified on 12/24/2023 2:20 pm MST

When clock-in station is missing certain schedules at a location (i.e. "Our Bussers can't
clock-in"), timekeeping should be deleted and re-added using the following steps:

NOTE: This action must be taken by a full admin, or a a manager who has
management authority for all schedules at a given location.

1. Delete existing Clock-Station

e Log-Into the App

e Click Clock-In / Out, to arrive at the Clock-In screen

—*Clock—ln | Clock-Out

Managers on Duty - MOD
Send Messages

My Schedule

Full Hourly Schedule

Full Day Schedule

Full Week Schedule

e Press Delete Clock-Station
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O
1l

Tech Support @ Gusto Testing

You are not clocked in.

0.00 hrs worked in current pay period

Begin Shift

Where am I?

as Tech Support

0 Unscheduled @‘ Administrative @ ’ Roles:

Switch to Quick-Pin Login

Switch to Wide Login

—ﬂ Delete Clock-In Station

2. Re-Enable Clock-In

e Press Enable Clock=In button

= B Tech Support @ Gusto Testing 0

l & Enable clock-in on this device ]

3. Enter Name & Settings

e Name the station

e Select Quick Login for quick 4-Pin

o Specify the schedules [Allow Clock-In for dropdown] which can use this device
for clock-in (usually all schedules for one location)

e Press SAVE
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e Log out

Set Clock-In Station ©)

Name this Station

Main Host Station

~ Full Login @ Quick Clock-In

Allow Clock-In for

[ 3 of 5 Schedules A
Las Vegas
Las Vegas - Dept
Vegas Club
Cafe

Cafe - Dept

Cafe
Administrative

If you need to give temporary permission to an employee to setup a station, please
email us at teamworksupport@spoton.com

Common How-To's

To change to QUICK LOGIN after a clock-station has been setup, an Admin is able to
log in, and press Switch to Quick Login as shown below.

To change which locations the clock-station applies to, an admin is able to log in,
Delete Clock Station as shown below, then re-add with an updated designation of
locations

678



Tech Support @ Sprinkies Cupcakes

l
B

Mostly cloudy until evening. 5% ( 72°F - 88°F)
Mostly cloudy for the hour.

You are not clocked in.

0.00 hrs worked in current pay period

Begin Shift

as Tech Support

0 Unscheduled @ System Admin + Roles: Select v

Sign Out
s> Switch to Quick Login
“ Delete Clock-In Station

To use a mobile device or tablet which is too old to support the Teamwork App
(formerly Dolce), login to the account from a mobile Browser. Once logged in, scroll to
the bottom of the page, and press View Mobile Site to attain the tablet User Interface.
Bookmark the page for ease of use.

Q D View Mobile Site

powered by

Terms of Service D O I Ce
Privacy Policy

Software

Online Support

679



Custom Prompt at Clock-In or
Clock-Out

Last Modified on 11/07/2022 2:35 pm MST

Gearwheel Menu > General Settings

Scroll to Employee Data Collection

Employee Data Collection

Add prompt by entering your custom name, and press Add Prompt

Add a New Prompt
Covid Attest| Add Prompt

Configure the custom prompt as shown below:

p—

Make prompt Active

Select whether prompt is for Clock-In or Clock-Out

Enter text for the prompt

Select the schedules that the prompt applies to

Select the value you are seeking, i.e. yes/no, text, or numeric

S e

Select if entry is required or not

Active Clock-Out @ Clock-In

| was provided a mask
. ) P . - Yes / No
2 of 21 Schedules u Prompt Text : |and have read all Covid | Multiplier: Report Column Header: | Covid Attest
related protocols. Prompt with Entry Required
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Setting a Tablet as a Clock-In
Device

Last Modified on 03/27/2024 11:24 am MDT

Set a Tablet for Clock-In (i.e. iPad or other tablet)

This action must be taken by an ADMIN, or manager, who is active in Teamwork, with
permissions to set a clock-in device at the intended location.

Download SpotOn Teamwork Classic App

Open App. Then find your company using your personal email address or phone number
that is associated with your Teamwork profile

Log-In to the App

1. Press Clock-In [ Clock-Out from the Menu Bar

B —
Managers on Duty - M
Send Messages
My Schedule
Full Hourly Scheciule
Full Day Schedule
Full Week Schedule
Dashboard [ Clock-Ins / Tips
Shift Trades o
Open Shifts
My Availibility
Days Off
Employee List
Profile & Alert Settings

Library [ Documents

Tt

2. Press Enable clock=-in on this device
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= Tech Support @ gankroll Clu o

= = e
[ £ Enable Clock-In on this device

Sign Out

=i-lig &

English  Spanish MarfHarin French (Haiti)

3. Enter Name & Settings

e Check the setting for Quick Login for quick 4-Pin clock in/out that matches POS.
e |f device will be used for only a single location or department, select the location
and department from the "Allow Clock-In for" dropdown

Set Clock-In Station Q)

Name this Station

Kitchen iPad

Full Login © Quick Clock-In

Allow Clock-In for

Schedules v

Only lists schedules w 'Create Clock-In
Station' permission

Disable Geo Fence for this device

[ Save [ Cancel ]

NOTES:
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Employee PINs can be viewed [ added [ edited from their profile page.

HOW TO Clock-In: https://support.dolceclock.com/help/clock-in-using-quick-pin

If a user need to give temporary permission to an employee to setup a station, please
email us at dolcesupport@spoton.com

For photo taken with clock-in, see: https://dolcesoftware knowledgeowl.com/help/photo-
authentication
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Employee Satisfaction Survey

Last Modified on 04/24/202410:01 am MDT

Employee Satisfaction Survey

On Teamwork, our satisfaction survey functions like a custom prompt that is presented to
employees upon clock-out. This functionality is only available to users with Integrated
clock-in stations, or clocking in and out directly to Teamwork clock-in devices.

Learn more about Integrated clock-in:

e https://support.dolceclock.com/help/spoton-integrated-clock-in

e https://support.dolceclock.com/help/setting-clock-in-devices

Clocking out at 2:06pm on January 24th

Satisfaction Survey

0R) Oy 0 o) oy

‘ Clock Out ‘ Cancel ‘

To configure your employee satisfaction survey:

1. Navigate to Gearwheel > Gen settings > Employee Data Collection

2. Select Satisfaction Survey from the dropdown menu

3. Select the Schedules and Roles that should receive the prompt:

= (Jactive @ clock-out O Clock-In  Only display if more than mins Oearly Olate @either Show on Payroll Report
[[J show currency symbol for
Money/Numeric
R Multiplier: Report Column: -
\ ) Survey (numeric promptsoniy) (0| Header satisfaction Survey

[Selecmoles v‘ large v
‘ Prompt Employee v

‘ Schedules \,‘ Prompt Text:
Font Size:
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e

4. Then, mark the prompt as ‘Active’

= WActive @ clock-out () Clock-In  Only display if more than mins Oearly Olate @either Show on Payroll Report

[[J show currency symbol for
Prompt Text: Money/Numeric

Font Size: : z Multiplier: Report Column: v
Satisfaction Survey (numeric prompts only) | 0 Header Satisfaction Survey v

‘SeleclRoles v| [lorge v

| schedules v

Prompt Employee v

Viewing Employee Satisfaction Survey
Results

From Reports
1. Select Clock-in/Out Custom Data from the drop down menu

Reports

Clock-InfOut Custom Data v| [pecn2023 g3|to|vecis 2023 &3 ()

Shift Prep & ftime is 2:00om

Logbook e ——————
i R [oesereom ]

Shift Trades / Swaps
rReminders & Certifications

ACA Affordable Care Act ( Monthly )
Show Employee Turnover

Clock-In/Out Custom Data

Employee Information

Employee Scorecards

Fmnlavas Annivarearias | Wana Incrancae

2. Set the date range

3. Search for employee by name via the search field or select the name of the

employees’ from the drop down menu

4. Select the Schedules you want to run the report on
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Reports
2.

| Clock-In/Out Custom Data v| IF'b“.m‘ Eltnlhbu.mu El EI
3 Workdoy stort time = 2:00am

Options 1014 Scheduies

[[]show Details

HTML | POF [ CSV Report Status Delete Al Reports |

Stotus Requestedon  Time Naome Downioad [ Open

Ready Feb 12 1:44am 00:01 Clock-in/Out Custom Data_Dec 11_to_Dec 18ht. o View Report

5. Press ‘Show Report’ to generate your report

6. You can export this report via .csv as well.

Ga====) Los! Pay Period wos
Geme ) Curtent Poy Period is 2024 F 2024

Show Reaport

auqnnml | Print

Ht:port o8 Spoton
b ¥ 1eamwork (C5V)
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Reports

-) Last Pay Periog
Current Pay Pe

custom Payroll Feed Pay Frequency: BiWeekly (Paid on Mon Fe

| clock-In/out Custom Data v| [son14,2024 (3] to [van 22,2004 ] (Y

workday start time is 5:00am

4

Options p Search for Employees lEvErybody - All Payroll Groups V}l 39 of 39 Schedules v

D Show Details

HTML | PDF [ CSV Report Status

| status on Time Name Download / Open
Ready Feb73:47pm  00:08 Clock-In/Out Custom Data_Jan 14_to_Ja..
Ready Dec 6,10:28am 00:04 Clock-In/Out Custom Data_1725_Nov 27 _..
Ready Dec 6,10:29am 00:04 Clock-In/Out Custom Data_1725_Nov 27_.. View Report

<+ Viiew Report
=

~ Download CSV

Bl Restaurants - Clock-In/Out Custom Data Sunday Jan 14, 2024 to Tuesday Jan 23,2024

West Hartford FOH

Clock-Out  Clock-Out  Clock-Out

Employee Payroll ID Employee Role Time NROQI NROQZ NRO Q3
PM Busser/Runner  Monday Jan 22, 4:55pm to 10:40pm 5 5
PM Host Monday Jan 22, 4:04pm to 7:03pm 5 5
PM Server Monday Jan 22, 3:05pm to 11:04pm 5 5
PM Bartender Monday Jan 22, 265pm to 10:19pm 5 5
PM Server Sunday Jan 21, 5:13pm to 9:25pm 4 4
PM Busser/Runner Sunday Jan 21, 5:02pm to 9:53pm 5 5

a b a0 oo oa

You can also view the Satisfaction Survey response by viewing a shift of an employee
who has clocked out.

Location Role Approve Clock-in[[] Notes & Dialogue to Employee
[ Cafe 4 ] [ Cake Decorator (Q) » ] I Shift Options v] Jan 24, 3:48pm CST Jhane Castillo-Focey o
Clock-0ut from Teamwork (Comp)

Jan 24, 227pm C5T Jhane Castillo-Facey
Clock-In from Teamwork (Comp) ¥

Clock-In Times

Start Time End Time Length [ ‘/(]
[Jcm 24,2024 B"Q:ﬂ'pm I [Jc:n 24,2024 E" 3:48pm ] 1.35 hrs | Update - Employee Visible | 450 chars max
Break Times

Start Time End Time Length

|Jan 24, 2024 E"lz.omm@ [Jon 24,2024 E"lz.OOom]

chmzum B"lzomm@ [Janz.a,znza E"lzooom]

Clock-Out Prompts
Satisfaction Survey

C 10 20 30 _4Q 5

Late: [ Save Changes H Deléle Clock-In l
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Clock-In to Teamwork App on
Mobile Phone

Last Modified on 11/05/2024 12:12 am MST

Enable Phone for Clock-In (Requires Permission from a System Administrator).
See: https://support.dolceclock.com/help/setting-a-mobile-device-for-employee-
clock-in

Launch SpotOn Teamwork Classic App

From the Left Menu > Clock-In / Clock-Out

Clock-In / Clock-Out

Managers on Duty - MOD

Clock-In

1. If you are scheduled for a shift, the app will show expected Time / Location / Role.
Select Begin Shift

Fabian Cancellara @ Robins Test Custom Cars

You are not clocked in.

4.60 hrs worked in current pay period

Begin Shift

as Fabian Cancellara

> © 10:00pm - 2:00am as Bartender @ Cafe Downtown

~ Unscheduled

Sign Out

If you are clocking in for a DIFFERENT or UNSCHEDULED shift, select Unschedule, and
choose Location / Role
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Fabian Cancellara @ Robins Test Custom Cars

You are not clocked in.

4.60 hrs worked in current pay period

Begin Shift

as Fabian Cancellara

©10:00pm - 2:00am as Bartender @ Cafe Downtown

Choose a Schedule
) © Unscheduled

€ v Cafe Downtown Roles: Bartender (Q) v

b. If your company requires authorization for an early or unscheduled clock-in, a
manager must approve before proceeding.

You have 16 more minutes until your
scheduled Clock-In is allowed.
Fill in a reason and get your manager's
approval to Clock-In
This Time Punch Requires Manager
Approval

Select a Manager v

Reason or Notes ‘

Taking a Break

1. Use the Go On Break button
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Fabian Cancellara @ Robins Test Custom Cars

You clocked in at 6:00pm ( 3.7 Hours )

3.71 hrs worked in current pay period

Go On Break

Unpald

End Shift

as Fabian Cancellara

Sign Out

2. Ending Break: Select End Your Break

NOTE: If you are required to take a specified break length, the system will prevent
ending the break early

Fabian Cancellara @ Robins Test Custom Cars

You clocked in at 6:00pm ( 3.3 Hours )
( Break started @ 9:20pm currently 00:25 taken of required 30 mins)

3.76 hrs worked in current pay period

End Shift

as Fabian Cancellara

Sign Out

Clock-Out (End Shift)

1. Select End Shift

End Shif't

as Fabian Cancellara
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a. If your company requires your time punch to be Validated

e Review Time Punch and Break

e [f correct, select My Time Punch is Correct

e Ifincorrect, Type Correction Notes and Submit Correction

e |f you claim a labor violation, you may be prompted to have a manager sign-
off

Time Punch Verification
Shift Start Shift End
6:00pm 10:34pm 4.6 hrs
Break Start Break End
9:20pm 10:33pm 74 min
Location Cafe Downtown
roe Bartender

One (1) paid 10 min rest break was made available.

My Time Punch is Correct

Type Correction Notes Here y
Submit Correction
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Share Files Feature

Last Modified on 12/24/2023 1:59 pm MST

Teamwork's Share Files feature is a great way to share training documents, menus, and
other internal documents with your employees based on role.

1. Start by navigating to the file share feature by going to the top toolbar > Share Files

Powered by
OSpotOn Dashboard Schedules Employees Reports |Share Files | &  Tools

2. Select a document source

Check the box next to your desired document source. You can link to a Google drive, a
Dropbox folder, or simply upload a file from your computer. Connect as many document
sources as needed.

Show Content Sources: (] Google Drive ¢, (] Dropbox Folder :‘: Dolce Clock Upload Folder [_]Dolce Clock Message Attachments

Google Drive v| | Authenticate

Files displayed are from the DolceClock’ folder in your repository

Document Sources

Uploaded Files * Librarian View *

J
Click to upload a file I *ﬁ

or just drag a file here!

= @4 Screen Shot 2022-06-20 at 2.27.18 PM.png v

3. Create Employee groups and share files

Create a new document group and select the desired roles you want to include in the
group from the role drop down.
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Uploaded Files * Librarian View *

Click to upload a file ]

or just drag a file here!

== a4 Screen Shot 2022-06-20 at 2.27.18 PM.png v

Create Document Group ny files from your computer into the ‘Uploaded Files' section then use theses 9@@ icons that appear when you hover over the file you

uploaded to share the files with your folders below.

Kitchen Managers tinage East Servers] |
by Tech Support 7 ® T ® \
== A Screen Shot 2022-06-20 at 2.27.18 PM.png v == 44 Screen Shot 2022-06-20 at 2.27.18 PM.png v
Visible to Employees (TP Visible o Employees (OFF)
Owner

Use the Cut and Copy buttons to drag and drop your files into the desired groups.

Uploaded Files * Librarian View * !

Click to upload a file ]

or just drag a file here!

== 4aScreen Shot 2022-06-20 at 2.27.18 PM. v

l Create Document Group l Please Drop any files from your computer i

uploaded to share the files with your folders below.

Kitchen Managers |

by Tech Support

== 4 Screen Shot 2022-06-20 at 2.27.18 PM.png

Visible to Employees

Visible to Roles | 3 of 154 Roles Selected Vl

Owner

Village East Servers]

by Tech Support J ®

= a4 Screen Shot 2022-06-20 at 2.27.18 PM.png v

Visible to Employees

Visible to Roles | 10f 154 Roles Selected Vl

Owner

he 'Uploaded Files’ section then use theses @@@ icons that apy

4. Make the document cabinet you created visible to your employee group.
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Kitchen Mana
by Tech Support

Oowner

gers !

Visible to Roles

=~ 44 Screen Shot 2022-06-20 at 2.27.18 PM.png

Visible to Employees

®

v

3 of 154 Roles Selected

Employees can download the files shared with them by going to Dashboard > Share File

header.
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= Document Library

New GI’OUp l
by Tech Support

a4 Screen Shot 2022-06-20 at 2.27.18 PM.png v

NOTE: This feature will only be accessible to employees who have the following
permission assigned under General:

Create Library Document Groups
Create Document Groups in the Library that can be shared with Employees

If you do not have access please reach out to your manager or Teamwork account
Admin to request access.
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Two-Way Messaging in SpotOn
Teamwork

Last Modified on 02/04/2026 11:00 pm MST

Qverview

Two-Way Messaging is a built-in communication feature in SpotOn Teamwork that
allows managers, supervisors, and staff to send direct messages to each other without
leaving the app. Whether you need to coordinate a last-minute shift change, check in
with a team member, or communicate with your entire kitchen crew, Two-Way
Messaging keeps all your work conversations in one secure, organized place.

Key Benefits

¢ No personal phone numbers required — Keep your personal contact information
private while staying connected with your team

¢ All work communication in one place — No more scattered text threads, group
chats, or missed messages across multiple apps

¢ Real-time notifications — Receive push notifications on your mobile device so you
never miss an important message

e Works on any device — Access your messages from desktop, tablet, or mobile with a
consistent, responsive experience

¢ Built-in safety features — Report inappropriate messages and block users to

maintain a professional, respectful workplace

Disabling Two-Way Messaging

If your location would like to disable the Two-Way Messaging feature, please contact
teamworksupport@spoton.com to request this change.

Getting Startea

Accessing Two-Way Messaging

Once Two-Way Messaging is enabled for your location, you'll see a new messaging icon
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in the top navigation toolbar, located next to the gear (settings) icon.

()

On Desktop: Click the messaging icon in the top right corner of your Teamwork
dashboard.

On Mobile: Tap the messaging icon in the top navigation bar of the Teamwork app.

Understanding the Messaging Interface

When you open Two-Way Messaging, you'll see three tabs:

e Direct — Your one-on-one and group message threads

e Channels — Coming soon: Pre-configured groups based on role, department, or
location

e Announcements — Coming soon: One-way broadcast messages (currently

accessible via the envelope icon)

Messages ‘ @ °

Direct Channels Announcements

Note: The Channels and Announcements tabs display a ‘coming soon’ indicator and
will be available in a future release.

Sending Messages

Starting a New Conversation

Click or tap the * (plus) button in the messaging panel

pa—

Search for the employee(s) you want to message by typing their name
Select one or more recipients from the search results

Type your message in the text field

L R

Press Send to deliver your message

Tip: You can add multiple people to a single conversation to create a group thread. For
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example, select your entire kitchen team to coordinate shift coverage all at once.

Replying to Messages
When someone sends you a message:

1. Youll receive a push notification on your mobile device (if notifications are enabled)

2. Open the messaging panel to see your unread threads (highlighted for easy
identification)

3. Click or tap on the conversation to open it

4. Type your reply and press Send

Group Conversations

Creating Group Messages

When you add two or more recipients to a conversation, it automatically becomes a
group thread. This is perfect for coordinating with specific teams or groups of employees.

Important: The system prevents duplicate conversations with the same participants. If
you've already messaged the same group of people, you'll be directed to your existing
thread rather than creating a new one.

New Message

To

Benjamin Sparrow  x  bre

Brett Puryear

Type your message here...

Cancel
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Naming Group Conversations

To make it easier to find and organize your group conversations, you can give them
custom names:

1. Open the group conversation you want to rename
2. Look for the option to change the group name (visible in the thread header or
details)

%, Edit Name

3. Enter a descriptive name (e.g, 'Kitchen Crew’, "Saturday Shift’, "Management Team")
4. Save your changes

KITCHEN CREW “\ Edit Name

this is the kitchen crew
08:51AM v/

Once named, your group will display its custom name in your message list, making it
easy to identify at a glance. You can still see the full list of participants by viewing the
thread details.

Chat Participants

Tech Support (You)

Rory Page

Kirby Brothers

John Parks

Message Message

Jinoo Tester
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Notifications

Push Notifications

Two-Way Messaging sends push naotifications to your mobile device when you receive a
new message. These notifications include:

e The sender's name or group hame
e A preview of the message content
e The message type (DM, Group, or Announcement)

Tapping the notification opens the Teamwork app directly to that conversation.

Unread Message Indicators

Threads with unread messages are highlighted in your message list so you can quickly
see which conversations need your attention. The unread indicator clears once you open
and view the thread.

Safety Features

SpotOn Teamwork is committed to maintaining a safe, professional communication
environment. Two-Way Messaging includes built-in content moderation tools to help
protect all users.

Reporting a Message

If you receive a message that violates workplace standards or makes you
uncomfortable, you can report it:

1. Long-press (mobile) or click the menu icon on the message you want to report

k Coming through indeed. Wasn't sure if you have been expecting responses
1019 AM

Report

2. Select Report Message
3. Choose a reason for your report:
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o

Harassment or bullying

[e]

Inappropriate content

o Spam

Other (with option to add details)

4. Optionally add additional context to explain your concern

o

5. Submit your report

Report a Message

You are reporting the following message:
Message preview:

kevin faris

Coming through indeed. Wasn't sure if you have been expecting
responses
10:19 AM

What is the reason for reporting this message?

(® Harassment or bullying
::] Inappropriate content
() spam

() Other

You may provide additional information to help with the review of this  0/500
report.

Note: Reports are reviewed under applicable policies. Submitting a report

does not guarantee an outcome.
Cancel Submit report

You'll see a confirmation that your report has been submitted. Reported messages are
reviewed by your company administrators, and you'll see an indicator on the message
showing it has been reported.

Blocking a User

If you no longer wish to receive messages from a specific person, you can block them:

1. Navigate to a message from the user you want to block
2. Select the Block User option
3. Confirm your decision when prompted

Rory Page
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Block User

Blocking this user will prevent any further direct
messages. You will still be able to see past messages.

Reason for blocking (optional)
7
0/500

Cancel Block User

What happens when you block someone:

e They will no longer be able to send you direct messages
e You can still see your past message history with them
e You can unblock them at any time if you change your mind

Unblocking a User

To unblock someone you've previously blocked:

1. Go to your blocked users list (in Settings)
2. Find the user you want to unblock

3. Tap or click to unblock them

Blocked Users

Employee Reason Date Action

TESTING Unassigned No reason 1/22/2026

For Administrators
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Company administrators have access to additional tools to help maintain a safe and
professional messaging environment.

Accessing the Admin Panel

1. Click the gear (settings) icon in the top navigation
2. Navigate to the Two-Way Messaging admin section

3. Here youl'l find tools to review reports and monitor blocks

Messages ° e o

Admin panel
Direct Channels Announcements

Reviewing Message Reports

The admin panel displays a list of all reported messages with the following information:

e Status — Pending, Dismissed, or Resolved

e Reason — The category selected by the reporter

e Message preview — The content of the reported message
e Additional context — Any notes provided by the reporter

Actions you can take:

e Dismiss — If the report doesn't warrant action

e Resolve — Mark as handled after taking appropriate action
e Add notes — Document your review for other administrators
e Delete - Delete the offensive message

Admin Panel X

Message Reports (1) Employee Blocks (1)

Reporter Sender Reason Status Date

Tech Support kevin faris Inappropriate 1/28/2026 04:54 PM AN
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Monitoring Employee Blocks

Administrators can view a list of all employee blocks in the admin panel. While no action
is required for blocks (they happen automatically when an employee chooses to block
someone), this visibility allows administrators to identify potential workplace issues that
may need attention or intervention.

Quick Reference

Action How To
Access Messaging Click/tap messaging icon in top navigation
. Click + button - Search for recipient(s) - Type
Start New Conversation
message - Send
Name a Group Open group thread — Edit group name - Save
Long-press/click message — Report Message — Select
Report a Message P / ) 9 P 9
reason — Submit
Block a User Navigate to their message - Block User —» Confirm
Unblock a User Settings — Blocked Users = Select user = Unblock
Gear icon » Two-Way Messaging Admin - Message

Admin: Review Reports
Reports

Frequently Asked Questions

Who can I message?

You can message any employee at your location(s) who has access to Teamwork.
Managers can message staff, staff can message each other, and staff can initiate
conversations with managers. The feature is designed to keep all work-related
communication accessible to everyone on the team.

Will I need to share my personal phone number?

No. Two-Way Messaging works entirely within the Teamwork app, so you can
communicate with your team without exchanging personal contact information.

Can I message multiple people at once?

Yes! When starting a new conversation, simply select multiple recipients to create a
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group thread. You can also name the group for easy reference.
What happens when I block someone?

When you block a user, they can no longer send you direct messages. You'l still be able
to see your past conversation history, and you can unblock them at any time. Blocking
does not affect scheduled shifts or other Teamwork functionality.

Can my employer see my messages?

Administrators have access to review reported messages as part of the content
moderation process. Regular message content is not monitored unless a report is filed.

Why can’t | create a new thread with someone I've already messaged?

To keep conversations organized, the system prevents duplicate threads with the same
participants. If you've already messaged someone (or a specific group of people), you'll
e directed to your existing conversation.

What are Channels and Anhouncements?

These features are coming soon. Channels will provide pre-configured group
conversations based on roles, departments, or locations. Announcements will allow
managers to send one-way broadcast messages to teams. In the meantime, you can
use the existing Announcements feature via the envelope icon.

Need Help?

If you encounter any issues with Two-Way Messaging or have questions not covered in

this guide, please contact your manager or reach out to SpotOn Support for assistance.
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Employee time punch from POS
not populating

Last Modified on 12/24/2023 1:39 pm MST

In the event that time sync with a POS has been established, but there is an employee
whose punches are not populating, it could the caused by a duplicate record.

In the following example, Michael Lawson has time punches not showing in Teamwork at
location Lafayette.

To Troubleshoot:

Go to gearwheel menu > POS mapping > Applicable Location (in this example, Lafayette)

/& Point of Sale Mapping

Toast (SusieCakes-Lafayette) SYNC

Michael in the POS, left side, is mapped to an old duplicate record in Teamwork
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Update Dolce Info

Toast Sourced Employees
& Accounting, SusieCakes

Barrett, Jenn
barrett, jennifer

& Baum, Jennifer

Bono, Michelle
benpawloski, michelle_(marie)

§ Farrington, Brianna
§ garrett, nicole
& Hirsch, Megan

Hoglund, Matt
hoglund, matrobert m.

& Huff, Danielle

& Kilpatrick, Chad

(=
:

c = = [«
5| |8 |5 |2

(=
:

&

Dolce Clock Employees

Accounting, SusieCakes
Barrett, Jennifer

Baum, Jennifer

Pawloski, Michelle (Marie)
Farrington, Brianna
Garrett, Nicole

Hirsch, Megan

Hoglund, Robert M.

Huff, Danielle

Kilpatrick, Chad

@ Hide Inactive

Edit

q

t

“

Lawson, Michael
lawson, mike duplichatel-149

~

(=
:

Lawson, Mike duplicate-149

One possibility is to fix it right here, but we're going to try to re-merge the two records, in
case there is any data associated with the duplicate, it may flow into the new record we

are keeping.

Go next to to Employees, and find the good Michael Lawson record

Open Lawson, find the duplicate, and Merge

[p lawson| ]
995 - Regional Mgmt - Human resources: 995 - Regional Mgmt Human resources
°2"j I;ﬁ";?,:'i"e\é @ gs Il;rfjvree”;\i.elda‘v'\:gv.)Er:rl é‘;usiecakesu(g‘fieg;m& g?5T7X¥54 lawson, L Eng :
afayette - FOH: 08 - Lafayette FOH
lawson, Michael! [, [, MITe@susiecakes.com  (415) 5155279 lawson, Mi Eng c l;':ka;
@ 27 - Laurel Village - FOH: 27 - Laurel Village FOH
lawson, Mike duplicate-149 &’ mit4 @susiecakes.com lawson, M Eng 5
accounting @susiecakes.com Accounting, S Eng vy
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Edit Profile for Michael Lawson

Edit Availability & Days Off

Profile Schedules / Roles Salary / Wages Permissions Employee Alerts Admin Alerts Reminders, Certs

Contact Information Merge: Move Shifts, Punches, Wages, Roles, Tips and PTO from D Mike duplicate-149 Law To this Employee Merge |

First Name (or nickname) Notification Methods [

Go back to Point of Sale mapping, and double check.
| |§ Lawsonyiichac ' Unmatch | Lawson, Michael | Edit |

The merge resolved the issue.
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Resolving General Cashier Cash
Tips

Last Modified on 07/20/2021 4:33 pm MDT

Run both the following templates:
'C] New Templates
(] Daily Pool 12% Lloyd Prep
(] Delivery Drivers
(] Delivery Drivers Dispatch

(] Gen Cash Dispatch Driver
(] Gen Cash Drivers

Bundle activity will generate as shown below:

b:uvam 10 b:uvam $14.UV Srvcrees LIoose a e rainye VoI LD.UUGIII‘ w lU.UUaIIIJ ‘ Dave as perault ‘
® O Gen Cash Drivers
6:00am to 6:00am $14.00 SrvcFees Notes: [ }
AP G:ei['noc(':asht Dgl.\(;grs Pool Link 0% % of
00am to 6:00am 0 POSCC POS POS AutoGr Fees CCFee Net Net
Employee | Add+ POS CC Override AutoGr _Override _Fees Override Total _Total Sales  Sales

Sizzle Pie Portland - Downtown Management

ooeeneral Cashier General Cashier £  247.91 l 0400‘ 0.00 ‘ 0-00‘ 2.00 C]

TS Tios

2.00 0.00 0.05% 3,836.50

7/9 7/10

B Sched Act | G0

Hours 10.5  10.5 Hours ® 00 +| Allocated E%ors 0.00 0.00 0.00 ‘o.oo 0.00 0% 0.00

$ Sales @' $ Sales

% Hourly 0.0%  0.0% % Hourly 0.0% $0.00 $0.00 $2.00 $2.00 $0.00 0% $3,836.50
Enter Tips (§452) Note Enter Tips ($283) 1

To see tips assignment, press Pool Link

WaWAWCITTE LW W WO W T W Vel e

® O Gen Cash Drivers >
6:00am to 6:00am $14.00 SrvcFees

The tips will be divided amongst Delivery Drivers
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PRERer Wt

g

Notes:
0% % of
4 Equalize Srve CCFee Net  Net
Employee | Add+ % Total Multip  Hours CC AutoGr Cash Fees Total Total Sales Sales
Sizzle Pie Portland - Downtown Driver
. 0.00 0.00 0.00 0.00
Delivery driver % or $ 1.00 1.00 .67 . 0% 0.00
(S50, SR 000 0.00 000 067 %7 000
Sizzle Pie Portland - Downtown Driver
0.00 0.00 0.00 0.00
i Delivery driver % or$ 1.00 1.00 .67 . 0% 0.00
McMackin, Joshua 000 0.00 000 0.7 0.6 0.00
Sizzle Pie Portland - Downtown Driver
. 0.00 0.00 0.00 0.00
Delivery driver % or $ 1.00 1.00 0.67 0.00 0% 0.00
UL, ey 0.00 0.0 0.00 0.67
® 0.00 0.00 0.0 0.00
+ | Allocated | 0.0% or or Pts 0.00 0.00 0% 0.00
& o J 000 000 000 0.00
3.00 $0.00 $0.00 $0.00 $0.00 $2.01 $0.00

$0.00 $0.00 $0.00 $2.01

If you know which Driver should specifically receive the tips, use the override fields as
shown below, and then press SAVE at the bottom.

® O Gen Cash Drivers
6:00am to 6:00am $14.00 SrvcFees
A P Gen Cash Drivers Pool Link
6:00am to 6:00am

% Total Hourly 0.0%
% Total Salary + Hrly 0.0%

(%

Summary B Pin to Top of Page

Location - S

2
Sales
% Total Hourly

]

% Total Salary + Hrly

Note: Tip Imports sync to 15 minute intervals

Use Default Day Parts

or Tip Templates:

Tip Bundle: G'en Cash Drivers Pool Link

Choose a Time Rynge

v From 6:00am to 6:00am

Select Template

Save as Default

New

New D¢

u Apply

PCS Linked
Credit $ 000 0.00| 1 of 52 Tip Links Selecte [
AutoGrat $ 0.0¢ 0.00
Y
Service Fee $ 0.00 | 2.00
Cash $ 0.00 0.00
Total $0.00 12.00
Notes:
D quuaI‘\ze Srve (o]
Employee  Add+ $ Total Multip  Hours CC AutoGr Cash Fees Total
Sizzle Pie Portland - Downtown Driver A
0.00 0.00 0.00 0.00
Delivery drive %% 1.00 1.00 i
(G, Sloan B 0.00 000 000 0.00 %%
Sizzle Pie Portland - Downtown Driver |
‘ 0.00 0.00 0.00 0.00
: Delivery driver % or$ 2.00 I
LI EEUTE A 000 000 000 200 %%
Sizzle Pie Portland - Downtown Driver
0.00 0.00 0.00 0.00
Delivery driver % or $ 1.00 1.00 !
ek, lREley 000 000 000 0.00 %%
©) 0.00 0.00 0.00 0.00
+| Allocated|| 0.0% Pt !
& i e orris 000 000 000 0.00 %%
NaN $0.00 $0.00 $0.00 $0.00 $2.00
$0.00 $0.00 $0.00 $2.00
& i Print | | Save C

NOTE: A template which has been run, which splits the tips across drivers, can later be
edited to assign the tips to a specific driver, and re-saved.

711



712



Table One Entering Department
for Payroll Export

Last Modified on 05/16/2024 5:05 pm MDT

Go to Schedule Settings from the Gearwheel Menu

Q@ A Tech Support

{§} General Settings |

Schedules Settings

| Payroll Settings
Every Schedule can have a Department Association

Expand Schedule Settings using the "+'

E@‘Mdl’d ’8 ®

= |FOH > ®

_* ‘Mara FOH ’l

Enter the Department ID as shown below
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e e et e ey
Schedule Settings
Restrict Employees to only see

D Other Shifts on days working

Other Scheduled Worked Hours
[:] Force Photo Authentication for Clock In and Clock Out (iOS, £

D Allow Employee Default Wage to be created

Allow Employee Tipped Wage to be created

[ ]po not Show Shift End Times (as Default)

Must Choose a Role on Shift and Clock-In Creation

If schedule published still has unassigned shifts [I]dqys

Allow Employee Shift Trades / Swaps Requiring Manager

D Only Allow Shift Trades / Swaps on Qualifed Roles
[:] Allow Trades [ Swaps to Overlap
D Automatically 'Offer’ Unassigned Shifts
[:] Show all working employees
D Confirm Employee Viewed After Published ( D Only Employe
Show Events on Unpublished Schedules
Publishing Schedule Warnings - Check Employee Availabi

Send Alert
If schedule not published days prior to week start
GL Code (Export ID) “VIARA FOH HH ]l

The Department will populate in the CSV Payroll Output.

If the department does not populate, please email your support representative or

support@dolcesoftware.com.
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Payroll Preparation for Managers
Fork In The Road

Last Modified on 09/22/2020 11:36 pm MDT

During the Payroll Period

Edit and Approve time punches, ideally on a daily basis.

e Editing & Adding Punches: https://support.dolceclock.com/help/edit-time-punches
e Approving Punches: https://support.dolceclock.com/help/approving-time-punches

Create a Tip-Out for each day (or other frequency if applicable) after time punches
have been approved.

e Verify all Clock-Ins approve
o Open Tips Calculator, according to your method (ie Day / Week [ Period)

—4 All 10 Clock-Ins Approved

9/8

5:01am Sched Act

Hours 42 47 |1
$ Hrly $386  $505 !
$ Salary $0 $0 |

$ Sales !

% Hrly 17.7% 21.7%|*
—*Emer Tips (5456) m  Note ||
Prod Idx $52.10 $49.25

Trans: 116 Guests: 190
Resync Day Sales/Tips

e Run Templates setup for your business, verify and save tip bundles, and confirm tips
match the POS audit in the Tip Bundle Navigator

Tip Bundle Navigator

Tip Calculator for FOH Fri Sep 6th, 2019

FOH | saveAll New Bundle  Delete All

Clock-In Breaking: Intelligent Shifts
Bundle Total (w/o Cash) $718.00 (XYt} Ownership Labor from | 1 of 3 Schedules u Roles| 11 of 11 Roles Selected
POS Total ( w/o Cash) $718.00

Good! $-0.00

@ O Barista Weekday x
4:00am to 4:00am $72.21 CC

@ O Server AM Weekday (Individual) X
4:00am to 4pm $115.53 CC

Tip Source: FOH

Roles: Barista, Bartender, Busser, Expo, General manager, Host, Runner, Server, Shift manager, Support- specific
night, Training

® O Server Dinner x Note: Tip Imports sync to 15 minute intervals New
4pm to 4:00am $530.26 CC
@ P Bar Link Use Default Day Parts | or Tip Templates: Select Template Apply

4pm to 4:00am

@ P Support Link
4pm to 4:00am

Tip Bundle: Tip Bundle @ 9:11:56pm Barista Weekday
| Barista Weekend

Day Parts: [ Choose a Time Range #] From 8am @ Server AM (Brunch)

$ Hrly $245 5163 |8 P Server AM Weekday (Individual)
$ Salary $0 $0 |8 \J " Server AM Weekday (Pool)
¢ sales [1,311]71,016]|8 .
Server Dinner 0 to Tip Bundle @...

% Hrly 18.7% 16.1% |%

o If time punches are edited AFTER a tip-out has been completed, potentially

affected tips must be deleted and re-run.
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Verification Steps for Running Payroll
1. Verify all time punches are approved. All indicators underneath each day in each
schedule should be "green” as shown below.

All 2 Clock-Ins Approved

o
2. Verify Tips are balanced for each day and tie to the POS
o Go to Reports from the Main Toolbar

o Select Tips, enter the date range for the pay period, and Show Report

Reports

Use Our Quick 'Pay Period' Links -->

Tips 4] | Aug26.2019 [ to |Sep8.2019 [

Work day start time is 4:00am

o = Verify that Tips are run for every day, and that each day is balanced

Friday Sep 6th
FOH
Total Tips 0.00% Fee Removed

Name w/-gogzlash cCc AutoGr Cash Total cc AutoGr Cash
Barnes, Christian  $196.04  $196.04 $0.00 $0.00 | $196.04 $196.04 $0.00 $0.00
Chouinard, Joel $23.78 $23.78 $0.00 $0.00 | $23.78 $23.78 $0.00 $0.00
Fangmeyer, Michael $89.61 $89.61 $0.00 $0.00| $89.61 $89.61 $0.00 $0.00
Gomez, Eduardo $89.95 $89.95 $0.00 $0.00 | $89.95 $89.95 $0.00 $0.00
LaVeck, Matt $6.78 $6.78 $0.00 $0.00 $6.78 $6.78 $0.00 $0.00
Lucas, Isabella $72.52 $72.52 $0.00 $0.00 | $72.52 $72.52 $0.00 $0.00
Narvaez, Iris $99.41 $99.41 $0.00 $0.00 | $99.41 $99.41 $0.00 $0.00
Ramirez, Cesar $43.01 $43.01 $0.00 $0.00 | $43.01 $43.01 $0.00 $0.00
Segui, Josiah $41.65 $41.65 $0.00 $0.00 | $41.65 $41.65 $0.00 $0.00
Stickler, Devon $55.25 $55.25 $0.00 $0.00 | $55.25 $55.25 $0.00 $0.00
Total $718.00  $718.00 $0.00 $0.00 $718.00 $718.00 $0.00 $0.00

Bundle Total (w/o Cash) $718.00
POS Total ( w/o Cash) $718.00

No Warnings

Good! $-0.00 Approve

Manual Check $:]

— g Saturday Sep 7th - No Tips

= At the bottom of the report, compare Total Tips, ie Credit Card and Auto
Gratuity (and Cash if Applicable) with the POS for the same date range.

= NOTE: For Upserve, run the Sales Report. Subtract cash from the Tips Total.
This number should tie to Credit Card Tips in Dolce

s If tips don't match, audit one day at a time until the unbalanced day is
discovered. Email support@dolcesoftware.com for assistance.
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Payments

- Payment Tip Total Tip Charge Withholdings
Cash $1,889.34 $1,919.22 $0.00
AmEXx $1,842.15 $345.26 $2,187.41 $0.00
Discover $176.75 $17.00 $193.75 $0.00
MasterCard $1,918.25 $334.99 $2,253.24 $0.00

Visa $8,894.88 $1,518.15 $10,413.03 $0.00
V/MC/D Subtotal $10,989.88 $1,870.14 $12,860.02 $0.00
Credit Total $12,832.03 $2,215.40 $15,047.43 $0.00
Other $326.01 $5.00 $331.01 $0.00
Tenders Total $326.01 $5.00 $331.01 $0.00
Total $15,047.38 $17,297.66 $0.00

$2,250.28 - 29.88

3. Review the Payroll Report

e Go to Reports from the main toolbar, and select Payroll
e Review pink warnings and resolve any missing wages or tips.

related to employee or role IDs.

Number of Payments

20

94
113

124

149

HR will resolve warnings

Clock-Ins with Invalid Roles
None

Tip Bundle Warnings
None

Missing Employee Payroll Wages
2 Employees
* Osborne, Cody e Couturier, Phil

Employees Excluded from Payroll
Henry, Leigh

Missing Tip Bundles

Mon Aug 26@FOH, Tue Aug 27@FOH, Wed Aug 28@FOH, Thu Aug 29@FOH, Fri
Aug 30@FOH, Sat Aug 31 @FOH, Sun Sep 1@FOH, Sat Sep 7@FOH

mail Addresses

@ Lock Payroll - (1108 Tip Bundies @ Unlock Payroll

Payroll Approval Status Tip Bundle Status

FOH Not Confirmed Perle Nkumu Nyemba

Not Confirmed Monica Vasquez 26 27 28 29 30 2 4

1
MGT Not Confirmed 26 27 28 29 30 1 243 4

Send Payroll CSV CSV to Email

%27 3201 1 QOO0 ' O

5 6 7 8

5 6 7 8

e To enter a wage see the following: https://support.dolceclock.com/help/adding-

hourly-wages. When adding wages, back wage the the either the start of the pay

period, or choose an intentional date for a raise.

e Scroll down to see complete payroll report, Review hours and wage rates for any

errors or issues.
4. Manager Sign-O0ff of Payroll

e To approve payroll, go to Dashboard > Payroll Approval:
o Select the applicable Date Range

o Check the box to approve as shown next to your [manager] name.
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o NOTE: Manager can NOT approve if there are time punches that have not been
approved (clock blue link to view), OR if the payroll period has not ended.

o If you are the FINAL approver of payroll, press Final Payroll Approval

© Matinas

FOH - Matinas FOH
Pay Period has Not Ended

(] Oliver, Yashica

Final Payroll Approval

718



Running Payroll Steps for HR Fork
In The Road

Last Modified on 06/15/2023 2:56 pm MDT
Verification Steps / Running Payroll
From the main toolbar, Select Reports. From the reports dropdown list, choose Payroll.

Select All Locations, the correct payroll period, and press Show Report to view the payroll
preview

R,eportS ay Period was Wednesday Aug 26, 2020 2:@8am to Tuesday Sep 8, 2020
Sermangs o) Curren! Pay Period is Wednesday Sep 9, 2020 2:08m to Tuesday Sep 22, 2020
. £ )
[ Payroll ;l Sep 9, 2020 0 'Sep 22,2020 Allow Single Week Range Show Report
Options: O Everybody jd I Al Locations j 20 of 22 Schedules n E]] Export PDF / Print

2 Export as (CSV)

Delete All Reports
{ ForkTemplate1.csv j

HTML / PDF / CSV Report Status

Requestedon  Name Download / Open
Ready Sep 22, 10:10pm Payroll_Sep 9_to_Sep 22.html &n View Report
Ready Sep 22, 9:19pm  Payroll_Sep 9_to_Sep 22.html View Report [l ?T’:Cekscﬂsfsm as Dolce
Ready Sep 18, 12:46pm Payroll_Sep 9_to_Sep 22.html View Report

Review and resolve all warnings in pink:

Tip Bundle Warnings Clock-Ins with Invalid Roles Employees not Mapped to Payroll Provider Roles not Mapped to Payroll Provider
None None 14 Employees 21 Employees
Show First Missing Employee Using Roles: Expedite, Host, Cocktail, Restaurant wait

Show First Missing Role
Goto Payroll Role Mapping

Missing Employee Payroll Wages Missing / Incomplete Tip Bundles
_ 4 Employees : Tue Sep 22 @Murphys FOH
e Warren, Christopher e Folger, Nathaniel  Lehn, Jadyn e Calderon, Miguel Mon Sep 21 @Office FOH

Tue Sep 22 @Office FOH
Wed Sep 9 @Gurley FOH
Thu Sep 10 @Gurley FOH
Fri Sep 11 @Gurley FOH

e If an employee is missing an ID, press Resolve

[ Next | Acosta, Adrian

Ri- I

Enter an ID in the field provided
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' MwWaLloy, mdiicas

Exclude Person from Payroll

This is not a Person

payroll 10 ([

e |f a Role is not mapped

o From the main toolbar, go the the Gearwheel Menu > Roles [ Heading Settings
o Click the gearwheel menu for any Role to enter its GL code

Employee Roles

O
Click 'Create a Role' to get started. Select Options to setup Manager On Duty (a3 (MOD), Trai

33 Roles: @
[Admin J7 [Am bar ]1
[BOH Manager ]1 [Boh sal ]1
[Cook f [Day wait ]1 Dish
IExpo ]3 [Foh m.o.d. ]1 FOH Manag
[Hfoh J1 [Host J1 Host/hostess|
[Maint J1 [Maintenance ]1 Managementj
(Mod ]1 (Night wait | Pm bar
[Restaurant wait ]1 [S.a ]1 Server
ITraining 1]0
GL Code: 17|
\

P alan \BALIA 3a Oabhadiidan. /1 csmis damlB ann a mabhadida mlacan matlfic A ;mama e \

e If wages are missing, request store manager to enter, OR, enter wages as follows
https://support.dolceclock.com/help/adding-hourly-wages. When adding wages,
back wage the the either the start of the pay period, or choose an intentional date

for a raise.

Review manager sign offs:

e Checkmarks indicate preliminary approvals by various managers

e The CONFIRMED stamp indicates final payroll approval

e Note: A manager is required to approve all time punches in order to sign-off on
payroll.

on Sep 9

Office FOH by s richards v richards, sydney  Vlachos, Amy 26,27,28,29,30,31,1,2,3,4,5,6,7_,8
) on Sep 9
Office BOH by s richards v richards, sydney Vlachos, Amy 26 27 28 29 30 31 1 2 3 4 5 6 7 8
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Review payroll screen report:

e The screen report will shows hours, overtime, roles, break violations, and other
earnings. If all is in order, proceed to next steps.

Download a CSV

e Use the Export as shown below

Show Report

% Export PDF / Print

-*Export as (CSV)

‘ ForkTemplate1.csv -

e After payroll data has been input into the payroll processor, audit screen totals
against totals in the payroll system, ie Reg Hours / OT Hours / Tips, etc.

Hourly Employees 1,300.72 1.28 1,302.00 $14,514.90 0 $20.00 $2,803.64 $197.22 $3,020.86 $0.00 $0.00

Totals Including Salary Employees 1,369.78 1.28 0 1,371.06 $18,130.28 0 $20.00 $2,803.64 $197.22 $3,020.86 $0.00 $0.00

e If payroll is deemed to be complete, Lock Payroll (button is located at the top of the
payroll report near the warnings and statuses.

@ Lock Payroll - v 4 1ce Tip Bundles

Other Audits

Time punch approval during the pay period:

Track that managers are editing and approving time punches on a daily basis. From
your Dashboard, scroll to Employee Clock-In Approval. Select Schedules and Dates
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= Employee Clock-In Approval

Choose your Clock-In Approval Schedules | 22 of 22 Displayed Schedules [

Week
*£%  Sep 16,2020
Wednesday Thursday Friday Saturday Sunday Monday
Sep 16, 2020 Sep 17, 2020 Sep 18, 2020 Sep 19, 2020 Sep 20, 2020 Sep 21, 2020
© Murphys
Murphys FOH Al 13 Clock-Ins Approved All 14 Clock-Ins Approved  All 22 Clock-Ins/NS Approved  All 25 Clock-Ins/NS Approved | All 16 Clock-Ins Approved  All 26 Clock-Ins/NS Approved
Murphys BOH A5 Clock-Ins Approved All 6 Clock-Ins/NS Approved All'7 Clock-Ins Approved A7 Clock-Ins Approved Al 6 Clock-Ins Approved 5 Clock-Ins - 4 Approved
Murphys FOH MGT Al 1 Glock-In Approved Al 1 Glock-In Approved Al 1 Clock-In Approved 1 Clock-In - 0 Approved
Murphys BOH MGT
© office Cantina
Office FOH AlI'5 Clock-Ins Approved Al 6 Clock-Ins Approved All'5 Clock-Ins Approved A7 Clock-Ins Approved All'7 Clock-Ins/NS Approved All 6 Clock-Ins Approved
Office BOH All 4 Clock-Ins Approved Al 7 Clock-Ins Approved All 7 Clock-Ins Approved All 6 Clock-Ins Approved All 8 Clock-Ins/NS Approved All'5 Clock-Ins Approved

Tips

13 Clock-Ins - 0 Approved

6 Clock-Ins - 0 Approved

0 Glock-In, 1 NS - 0 Approved

5 Clock-Ins - 0 Approved

5 Clock-Ins - 0 Approved

Managers should audit tips totals vs the POS for the pay period. HR may want to audit

additionally. Take the following steps

1. Verify Tips are balanced for each day and tie to the POS

o Go to Reports from the Main Toolbar

o Select Tips, enter the date range for the pay period, and Show Report

Reports

Tips 4| |Aug2e, 2019

Work day start time is 4:00am

to 'Sep 8, 2019

Use Our Quick 'Pay Period' Links -->

o = Verify that Tips are run for every day, and that each day is balanced

Friday Sep 6th
FOH
Total Tips 0.00% Fee Removed

Name leogial‘sh cC AutoGr Cash Total CcC AutoGr Cash
Barnes, Christian $196.04 $196.04 $0.00 $0.00 | $196.04 $196.04 $0.00 $0.00
Chouinard, Joel $23.78 $23.78 $0.00 $0.00 | $23.78 $23.78 $0.00 $0.00
Fangmeyer, Michael $89.61 $89.61 $0.00 $0.00 | $89.61 $89.61 $0.00 $0.00
Gomez, Eduardo $89.95 $89.95 $0.00 $0.00 | $89.95 $89.95 $0.00 $0.00
LaVeck, Matt $6.78 $6.78 $0.00 $0.00 $6.78 $6.78 $0.00 $0.00
Lucas, Isabella $72.52 $72.52 $0.00 $0.00 | $72.52 $72.52 $0.00 $0.00
Narvaez, Iris $99.41 $99.41 $0.00 $0.00 | $99.41 $99.41 $0.00 $0.00
Ramirez, Cesar $43.01 $43.01 $0.00 $0.00 | $43.01 $43.01 $0.00 $0.00
Segui, Josiah $41.65 $41.65 $0.00 $0.00 | $41.65 $41.65 $0.00 $0.00
Stickler, Devon $55.25 $55.25 $0.00 $0.00 | $55.25 $55.25 $0.00 $0.00
Total $718.00 $718.00 $0.00 $0.00 $718.00 $718.00 $0.00 $0.00

Bundle Total (w/o Cash)  $718.00
POS Total ( w/o Cash) $718.00

Good! m
Manual Check $D

Saturday Sep 7th - No Tips
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= At the bottom of the report, compare Total Tips, ie Credit Card and Auto
Gratuity (and Cash if Applicable) with the POS for the same date range.
= NOTE: For Upserve, run the Sales Report. Subtract cash from the Tips Total.

This number should tie to Credit Card Tips in Teamwork

= If tips don't match, audit one day at a time until the unbalanced day is

discovered. Email support@dolcesoftware.com for assistance.

Payments

Cash
AmEx
Discover
MasterCard
Visa
V/MC/D Subtotal
Credit Total
Other
Tenders Total

Total

Wage Review

e From the gearwheel menu, go to Wage Settings. From this screen you can run a

report that allows you to view all wage rates.
Manager Best Practices and Payroll Prep:

e See: https://support.dolceclock.com/help/payroll-preparation-for-managers-fork-

in-the-road

Support

e Contact: support@dolcesoftware.com if you are unable to resolve an issue.

Payment
$1,889.34
$1,842.15

$176.75
$1,918.25
$8,894.88
$10,989.88
$12,832.03
$326.01
$326.01

$15,047.38

Tip
$345.26
$17.00
$334.99
$1,518.15
$1,870.14
$2,215.40
$5.00

$5.00

$2,250.28

Total
$1,919.22
$2,187.41

$193.75
$2,253.24
$10,413.03
$12,860.02
$15,047.43
$331.01
$331.01

$17,297.66

$2,250.28 - 29.88

Tip Charge Withholdings
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

Number of Payments

20

94
13

124

149
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Playabowls Resources

Last Modified on 11/04/2020 3:02 pm MST

Manager Resources

Scheduling

e Scheduling How-To Overview

e https://support.dolceclock.com/help/scheduling-overview

e Copy Schedule forward from prior week or template

e https://support.dolceclock.com/help/scheduling-copy-forward-from-prior-week-
or-template

e Adding Events to Schedules

e https://support.dolceclock.com/help/adding-calendar-events-and-shift-prep-
notes

e Adding Weather to Schedules

e https://support.dolceclock.com/help/adding-weather-to-schedules

e Adding Sales Projections to Schedules

e https://support.dolceclock.com/help/entering-projected-sales

e Publish Schedules

e https://support.dolceclock.com/help/publish-schedules

e Printing Schedules

e https://support.dolceclock.com/help/printing-schedules
Editing & Approving Time Punches

e Editing & Adding Punches

e https://support.dolceclock.com/help/edit-time-punches

e Approving Punches

e https://support.dolceclock.com/help/approving-time-punches

e Time Punch Common Questions

e https://support.dolceclock.com/help/time-punches-common-questions
e Auto Punch for Salary Employees **Requires ADMIN

e https://support.dolceclock.com/help/auto-time-punch-for-salary

e Turning on Setting to allow for Employee Punch Requests

e https://support.dolceclock.com/help/employee-punch-requests-settings
e Manager Approval of Time Punch Requests

e https://support.dolceclock.com/help/manager-approval-of-employee-time-
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punch-request
e Employee Punch Requests (Employee Training Resource)

e https://support.dolceclock.com/help/employee-time-punch-request
Tips

e Running daily Tips, auditing tips before payroll, and creating Tips Templates
e https://support.dolceclock.com/help/playabowls-tips

e Troubleshooting POS Imbalance

e https://support.dolceclock.com/help/tips-troubleshoot-imbalance-with-pos

Employee Availability & Time-Off

e Entering / Approving employee Availability & Time-Off
e https://support.dolceclock.com/help/manage-availability-time-off
e Blocking Dates from Requests Off

e https://support.dolceclock.com/help/blocking-dates-from-time-off-requests
Managing Employee Shift Trades

e Overview
e https://support.dolceclock.com/help/manage-shift-trades-swaps

Personal Alert Settings

e Customizing admin / manager alerts (ie text and email alerts)

e https://support.dolceclock.com/help/admin-alerts
Manager Approval of Payroll

e Before signing approving payroll, verify all punches are approved, all tips are run,
and view the payroll report, Reports > Payroll > Show Report, and view report for
accuracy.

e Manager Approval of Payroll

e https://support.dolceclock.com/help/manager-approval-of-payroll

e Secondary / Final Approval of Payroll

e https://support.dolceclock.com/help/final-approval-of-payroll

Payroll Routines - Best Practices

e https://support.dolceclock.com/help/payroll-preparation-best-practices
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Editing Employees

Employee - Force Import from POS
https://support.dolceclock.com/help/employee-import-from-pos-force-sync
Adding working locations and roles to employees
https://support.dolceclock.com/help/adding-working-locations-and-roles-to-
employees

Assigning employees to primary and working schedules
https://support.dolceclock.com/help/assigning-employees-to-primary-and-
working-schedules

Inviting Employees to Activate Account / Download App
https://support.dolceclock.com/help/invite-employees

Inactivating Employees. **Inactivates from all locations**
https://support.dolceclock.com/help/inactivate-reactivate-employees

Corporate / HR Resources

Employee Edits - Corporate

Assigning Permissions
https://support.dolceclock.com/help/manage-employee-permission-settings
Custom Permission Setup
https://support.dolceclock.com/help/permission-templates
Inactivating Employees
https://support.dolceclock.com/help/inactivate-reactivate-employees
Manager Approval of Payroll

o Assigning Managers to Approve Payroll

o https://support.dolceclock.com/help/assigning-managers-to-approve-payroll

Add New Employees Manually

https://support.dolceclock.com/help/add-new-employee

Employee Wages

Adding Hourly Wages
https://support.dolceclock.com/help/adding-hourly-wages

Adding Salaries

https://support.dolceclock.com/help/adding-salary-wages

Setting up wage rules
https://support.dolceclock.com/help/entering-and-updating-minimum-and-
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tipped-wage-rules
e Creating global wage entries
e https://support.dolceclock.com/help/global-wage-entry
e Entering wages for Unassigned shifts
e https://support.dolceclock.com/help/adding-wages-to-unassigned
e Classifying training hours for analytics or payroll
e https://support.dolceclock.com/help/classifying-training-hours-for-analytics-or-

payroll

Sync Settings

e Confirming an Employee Import from POS or Payroll
e https://support.dolceclock.com/help/confirming-employee-import-from-pos-or-

payroll

Dashboard - Key Indicators

e Employee Clock-In Approval
o An essential Best Practice in Dolce is the daily approval of time punches by
managers. This dashboard report shows a GREEN indicator for locations that
have approved punches, and a RED indicator for locations that have not

approved punches. All punches should be GREEN within a day for best results.

Choose your Clock-In Approval Schedules ' 31 of 32 Displayed Schedulesn

Week | Sep 20, 2020
Sunday Monday Tuesday Wednesday a
Sep 20, 2020 Sep 21, 2020 Sep 22, 2020 Sep 23, 2020 ep 24, 2020

© Food Truck 4

Food Truck 4 1 Clock-In - 0 Approved
© Fort Lauderdale

Fort Lauderdale 9 Glock-Ins - 0 Approved 7 Clock-Ins, 1 NS - 0 Approved 6 Clock-Ins, 2 NS - 0 Approved 8 Clock-Ins, 1 NS - 0 Approved
© Deerfield Beach

Deerfield Beach All 4 Clock-Ins Approved Al 2 Clock-Ins Approved 3 Clock-Ins - 0 Approved 3 Clock-Ins - 0 Approved 1 Clock-In - 0 Approved
© Boca Raton

Boca Raton Al 8 Clock-Ins Approved Al 6 Clock-Ins Approved 8 Clock-Ins - 0 Approved 6 Clock-Ins, 1 NS - 0 Approved
© Red Bank

Red Bank Al 6 Clock-Ins Approved Al 7 Glock-Ins Approved 6 Clock-Ins, 1 NS - 0 Approved 7 Clock-Ins, 1 NS - 0 Approved
© Wilmington NC

NOT USE Wilmington NC

e Weekly Financials - shows week to date scheduled vs actual performance, by store
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= Weekly Financials

Week ) Sep20,2020 [7] [ |20f32Schedules [ i Print

. Labor & Sales Analytics for the Week of Sep 20, 2020

Sun Sep 20 MonSep21 |  TueSep22 WedSep23 | ThuSep 24 Fri Sep 25 Sat Sep 26 | WTD Overtime WTD

| Actual Actual | Actual Actual | Actual | Scheduled  Actual Actual |Scheduled Actual Scheduled Actual

¥ See All Roles Deerfield Beach
Sales $ 700 1,518 400 220 500 414 600 635 $2,200  $2,788
Hours. 25 24 13 13 16 15 17 20 0.0 0.0 70.0 72.4
Hourly $ 269.3  267.0 143.0 1410 1928 180.0 155.0  187.0 0 0 $760 $775
Hourly % 38.5% 17.6%| 35.8% 63.9%| 38.5% 43.4%| 25.8% 29.4% 34.5%  27.8%
Salary $
Salary %
Hrly+Sly % 38.5%  17.6%| 35.8% 64.0%| 38.6%  43.4%| 25.8%  29.5% 34.5%  27.8%
Transactions 0"/ 174
Guests 0" /0
Prod Idx $28.6  $62.4| $30.8  $17.1 $31.3  $27.2 $36.4  $31.7 $0.0 $0.0 $0.0 $0.0 $0.0 $0.0 $31.4 $38.5

e Other dashboard modules can be arranged in order of personal priority, or hidden.
Running Payroll

e Go to Reports >Payroll

e Choose the EIN and preview the Screen Report
e Resolve all PINK WARNINGS

e Validate Manager Sign-Off

e Push payroll to ADP

e Audit column totals Dolce vs ADP

e Lock Payroll from further edits

Adding a New Location

e From the Clover POS at the new location, Sign Up for the Dolce App
o TIP: When initial employees are added to Clover, please use both First AND LAST
names.
o TIP: If FOH and BOH or any other Roles are used for scheduling, please create
those roles in Clover, and assign them to relevant employees.
e Email support@dolcesoftware.com and advise us of the new store sign up, as we'll
make adjustments on our end particular to your company.
o NOTE: Advise Dolce if the new location should be grouped with Corporate, and
existing Dolce franchise user, or a New independent account.
o Advise us who the lead contact for the new store is, and who the corporate
trainer is, so we can be sure both are invited into the system.
e When the new location prepares its first payroll, it should do so 48 hours ahead of
the payroll deadline, to allow time for any questions, setup, or support issues. Dolce
does not assure support for an initial payroll attempted on its due date.

Support

e support@dolcesoftware.com
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e 833-396-4335 for text support
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Playabowls Tips

Last Modified on 09/24/2020 12:07 am MDT

Running Daily Tips
Tips can be pulled from the POS each day and pooled

e Edit and approve time punches prior to running tips.
e Underneath the analytics each day is a button, Enter Tips, shown below. To begin a

tip-out, press the button.

A Show Requirements Sun Sep 13 (4, 5 1

Deerfield Beach

All 4 Clock-Ins Approved

O fam  Sched  Act

Hours 24 19 |k
$ Hrly $278 $215|§
§ Salary $0  $0|§
% Slry+Hrly 39.7% 34.3% |9

§ Sales © °

% Hrly 39.7% 34.3%
—« Enter Tips ($40) m Note |[E
Prod ldx  $28.57$32.58 | |

Trans: 39 Guests: 0
Resync Sales/Tips

© un

e From the Template Dropdown, shown below, select the Tip Pool, and press Apply

Tip Calculator for Deerfield Beach Sun Sep 13th, 2020
Clock-In Breaking: Truncate at Day Part
Pooling JOlLEIS,TI) Labor from | 1 of 1 S¢hedule u Roles | 5 of 5 Roles Selected

e: Deerfield Beach
| Roles: No Role, Asst Manag =r, Employee, Manager, Shift Leader

B
Note: Tip Imports sync to inute intervals New
Use Default Day Parts | or Tip Template 1 of 1 Template Apply 4
Tip Bundle: Tip Bundle @ 1:29:21am 9 Tip Pool Deerfield i
/1. Day Parts: ' Choose a Time Range ¥ From | ;ave as Default H

-

\dd / Go to Tip Bundle @... v

e View the Tip-Out, where you can see Tips pulled from Clover, and the Tips Pool
including employees and hours worked, as shown below.
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\ POS Linked
Cred 40.03

AutoGrat $ 0.00
Cash $ 0.00
Total $40.03 $0.00
Notes:
0% % of
— Equalize TC Fee Net Net
Employee Add+ % Total Multip  Hours CC AutoGr Cash |Total | Total Sales Sales
Deerfield Beach
Barton, Brianna Asst Manager % or $ 1.00 3.60 Y Gy G 7.50 |0.00 0% 0.00

0.00 0.00 0.00
Deerfield Beach

13.64 0.00 0.00

inq Employee % or $ 1.00 6.55 13.64 I 0% 0.00

Chaffee, Jessica ° 0.00 0.00 0.00 S|
Deerfield Beach

10.66 0.00 0.00

Shift Leader % or $ 1.00 5.12 X ! % J
Freund, Becca 0,00 0.00 0.00 10.66 10.00 0% 0.00

823 0.0 0.00
iley Employee % or $ 1.00 3.95 2 H 0% 0.00
Oldham, Riley : 000 0.00 0.0/ 823 |0:00

Deerfield Beach

0.00 0.00 0.00
+ 09 ! ! % 0.
& 0.0%or$ or Pts 000 000 000 000 [0.00 0% 000

19.22 $40.03 $0.00 $0.00 $40.03 $0.00
$0.00 $0.00 $0.00

e The small window shown below, the Tips Navigator, shows saved activity, and verifies
if tips match the POS.

o If the pool (above) reveals errors in time card such a time or role, DELETE the
activity from the Navigator (see Delete All in the navigator window shown
below). Make time punch edits, then re-run tips.

o If the pool does not match the POS "Good!’, please email details to
support@dolcesoftware.com
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DserficldiBSach Save All || New Bundle || Delete All

Bundle Total (w/o Cash) $40.03

12:00am to 12:00am $40.03 CC

POS Total (w/o Cash)  $40.03
Good! $0.00
@ P Tip Pool Deerfield x Tip Bundle Detail

Clock-In Breaking: Truncate at Day Part

3 of 5 Roll

Tip Source: Deerfield Beach
Roles: Asst Manager, Employee, Shift Leader

Labor from 1 of 1 Schedule

Tip Pool Deerfield - Tip Pooling

3 Saiary $U 3075 12:00am to 12:00am $40.03 CC
% Slry+Hrly  39.7% 34.3% %,
. o
§Sales - 84 Note: Tip Imports sync to 1 minute intervals
% Hrly 39.7% 34.3% | %)
Enter Tips (s40)m  Note |Ef Use Default Day Parts | or Tip Templates: Select Template
Prod ldx_| $28.57$32.58) P Tip Bundle: Tip Pool Deerfield
Trans: 39 Guests: 0
Resync Sales/Tips Day Parts: From 12:00am to 12:00am Save as Defz
Total Week POS Linked
Credit $ 40.03
2019 Budget Schedy AutoGrat $ 0.00
Sales $2,802 $3, Cash $ 0.00
Hours 0 Total $40.03  $0.00
OT Hours 0 Notes:
$ Hourly $0 $1, _
i — _Equalize
SlomRremium $0 Employee Add* % Total Multip  Hours
Hourly + OT 0 1) Deerfield Beach
’ ' ° ¢ Barton, Brianna Asst Manager % or $ 1.00 3.60
% Hourly + OT 0.0% 0 52 s
Deerfield Beach

Tips Audit / Verification for Payroll

Before executing payroll, perform the following audit:

e From the main toolbar at the top of the screen, select Reports, then Tips

e Select the pay period as shown, and press Show Report

Extensis® Pay Frequency Sat Sep 26, 2020

Open Payroll Start: Sun Sep 13, 2020 Eng

Show Report

Reports
Setrange o
{ Tips 4+ | Sepl3.2020 to Sep 26,2020
Work day start tims 15
Options: | O Everybody ¢ of || East Brumswick 1 of 32 Schedules

oles 3 of 3 Roles Selected

HTML / PDF / CSV Report Status Delete All Reports

Requestedon  Name

Download / Open

Ready Sep 16, 1:43pm Tips_Sep 1_to_Sep 30.html & View Report
Ready Jul 8, 12:13pm  Tips_Jun 21_to_Jul 4.htm! sy View Report
Ready Jul 8, 12:13pm  Tips_Jun 21_to_Jul 4.htm! & View Report

BT Export as Dolce Clock
(csv)

e Verify tips for every day in the pay period have been run, and balance "Good!".

e Totals at the bottom of the report can be checked against the POS for the pay

period.
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Tuesday Sep 15th
East Brunswick

Total Tips
Total
w/o Cash CC AutoGr  Cash Total CC AutoGr Cash  Tips Paid
Cannavo, Tiffany $27.09  $27.09 $0.00 $0.00| $27.09 $27.09 $0.00 $0.00 $0.00
Hamzik, Ana $21.81 $21.81 $0.00 $0.00 | $21.81 $21.81 $0.00 $0.00 $0.00
Karczewski, Steven $22.10  $22.10 $0.00 $0.00 | $22.10 $22.10 $0.00 $0.00 $0.00
McDonald, Brian $18.07  $18.07 $0.00 $0.00| $18.07 $18.07 $0.00 $0.00 $0.00
Russo, Alyssa $13.40  $13.40 $0.00 $0.00 | $13.40 $13.40 $0.00 $0.00 $0.00

Total $102.47 $102.47 $0.00 $0.00 $102.47 $102.47 $0.00 $0.00 $0.00

Bundle Total (w/o Cash)  $102.47
POS Total (w/o Cash) $102.46
Good! $0.01

Manual Check 3:]

Wednesday Sep 16th
East Brunswick

Total Tips
Total
w/o Cash cC AutoGr  Cash Total AutoGr
Friedman, Zinah $10.60  $10.60 $0.00 $0.00 | $10.60 $10.60 $0.00 $0.00 $0.00
Hamzik, Tena $11.61 $11.61 $0.00 $0.00 | $11.61 $11.61 $0.00 $0.00 $0.00

Karczewski, Steven  $17.93  $17.93 $0.00 $0.00 | $17.93 $17.93 $0.00 $0.00 $0.00
Mandleur, Madison $12.20 $12.20 $0.00 $0.00 | $12.20 $12.20 $0.00 $0.00 $0.00
Mendoza, Julienne $9.11 $9.11 $0.00 $0.00 | $9.11 $9.11 $0.00 $0.00 $0.00
Simpson, Emma $21.33 $21.33 $0.00 $0.00 | $21.33 $21.33 $0.00 $0.00 $0.00

Total $82.78 $82.78 $0.00 $0.00 $82.78 $82.78 $0.00 $0.00 $0.00

Bundle Total (w/o Cash)  $82.78
POS Total (w/o Cash) $82.79

Good! $-0.01
Manual Check SC]

Adding or Editing the Tips Template

From the Gearwheel Menu, go to Tips Templates

pen 0

O General Settings

@ Roles / Headings Settings

£ Logbook Pro Settings

@ Reminders, Certifications & Custom
©F Wage Settings / Rules

®g Holiday / Premium Wages

Tip Templates / Settings

e ATips Template can be created or edited. Settings should like like the following
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example.
e Note that ROLES included in the tip-out can be selected.

«~

Templates for Manasquan - 1 Template

New Tip Template
M anasquan Copy All Templates to | Select a Schedule
N Al Tips ¢ Cash Sales Only @ None B

Apply at Clock-Out Show All Schedules  Sales & Tips from POS Account | POS Sync (manas.) & Redistribute Cish to CC & Auto

Use Role Tip Rates Only Use Role Pts Only
© Truncate on Day Parts  Include All if Starts in Day Part Intelligent Shift Categorization with 2 Day Parts  Use Headers for Shift Categgfization
Tip Calculator Setup

Bundle Type  Ownership @ Pool | 'Equalize Labor from | 1 of 1 Schedules u Roles | 7 of 8 Roles n fns: Choose a Time Range 4+ From 12:00am to 12:00am

AllRoles ~Filter tips on Service Fee types
ilter ti rvi
No Role o 25

Admin

New Allocati New Empl Link Asst Manager

Corporate

Employee
Manager

Shift Leader

Training

~ Add 0 % of Cash Sales to Auto Grat  Select All Links with Name Containing
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Barracuda Period Tips

Last Modified on 02/06/2021 2:01 pm MST

Using Pay Period 1.22.2021 as an example

Select Pay Period Tips from the Schedule

Sort by: A-Z | Roles | Groups @ csT

Barracuda Taco Stand Schedule All v Published on Jan 28 by L Kissane <9 [EIRR L]

Select both templates as shown below and press Apply

— Tip Calculator for 'Barracuda Taco Stand Schedule' - - Pay fericd starting Fri Jan 22nd, 2021

Clock-In Breaking: Truncate at Day Part
elellals8 Ownership Labor from 1 of 2 Schedules

Tip Source: Barracuda Taco St7 nd Sche
Roles: Lead, Tearr

of 4 Roles Selected n

Tip Bundle Detail

Pay Period Tip Pool Pool Link - Tip Pooling
12:00am to 12:00am $15,359.37 Linked

Links pulled in from these bundles:
Pay Period Tip Pool - 12:00am to 12:00am @ Barracuda Taco Stand Sch

y Square (taco Stand) POS SYNC @Feb 6, 2:45pm ®

Note: Tip Imports sync to 15 minute i New = New Downstream

Use Default Day Parts | or Tip Templates:
Period Tips

) Door Dash C
Day Parts: | Choose a Time Range v From 12:0C Pay Period Tip Pool as Default

Tip Bundle: Pay Period Tip Pool Pool Link

POS Linked
Credit $ 0.00| |12,989.7% | 23 of 24 Tip Links Select

Press Save All, and then the red triangles will turn green to show the saved status
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Tip Bundle Navigator

Barracuda Taco
Stand Schedule New Bundle || Delete All
Bundle Total (w/o Cash) $0.00
POS Total (w/o Cash) $16,687.03
A$-16,687.03
® O Door Dash x

12:00am to 12:00am $538.05 CC, $789.61 AutoGr
A P Door Dash Allocation
12:00am to 12:00am
® O Pay Period Tip Pool
12:00am to 12:00am $12,989.70 CC, $2,369.64 AutoGr

A P Pay Period Tip Pool Pool Link
12:00am to 12:00am

x

Saved looks like this, with dolce balancing against the POS

Tip Bundle Navigator
Barracuda Taco

Stand Schadole Save All | New Bundle || Delete All
Bundle Total (w/o Cash) $16,687.00
POS Total (w/o Cash) $16,687.03
Good! $-0.03

® O Door Dash x

12:00am to 12:00am $538.05 CC, $789.61 AutoGr
® P Door Dash Allocation
12:00am to 12:00am
® O Pay Period Tip Pool x
12:00am to 12:00am $12,989.70 CC, $2,369.64 AutoGr

® P Pay Period Tip Pool Pool Link
12:00am to 12:00am

You'l see $1,327 from doordash, which is kept for the House
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—*’ O Door Dash
12:00am to 12:00am $538.05 CC, $789.61 AutoGr

iiplBuncie’Navigaton ‘B Calculator for 'Barracuda Taco Stand Schedule' - - Pay Period starting Fri Jan 22nd, 2@

Clock-In Breaking: Truncate at Day Part
w Labor from | 2 of 2 Schedules 1 of 5 Roles Selected n

Tip Source: Barracuda Taco Stand Schedule, Barracuda MGT Schedule
Roles: HouseAccount

Barracuda Taco
Stand Schedule

Bundle Total (w/o Cash)  $16,687.00
POS Total (w/o Cash) $16,687.03
Good! $-0.03

Save All | New Bundle || Delete

Tip Bundle Detail
Door Dash - Tip Ownership

@ P Door Dash Allocation
12:00am to 12:00am $538.05 CC, $789.61 AutoGr by Square (taco Stand) POS SYNC @Feb 6, 2:47pm ®

12:00am to 12:00am
@ O Pay Period Tip Pool
12:00am to 12:00am $12,989.70 CC, $2,369.64 AutoGr

@ P Pay Period Tip Pool Pool Link Note: Tip Imports sync to 15 minute intervals New
12:00am to 12:00am N
\ Use Default Day Parts | or Tip Templates: Select Template . Apply
Qdcffgﬁ,?’;’;‘(%";’f" the Tip Bundle: Door Dash
59°F)
Day Parts: | Choose a Time Range v From 12:00am to 12:00am Save as Default
Unassigned Notes:
Hrs: 9.75 Shifts: 1 :
0% %or
Assis, Mo POSCC POS POS AutoGr CCFee Net Net
e 3275 ohifte. 4 | O_Employee ada. POS CC Override AutoGr _ Override __ Total _ Total Sales Sales
- . Té Barracuda Taco Stand Schedule
_ Account, House HouseAccount 0.00 0.00 | 0.00 0.00 0% 0.00
Eennawﬂ,f\uarzn 11:00am - 9:15pm Barracuda Taco Stand Schedule
Door Dash 538.05 78061 | 1,327.66 0.00 48.62% 2730.50
n Bay_lgcuda Taco Stand Schedule T
Bradley, Sharnice & Door Dash 538.05 789.61 1,327.66 0.00 100% 0.00
Hrs: 10.00 Shifts: 2
= $538.05 $789.61 $1,327.66 $0.00 49% $2,730.50
Bussart, Bailey 11:00am - 9:15pm é.l
Hrs: 39.75 Shifts: 4 Lead - Counter, Support 1
L A
& & Print | | Save | [
L Add / Go to Tip Bundle @... v
m J
U — " " " "

And $15,359 in the employee pool

Tip Bundle Navigator

B = Tip Calculator for 'Barracuda Taco Stand Schedule' - - Pay Period starting Fri Jan 22nd, 2021
iAol Tace Save All | New Bundle || Delete All

Stand Schedule Clock-In Breaking: Truncate at Day Part
Bundle Total (w/o Cash! 16,687, i S o s W
CIEDICIOEEED) - QI (T ownership Libor from | 1 of 2 Schedules [ 20f 4 Roles Selected [
POS Total (/o Cash) $16,687.03
Good! $-0.03 Tip Source: Barracuda Taco Stand Schedule
Roles: Lead, Team
® 0 Door Dash x Tip Bundle Detail
12:00am to 12:00am $538.05 CC, $789.61 AutoGr - !
@ P Door Dash Allocation Pay Period Tip Pool Pool Link - Tip Poc ing
12:00am to 12:00am 12:00am to 12:00am $15,359.37 Link d by Square (taco Stand) POS SYNC @Feb 6, 2:47pm (%)
® O Pay Period Tip Pool x Links pulled in from these bundle:
12:00am to 12:00am $12,989.70 CC, $2,369.64 AutoGr Pay Period Tip Pool - 12:00am to ' %:00am @ Barracuda Taco Stand Schedule
@ Pay Period Tip Pool Pool Link
12:00am to 12:00am
y Note: Tip :mports sync to 15 minute intervals New || New Downstream
Clear throughout the S .
Q day. 8% (40°F - Use Default Day Parts | Or Tip Templates: Select Template H Apply
59°F) e -
) Tip Bundle: Pay Period Tip Pool P¢ | Link
Unassigned Day Parts: | Choose a Time " v From 12:00am to 12:00am ‘Save as Default
Hrs: 9.75 Shifts: 1
POS Linked
Assis, Mo 1 dit 12,989.72 | |23 of 24 Tip Links Select
Aosle, Mo e ! Credit § 0.00 |12, | Jes ip Links Sele
- AutoGrat § 0.00/| 2,369.64
Bennawit, Aaron 11:00am - 9:15pm 2
Hrs: 49.00 Shifts: 6 Team i Service Fee $ 0.00 | 0.00/
Bradley, Sharnice Cash § 0.00/| 0.00]
Hrs:10.00 Shifts: 2 B o T — ——
Total $0.00 515,359.37
Bussart, Bailey 11:00am - 9:15pm U Notes:
Hrs: 39.75 Shifts: 4 Lead - Counter, Support N o
O Empl OEouaiize CCFee Net  Net
1 mployee SEATAE % Total Multip _ Hours CC__ AutoGr Cash _Total Total Sales Sales
Tarracuda Taco Stand Schodue
L 0.00 0.00 0.00
Toam % or $ 1.00 61.02 798.86 0.00 0% 0.00
= S e 67561 12325 000 0
co Stand Schedule S S —
g 0.00 0.00 0.00
Toam % or § 1.00 |83.12 5 X %
B Bennawit, Aaron 92029 16788 o000 108817 0.00 0% 000
Barracuda Taco Stand Schedule
Cox, Leslie 3:00pm - 9:15pm < Team %or$ 100 [12.17 0.00 0.00 0.00
s . . 185.51 0.00 0% 0.00
Hrs: 35.50 Shifts: 4 Team - Bar Breclan SiEmE S S Shidld 156.89  28.62 0.00
Barracuda Taco Stand Schedule
- 0.00 0.00 0.00
Davis, Jaquel 8:00am - 2:00pm 8 Bussart, Bailey ¢ %or$ 1.00/ [90.21 1180.99 0.00 0% 0.00
Hrs: 24.00 Shifts: 4 Team T T . B o 998.79  182.20 0.00
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Slanted Door Tips Overview

Last Modified on 10/10/202110:21 pm MDT

San Ramon

The following templates can be run daily.

e After templates are run, remember to SAVE ALL from the navigator window. Red

triangles represent un-saved activity.

Select Template Appl
[ DAILY
Dally (J FOH cash Pool
’ (CJ FOH Tip Pool
() service Charge
(D other
[J FOH Cash Pool Manual

-

When templates have two levels, outdented and indented, the outdented shows SOURCE
TIPS, and the indented is the POOL.

e The pool may be adjusted as needed, i.e. if a different point value than a default role
setting is desired. Press SAVE at the bottom of the window after and edit.
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Source Tips

Pool

Cashier FOH Save All|| Delete Al

Bundle Total $900.43
POS Total $893.42
Additional Tips —s 700
by Li Zhang
Good! 50.01
View Summary of Payroll Tips

® O FOH Tips Equalized
4:00am to 4:00am $303.84 CC

@® P FOH Tips Equalized Pool
Link.

4:00am to 4:00am $7.00
Cash
® O Service Fee
4:00am to 4:00am $589.58
AutoGr
@ P Service Fee Pool Link
4:00am to 4:00am

i ST
2:18pm - 4:08pmV
1.3 / 5.5 hrs

:19am - 4:11pmV
L / 5.5 hrs

3 Clock-Ins Approved Al 3 Clock-Ins Approve

Tips v/ Tips v/
. sched  Act (9% - sched
223 220 Hours 223
; e ¢

7.1% 7%

Note

% Hourly
ips ($702)
ns: 314 Guests: 314

Resync Sales/Tips
Resync Punches

Enter Tips (868)
Trans: 326 Gue:
Resync Sales/Tips
Resync Punches

1 Week

2020 Budget Sched
s $0 $18,

@ |z

n Breaking: Truncate at Day Part

Labor

<)l Ownership
from

1 of 2 Schedules

Roles: Cashier
Tip Bundle Detail

|2 1of3Roles selected [

Tip Source: Cashier FOH

FOH Tips Equalized Pool Link - Tip Pooling
4:00am to 4:00am  $7.00 Cash, $303.84 Linked

Links pulled in from these bundles:
FOH Tips Equalized - 4:00am to 4:00am @ Cashier FOH

by Tech Support @Oct 7, 8:12pm

®

Note: Tip Imports sync to 1 minute intervals New | New Downstream
Use Default Day Parts | or Tip Templates: Apply
Tip Bundle: FOH Tips Equalized Pool Link
Choose a Time Range v | From 4:00am to |4:00am Save as Default
POS Tips Linked
Credit $ 0.00 303.84 | 5 of 29 Tip Links Selecteu
AutoGrat $ 0.00 0.00
Service Fee $ 0.00 0.00
Cash § 7.00 0.00
Total $7.00 $303.84
Notes:
o% ot
o (O Equalize Srve CCFee Net  Net
Employee [TAdd + % Total Multip _ Hours CC AutoGr_Cash Fees Total _ Total Sales Sales
Cashier FOR
0.00 0.0 3.50 0.00
Cashi % or 1.00/ | 1.00
Moore, Diana Cashier $ IBER 06D 06D O 165.42 0.00 0% 0.00
Cashier FOH
0.00 0.0 3.50 0.00
ison Cashier % or$ 1.00 | 1.00 k ! % 0.
o 15192 000 000 000 0042 000 0% 0.00
® 0.00 0.00 0.00 0.00
+ .0 % I I % 0.
& Allocated || 0.0% or § or Pts 000 000 000 000 000 000 0% 000
2,00  $0.00 $0.00 $7.00 $0.00 $310.84 $0.00
$303.84 $0.00 $0.00 $0.00
{1 | &Print Save [

To add additional cash to cash already declared, use the override field as shown, and

SAVE.

e Use the "Additional Tips" field in the navigator to confirm the amount of additional

tips added. The day must balance.

T

T
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Tip Bundle Navi
Fri Oct 8, 202

gator = Tip Calculator for 'Cashier FOH' - Fri Oct 8th, 2021 ©)

Clock-In Breaking: Truncate at Day Part

Ownership ';::r‘:"' 1 of 2 Schedules n 2 of 3 Roles Selected u

Cashier FOH

Bundle Total
POS Total

Additional Tips —$
by Li Zhang

Tip Source: Cashier FOH
Roles: Cashier, Manager

Tip Bundle Detail
FOH Tips Equalized - Tip Ownership
iewSounaryiof BayrolIips 4:00am to 4:00am  $245.90 CC, $6.00 Cash by Li thang @Oct o, 11:55am ()

® O FOH Tips Equalized
4:00am to 4:00am $245.90 CC, $6.00
Cash Note: Tip Imports sync to 1 minute intervals New

Good! $0.02

@ P FOH Tips Equalized Pool Link
4:00am to 4:00am Use Default Day Parts | or Tip Templates: App!
® O Service Fee
4:00am to 4:00am $504.46 AutoGr Tip Bundle: FOH Tips Equalized
@ P Service Fee Pool Link
4:00am to 4:00am Choose a Time Range ~ | From |4:00am to |4:00am Save as Defa It
'AIl3 Clock-Ins Approved 'AIl3 Clock-Ins Approv Notes:
T b 0% % of
Tips v/ Tips v/ o POSCC POS POSAutoGr POS POS Declared Fees CCFee Net  Net
1008 10/9 Employee | Add+ POS CC Override AutoGr _Override Declared _ Override _Fe ;s Override Total _ Total Sales  Sales
5:02am Sched Act  5:02am Sched Cashier FOH
Hours 31.8 3 Hours 31.8 ooAccoum, House HouseAccount < 0.00 0.00 0.00 .00 0.00 0.00 0% 0.00
$Sales & 4,000 ssales & 4,500 °(3] [
%Hourly  92% 10.7% %Hourly  8.2% & Brewer, Nyreki C2sfier < 0.00 0.00 2.00 0.00 2.00 0.00 0% 000
Enter Tips ($804) Note Enter Tips ($877) N¢
Line Dish BOH
Trans: 316 Guests: 316 Trans: 317 Guests: 3 9 choi, Dong Menager g 0.00 0.00 0.00 0.00 000 000 0% 1525
Resync Sales/Tips Resync Sales/Tips ’
Resync Punches Resync Punches Cashier FOH
Dean, Brandon Cashier 0.00 0.00 2.00 0.00 2.00 0.00 0% 0.00
Total Week 00 &
Cashier FOH
L EPOSOLO 7.94 0.00 0.00 2.00 0.00 9.94 0.00 3.20% 311.00
2020 Budget Schedul|
Gashier FOH
Sales $0 $21,000 PReg11 @ 110.19 0.00 0.00 0.00 110.19  0.00 8.02% 1,374.49
% Total Hourly 0.0% 8.7 Gashier FOH
% Total Salary + Hrly 0.0% [ % 1540 PReg22 Z 122.26 0.00 0.00 0.00 122.26 0.00 7.85% 1,557.38
Cashier FOH
P zhang, Li Manager g 5.51 0.00 0.00 0.00 5.51 0.00 5.25% 105.00

The CASH POOL will not produce any results if NO declared cash has been entered.
To enter cash manually when NO cash has been declared, run the "Cash Pool Manual’

e Enter the cash amount as shown below, and SAVE
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e e s e s ey

Use Default Day Parts

Tip Bundle: FOH Cash Pool Manual

Choose a Time Range

POS Tips Linked

B T T ave

1 of 4 Templates m Apply

or Tip Templaies:

v | From 4:00am

.

() DAILY

(J FOH cash Pool
[J FOH Tip Pool
(J service Charge

v

AV VY A VY AL wAa L

. — ¥ Other
Credit $ 0.00 0.00 Select Tip Links FOH Cash Pool Manual
AutoGrat $ 0.00 0.00
Service Fee $ 0.00 0.00
W Cash $ 100 0.00
Total $100.00 $0.00
Notes:
0% % of
0 M Equalize Srvc CCFee Net Net
Employee  Add+ % Total Multip  Hours CC AutoGr Cash Fees Total Total Sales Sales
San Ramon-Slanted Door FOH
0.00 0.00 18.18 0.00
iseg Server % or $ 200 | 1.00 18.18 0.00 0% 0.00
Gz, likises 0.00 0.00 000 0.00 k
San Ramon-Slanted Door FOH
0.00 0.00 18.18 0.00
s % or $ 2.00 | 1.00 18.1 X 0% 0.00
SIHAIIEISS 000 000 000 000 &18 000 0%
San Ramon-Slanted Door FOH
0.00 0.00 18.18 0.00
Server % or $ 2.00 1.00 18.1 J 0% 0.00
Louveniibac ° 000 000 000 000 '&18 000 0%
San Ramon-Slanted Door FOH
N 0.00 0.00 9.09 0.00
io| Buss % or $ 1.00 | 1.00 . I % 0.
Reyes, Daniel =13% : 0.00 000 000 000 09 000 0% 000
San Ramon-Slanted Door FOH
0.00 0.00 18.18 0.00
‘<o Bartend % or $ 2.00 | 1.00 18.1 " 0% 0.00
Romero, Francisco “2ender 0.00 000 000 0.0 8.18 0.00 %
San Ramon-Slanted Door FOH
0.00 0.00 18.18 0.00
Server % or $ 2.00 1.00 18.18 0.00 0% 0.00
Vogler, Marc 0.00 0.0 0.0 0.00 ’
® 0.00 0.00 0.00 0.00
o +  Allocated| 0.0% Pt 0.00 0.00 0% 0.00
! ocate e orrts 0.00 0.0 000 0.00
3
11.00 $0.00 $0.00 $99.99 $0.00 $99.99 $0.00
$0.00 $0.00 $0.00 $0.00
J = Print | Save C

If additional cash is input for San Ramon, the Service Charge to BOH must be overridden,
with the updated tip-out amount, as shown below, and SAVE.

741



4UUAIN O 4:0UEMN 3270.21 LU

11p Bunale: | Service Uharge

oose a Time Rang

v From |4:00am

to 4:00am

‘Save as Default

0 Service Charge ®
4:00am to 4:00am $1,816.10 SrvcFees
@ P BOH Allocation
4:00am to 4:00am
@ P Service Charge Pool Link
4:00am to 4:00am
<
< N .
5 o Tips Run No Tips Run
)
Sched  Act Sched
Hours 00 0.0 Hours 0.0
$ Sales $ Sales
% Hourly 0.0% 0.0% % Hourly 0.0%
Enter Tips (50} Note  Enter Tips (s0) L

Resync Sales/Tips
Rosync Punches

Total Week
2020
Sales $17,081
% Total Hourly 0.0%
% Total Salary + Hrly 0.0%

Sortby: A-Z | Roles | Groups ¥ PDT
Rice & Bones

Cashier FOH

Resync Sales/Tips
Resync Punches

Budget Sche|
$8f

[

Summary Pin to Top of Pag

Oct 4, 2021
Sched  Act

Rice & Bones

Oct 5, 2021

®oo+

Sched

Notes:
0% %o
o POSCC POS POSAutoGr POS POS Declared Fees CFee Net  Net
Employse IR POS CC Override AutoGr _Override _Declared _Override Fees Override _Total __Total Sales _Sales
San Ramon-Sianted Door PO
ooAccounL Flonaalcteatee st Sy 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0% 0.00
San Ramon-Sianted Door FOH
ooGonza\ez. Moises Server =3 40.00 | 000, 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0% 2,212.00
San Ramon-Sianted Door FOH
ooLu, Anna 70.00  0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0% 2,422.00
San Ramon-Slanted Door FOH
&P Nuyen, Thao Sever 3421 000 000 | 0.00 0.00 0.00 0.00 0.00 0.00 0% 1,872.00
San Ramon-Sianted Door FOH
000nlme Order 8 16.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0% 185.00
San Ramon-Sianted Door FOH
ooauimung, Bobby General manager gy 5.00  0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0%  40.00
San Ramon-Sianted Door FOH
ooRumem, Francisco Bartender < 0.00  0.00/  0.00 0.00 125.68 0.00 0.00 0.00 0.00 0% 347.00
San Ramon-Sianted Door FOH
P senvice Charge &8 000 | 0.0, 000 | 0.00 0.00 0.00 1,773.50 1,332.10 0.00 0%  0.00
San Ramon-Sianted Door FOH
ooTake out Service Charge Takeout &5 0.00 0.00 0.00 0.00 0.00 0.00 42.60 32.00 0.00 0% 0.00
San Ramon-Sianted Door FOH
00Vog\er, Marc Server g 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0% 2318.50
BOH %or$ 452 0.00 0.00 0.00 452.00 452,00 0.00 0% 0.0
$0.00 $0.00 $0.00 $1,816.10 $1,816.10 $0.00 19% $9,396.50
- = Print | | Saye

Add / Go to Tip Bundle @...

Both templates shown below should be run daily

Select Template
() Daily

v

() FOH Tips Equalized

im [ Service Fee

Additional cash, can be entered into the "FOH Tips pool’

Apply

, ds shown below, and Save.
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® O FOH Tips Equalized
4:00am to 4:00am $245.90 CC, $6.00
Cash
@ P FOH Tips Equalized Pool Link
4:00am to 4:00am
® O Service Fee
4:00am to 4:00am $504.46 AutoGr
@ P Service Fee Pool Link
4:00am to 4:00am

®

All 3 Clock-Ins Approved All 3 Clock-Ins Approve

SUvan WU Uval 9ETULIV UL, 9ULUU vash by e ey Suve gy e

Note: Tip Imports sync to 1 minute intervals

Use Default Day Parts | or Tip Templates: Apply

Tip Bundle: FOH Tips Equalized

Choose a Time Range v From |4:00am to |4:00am Save as Defaull

Notes:

0% % of
Tips Tips O POSCC POS POS AutoGr POS POS Declared Fees CCFee Net Net
Employee | Add+ POS CC Override AutoGr _Override Declared _ Override verride Total  Total Sales  Sales
e  Sched  Act %2 Sched Cashier FON
Hours 31.8  32.3 | Hours 318 ooAccounl, House HouseAccount < 0.00 0.00 0.00 0.00 0.00 0% 0.00
$ Sales :2 4,000 $ Sales g 4,500°(3 Cashier FOH
% Hourly 9.2% 10.7% % Hourly 8.2% Brewer, Nyreki Cashier < 0.00 0.00 2.00 2.00 0.00 0% 0.00
Enter Tips ($804) Note  Enter Tips ($877) N¢ Line Dish BOH
Trans: 316 Guests: 316 Trans: 317 Guests: 3 fchojy Dong Manager < 0.00 0.00 0.00 0.00 0.00 0% 15.25
Resyn Sales/Tips Resync Sales/Tips
Resync Punches Resync Punches. Cashier FOH
Dean, Brandon Cashier <2 0.00 0.00 2.00 2.00 0.00 0% 0.00
Total Week
Cashier FOH
L EPOSOLO 7.94 0.00 0.00 2.00 0.00 9.94 0.00 3.20% 311.00
2020 Budget Schedul| Cashier FOH
Sales $0 $21,0 Reg11 & 110.19 0.00 0.00 0.00 110.19 0.00 8.02% 1,374.49
% Total Hourly 0.0% 8.7 Cashier FOH
fRegZZ < 122.26 0.00 0.00 0.00 122,26 0.00 7.85% 1,557.38
% Total Salary + Hrly 0.0% [ |% 15.2
Cashier FOH
Zhang, Li Manager < 5.51 0.00 0.00 0.00 5.51 0.00 5.25% 105.00
®f an Allocated 0 %or$ 0.00 0.00 0.00 0.00 0.00 0.00 0% 0.00
Summary n to Top of Page
‘ $245.90 $0.00 $6.00 $0.00 $251.90 $0.00 7% $3,363.12
Oct 4, 2021 Oct 5, 2021 N . N
o sored not 198 cored | & Print | Save (7
Hours 71.3  72.1 Hours 72.8 Add / Go to Tip Bundle @... v
$Sales © 4,000 3,497$Sales & 4,500 y

Auditing Notes

To see the final results of the day's tip-out, press the View Summary of Payroll Tips

button

The Tips Report (Report >Tips) can provide a daily summary and period summary of tips

for the pay period.

Tip Bundle Navi
Fri Oct 8, 202

?ator

Cashier FOH

® O FOH Tips Equalized
4:00am to 4:00am $245.90 CC, $6.00
Cash
@ P FOH Tips Equalized Pool Link
4:00am to 4:00am
® O Service Fee
4:00am to 4:00am $504.46 AutoGr
@ P Service Fee Pool Link
4:00am to 4:00am

Save All || Delete All

Bundle Total $756.38
POS Total $754.36
Additional Tips -3 2.00°
by Li Zhang
Good! $0.02
View Summary of Payroll Tips

Tip Report

'Rice & Bones' Friday October 8th

Cashier FOH
Total Tips
Fee Srve Tips
Name Total AutoGr _ ServiceFee Cash _ _ Total  Removed AutoGr __ Fees _Cash _Tips Paid _Owed
Brewer, Nyreki $135.05 $61.48 $72.07 $0.00 $1.50 | $135.05 $61.48 $72.07 $0.00 $1.50 $0.00 $135.05
Dean, Brandon $135.05 $61.48 $72.07 $0.00 $1.50 | $135.05 $61.48 $72.07 $0.00 $1.50 $0.00 $135.05
Phan, Madison $270.08 $122.95 $144.13 $0.00 $3.00 | $270.08 §$122.95 $144.13 $0.00 $3.00 $0.00 $270.08
Trinh, Mung $144.13 $0.00 §144.13 $0.00 $0.00 | $144.13 $0.00 $144.13 $0.00 $0.00 $0.00 $144.13
Yuan, Wei $72.07 $0.00 $72.07 $0.00 $0.00 | $72.07 $0.00 $72.07 $0.00 $0.00 $0.00 $72.07
Total $0.00 $245.91 $504.47 $0.00 $6.00 $756.38 $245.91 $504.47 $0.00 $6.00 $0.00 $756.38
Bundle Total $756.38
POS Total $754.36

Additional Tipsby Li Zhang — §|  2.00
L Good! $0.02
All 3 Clock-Ins Approved All 3 Clock-Ins Approv Manual Check L) [:]
Tips v/ Tips v/
O Sched  Act %% sched
Hours 318 323 Hours 318
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If a day's tips do not balance vs the POS, press the AUDIT button, and source tips will be

listed, to provide clues for an explanation.

Tip Bundle Navi
— Fri Oct 8, 202

S Save All || Delete All

?ator

Bundle Total $3,670.08
POS Total $3,723.89
Additional Tips —$ 0.00

A4$-53.81

If you are unable to resolve a tips imbalance, reach out to us at

supprt@dolcesoftware.com
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Gustazo Tips Process

Last Modified on 10/12/2021 8:53 pm MDT

Waltham

Run the following templates daily

Credit & Gral  —p Cpaily Tips

[CJ Bartender Pool

[ paily Pool

(3 Host Tips

[ Kitchen

[] Online Orders
() Paid Daily

Declared Cash = O peciared cash
(Cash Sales + Cash Tips)

The Declared Cash bundle will show asTips Paid in the navigator. Declared amounts can
be viewed and overwritten (+Save).

awvam w awvam
@ P Support Allocation
4:00am to 4:00am Notes:
OO © o %ol
4:00amito/4:00am $8.56 CC o POSCC POS POSAutoGr POS POS Declared Cash Tips Tips Fees CC Fee Gross Gross
@ P Host Tips Pool Link Employee [TAdd POS CC Override AutoGr _Override Declared _ Override _ Sales _Paid Owed _Fees Override Total _Total Sales Sales
4:00am to 4:00am Waltham FOF
® O Kitchen ® Cazares, Gerardo Bartender 0.00 0.00 0.00 0.0C 23.00 0.00 0.00 0.00 0% 0.00
4:00am to 4:00am $431.83 Waltham FOF
AutoGr Kincaid-Shelton, Donna-Gayle Se™ver 0.00 0.00 0.00 0.0 103.00 0.00 0.00 0.00 0% 0.00
@ P Kitchen Pool Link v or
4:00am to 4:00am Malloy, Ryan Bartender 0.00 0.00 0.00 0.00  3.50 0.00 0.00 0.00 0% 0.00
® O Online Orders ® Waltham FOF
4:00am to 4:00am $21.62 CC Marshall, Lauren Server 0.00 0.00 0.00 0.0 103.00 0.00 0.00 0.00 0% 0.00
@ P Online Orders Pool Link RNTERIECE
4:00am to 4:00am Montoya, Daniel Se7ver 0.00 0.00 0.00 0.0¢ 2.00 0.00 0.00 0.00 0% 0.00
® P CASH TIPS Server ® athar EOH
‘é:““:m to 4:00am $170.03 Morse, Lila Server 0.00 0.00 0.00 0.0¢ 103.00 0.00 0.00 0.00 0% 0.00
as|
Waltham FOH
O Tips Paid ® s %
B Pepe, Ted Server 0.00 0.00 0.00 0.0 103.00 0.00 0.00 0.00 0% 0.00
or
, Kristina Server 0.00 0.00 0.00 0.0 104.00 0.00 0.00 0.00 0% 0.00
Waltham FOH
Iy $1,154 Vasquez, Tiara Server 0.00 0.00 0.00 0.0 103.00 0.00 0.00 0.00 0% 0.00
ary 0% 0% ®00 +| Allocated 0/%or$ 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0% 0.00
I Salary + Hourly $5,996)
tal Salary + Hrly % 0% $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0 $0.00
ctivity Index $0.0¢
actions:539 Guests:1,398 — Week 2020 Tral 3 A
- iz Print || Save (2

Manual Input of Cash Tips

e The employee cash declaration is cash SALES + TIPS.
e [tis essential to input into system how much cash = TIPS
e Use the Cash Tips Bar and Cash Tips Server Templates to make the respective
cash entries.
o Run each template individually.
o After pressing APPLY, enter the Cash amount as shown below. and SAVE.
o Tips are equalized, but may be allocated specifically, by using the $ fields
outlined below. +SAVE

745



o Itis essential to make this entry of Cash Tips for payroll to be accurate.
o If you view and edit cash tips amounts per person, remember to SAVE when
finished, at the bottom of the window.

wwvan w s.wvann
® O Daily Pool Use Default Day Parts | or Tip Templates: [ ct Template n] Apply
!l 4:00am to 4:00am $2,406.75 CC i
’ " CASH Tips (Enter Manuall
@ P Bar Allocation Tip Buhdle: |CASH TIPS Server o ps( v)
4:00am to 4:00am [J CASH TIPS Bar
@ P Daily Pool Pool Link Choofle a Time Range v From 4:00am | to 4:00am B 8 CASH TIPS Server
4:00am to 4:00 i i
s am o 4:00am POS Tips  Linked (U Daily Tips
@ P Support Allocation () Bart
. y . o artender Pool
s 4:00am to 4:00am redit $ 0.00 0.00 Select Tip Links l O pai
® O Host Tips ® Daily Pool
iq 4:00am to 4:00am $8.55 CC AU Grat § 0.00 0.00 [J Host Tips
8 @ P Host Tips Pool Link (J Kitchen
00 K.tCh:r;OOam to 4:00am ® Ser 0.00 0.00 O online Orders
1 o =
4:00am to 4:00am $431.83 170.03 0.00 () paid Daily
g AutoGi
oGy . Total $170.08  $0.00 U Declared Cash
o @ P Kitchen Pool Link () Private Event
4:00am to 4:00am _
il ® 0 oOnline Orders ® e [ private Event
q q test
i 4'00”," to 4:00am $21 .62‘ cc O
@ P Online Orders Pool Link (JEqualize Srve C Fee Gross Gross
al 4:00am to 4:00am [ Employee add+ %Ttial Multip  Hours CC AutoGr __ Cash Fees | Total | Total Sales Sales
® P CASH TIPS Server ® Waltham FOH 00 O 25 0m
—* 4:00am to 4:00am $170.03 ek o Server %o $ 9.00 1.00 . . b . 24.29 |0.00 0% 0.00
' Cash Kincaid-Shelton, Donna-Gayle 2 0.00  0.00 0.00 0.00 L
E Waltham FOI
® O Tips Paid ® Yalthan FOH 0.00 0.00 24.29 0.00
p q Server % of $ 9.00 1.00 . . i : 24.29 10.00 0% 0.00
1l 4:00am to 4:00am Marshall, Lauren °© 0.00 0.00 0.00 0.00
Waltham FOH
a ! ! 24.29 0.
 Daniel Server %ors 900 | 100 000 000 © 0001 o459 [0.00 0% 000
>tal Salary + Hrly (% 0%j T 00000 ORC 000700
Valtham FC
L 0.00 0.00 2429 0.00
uctivity Index 0.00f ila Server % of $ 9.00 1.00 24.2 ! 0% 0.00
4 J e 000 000 000 0.00 9 |0-00
sactions:539 Guests:1,398 — Week 2020 Tra Waltham FOH
> 0.00 0.00 24.29 0.00
Server %o $ 9.00 1.00 24.2 d 0% 0.00
IREp, U : 000 000 000 0.00 9 000
Waltham FOH
0.00 0.00 24.29 0.00
i istina Server % of $ 9.00 1.00 24.29 10.00 0% 0.00
LLGLSEL LGS ) 000 0.00 0.0 0.00
Waltham FOH
0.00 0.00 24.29 0.00
i Server % 0" $ 9.00 1.00 b 4 %
Vasquez, Tiara g 0.00  0.00 0.00 0.00 24.29 |0.00 0% 0.00
mary ® 0.00 0.00  0.00 0.00
+ | Alocated .0% Pi y d % 0.
& ocated|| 0.0%or$ or Pts 000 000 000 0op 000 000 0% 000
63.00 $0.00 $0.00 $170.03 $0.00 $170.03 $0.00
Sep 29, 2021 Sep 30, 2021 $0.00 $0.00 $0.00 $0.00
i, sched  Act Ut Sched
ars 118.0 217.1 Hours 105.5
A = . s
ry, $818 $1,875 § Hrly $638 @ & Print | | Save (3
alary $527  $527 § Salary $527

To ensure the day is balanced vs. the POS, enter the total amount of cash tips that were
manually added, as shown below.

Tip Bundle Navigator
Sun Oct 3, 2021

bl Fe Save All || Delete All

Bundle Total $3,200.10
POS Total $3,030.09

Additional Tips — % 170.03
by Toast (Waltham) SYNC

Good! $-0.02

To preview Total Tips vs Tips Paid vs Tips Owed that will flow to payroll, press the View
Summary button shown below.
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Wed Sep 29 G4 5 Iﬁ"r

= il Bundle Navigator
Sun Oct 3, 2021

" Requirements

Waltham FO Save All | Delete Al

'Waltham' Sunday October 3rd

Tip Report

Waltham FOH

Private Events

e Run the Private Event Template

e Use the fields shown below to specify how much $$ should go to the Kitchen and

Bundle Total $3,200.10 Tctalilips]
Feo Srve
POS Total $3,030.09 ServiceFee Total _ Removed AutoGr__Fees __ Cash__Tips Paid
Additional Ti' 5 —$ 170.03 Avelar, Rafael $45.12 $0.00 $45.12 $0.00 $0.00 $45.12 $0.00 $45.12 $0.00 $0.00 $0.00 $45.12 @
by Toast (Walth| ) SYNC
Good! m Caballero, Stefani $14.15 $0.00 $14.15 $0.00 $0.00 $14.15 $0.00 $14.15 $0.00 $0.00 $0.00 $14.15 @
iew e Cazares, Gerardo Manuel $155.95  $15595  $0.00  $0.00  $0.00| $155.95 $15595  $000  $000  $000 $2300  §$18295 (=)
® O Bartender Pool Field, Pheobe Edith $4.44 $4.44 $0.00 $0.00 $0.00 $4.44 $4.44 $0.00 $0.00 $0.00 $0.00 $4.44 @
4:00am\to:00am $161-34 CC Franco, Ariana $81.72  $81.72  $0.00 $0.00  $0.00| $81.72 $8172  $000  $0.00  $0.00  $0.00  $8172 (=)
@ P Bartender Pool Pool Link
4:00am to 4:00am Garcia, Clarisa $41.34  $4134  $S0.00  $0.00  $0.00| $41.34 $41.34  $0.00  $0.00  $000  $000  $4134 ()
1 O® D:‘-I!;(L):;otlozl-ohm T Gonzalez, Cindy $59.55 $50.55  $0.00 $0.00  $0.00| $59.55 $59.55  $0.00  $0.00  $0.00  $0.00 $5055 (=)
@ P Bar Allocation Guardado, Abigail $110.95 $0.00 $11095  $0.00  $0.00| $110.95 $000 $11095  $0.00  $0.00  $000  §110.95 (=)
4:00am to 4:00am
& B Nailv Panl Panlllink Kincaid-Shelton, Donna-Gayle $189.08  $164.79  §0.00 $0.00 $24.29| $189.08 $16479  $0.00  $0.00 $2429 $103.00  $86.08 (o)

how much $$ should be held back by the restaurant for manual distribution. +SAVE

at the bottom of the window.

® P Support Allocation ; °
4 o 0 Host _‘r'i:": amjtof0uant ® Use Default Day Parts | or Tip Templates: Select Template E Apply
: Yo 4: ) - CASH Tips (Enter Manuall
.d 00amjto 4:00am Tip Bundle: Private Event 0 ps (Enter Manually),
® O Kitchen ® () CASH TIPS Bar
:f&“é" foia:00ami$265.17 Choose a Time Range ~ From 4:00am to 4:00am SaveasDefault (] CASH TIPS Server
@ P Kitct 2n Pool Link () Daily Tips
| 4:(gam to 4:00am Notes: () Bartender Pool
| ® 0 Online C ders ® (O Daily Pool
4:00anfto 4:00am $5.10 CC A % %of
bl ® P Onli e Orders Pool Link O POS CC POS (J Host Tips e Gross Gross
4:0am to 4:00am Employes SRS /_pos cc Override _Autotr () Kitchen | Sales _ Sales
Tl Waltham FOH " =
® P CASH T} S Bar ® (J Online Orders .
4:00ario 4:00am §120.00 Cash P PRIVATE EVENT g 0.00 4,960.00 DR ) 30.40% 10,526.90
® P CASH Server ® e
4:00aro 4:00am $206.24 Cash ® () Declared Cash .
oot ® & House | 0% or$ 1280. 0.00 1280.00 Private Event ) 0% 0.00
Z:ooaén to 4:00am $4,960.00 ® () Private Event
E utoGry + Kitchen 0 % or$ 480.0 0.00 480.00 ) 0% 0.00
® P House Allocation & < Otest
i 4:00am to 4:00am
@ P Kitchen Allocation $0.00 $4,960.00 $0.00 $0.00 $4,960.00 $0.00  47% $10,526.90
4:00am to 4:00am
A @ P Private Event Pool Link
4:00am to 4:00am . : - N

Review the sub-pools, in particular the Private Event Pool Link. All potential FOH recipients

show in the pool. Use the $$ Fields, or the Points and Hours fields to allocate the gratuity

more specifically. +SAVE at the bottom of the window.
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® O Private Event ®
4:00am to 4:00am $4,960.00
AutoGr
@ P House Allocation
4:00am to 4:00am
@ P Kitchen Allocation
4:00am to 4:00am
P Private Event Pool Link
4:00am to 4:00am
® O Tips Paid ®)
4:00am to 4:00am
to Top of Page
Sep 29, 2021 Sep 30, 2021
. sched  Act i Sched
ars 118.0  217.1 Hours 105.5
rly. $818 1,875 $ Hrly, $638
alary. $527  $527 § Salary $527
ales 0 9,294 § Sales 0
irly 0.0%  20.2% % Hrly 0.0%
2d ldx $0.00 $42.80 Prod ldx $0.00

Trans: 82 Guests: 194

Sales

Trans: 72 Guests: 1

Lo

% Total

Total $0.00 $3,200.00
Notes:
O Employee Add+

Waltham FOH

Cazares, Gerardo Bartender % or $
Waltham FOH

Field, Pheobe Hosthostess % on$
Waltham FOH

Franco, Ariana Busser/Food Runner % o $
Waltham FOH

Garcia, Clarisa Busser/Food Runner % on$
Waltham FOH

Gonzales, Fernando 5°er % or $
Waltham FOH

Gonzalez, Cindy Hosthostess % or $
Waltham FOH

Gonzalez, Cindy Busser/Food Runner % on $
Waltham FOH

Goucher, Ashley Server % on$
Waltham FOH

Horgan, Nick Bartender % or$
Waltham FOH

Kincaid-Shelton, Donna-Gayle S¢™¢ % on$
Waltham FOH

Lopez, Julissa Busser/Food Runner % o $
Waltham FOH

Malloy, Ryan Bartender % or §

ultip

Hours

cc

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

AutoGr_Cash

0.00
214.93
0.00
23.88
0.00
23.88
0.00
23.88
0.00
214.93
0.00
23.88
0.00
0.00
0.00
214.93
0.00
214.93
0.00
214.93
0.00
23.88
0.00
214.93

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
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Srve
Fees

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
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total

214.93

23.88

23.88

23.88

214.93

23.88

0.00

214.93

214.93

214.93

23.88

214.93

0% % of

CC Fee Gross Gross

Total Sales Sales

0.00 0% 0.00

0.00 0% 0.00

0.00 0% 0.00

0.00 0% 0.00

0.00 0% 0.00

0.00 0% 0.00

0.00 0% 0.00

0.00 0% 0.00

0.00 0% 0.00

0.00 0% 0.00

0.00

0% 0.00

0.00 0% 0.00
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Beansprouts Tips Pools

Last Modified on 12/21/2021 7:00 pm MST

Creating Tips Pools

Underneath the analytics of a given day, press No Tips Run > Tip Pooling

Tip Pooling

Tip Ownership

Be sure Pooling is showing in BLUE as shown circled below.
Each of the following steps coincides with the arrows shown below
1. Choose FULL DAY for the time frame
2. Enter Cash if there are additional cash tips. (Credit tips populate automatically)

3. Press SAVE at the bottom, as shown
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Labor
from

Roles| 5 of 5 Roles Selected vl

1of 1 Schedule v

Tip Source: Pittsburgh
Roles: No Role, Admin, Bean teamer, BIC, Bl/abl

)

Note: Tip Imports sync to 1 minute intervals l New H New Downstream l

[ Use Default Day Parts | or Tip Templates: l Select Template Vl Apply

Tip Bundle: [ Tip Bundle @ 6:46:33pm

—4mll Day - 5:00am to 5:00am V] From[5:000m ]to[5:000m l Save as Default

POS Tips Linked

credit $| 4506 ]
autocrat $| 0,00/ |
| Service Fee $ [ 0.00] [ l
Cash $ [ 10] [ l
€ Total $55.06 $0.00
1 Notes:
(o [lequalize srve CCFee Net  Net
() Employee Add+ % Total Multip  Hours CC AutoGr Cash Fees Total Total Sales Sales
Pittsburgh
h 1495 000 3.32 0.00
i i % 1.00 6.69 % I
Garlitz, Katrina Beanteamer [ J%ors[ | | ] 000 000 000 0oo 1827 000 0% 000
Pittsburgh
h 15676 0.00 350 0.00
i % 1.00 7.05 % 0.
Oneto, Eliott °/<*" [ Jxers| ] | (7o) 000 000 000 000 026 000 0% 000
Pittsburgh
- o 1435 0.00 318 0.00 .
] Pitcock, Eli Bean teamer ’ lAOr$[ ” 1.00] [6442] AN 060 6D Q68 17.53 0.00 0% 0.00
® o4 L 0.00 0.00 0.00 0.00 .
P +[ pocoted][ oomors[  Jorms[ | 000 000 000 0go 00 000 0% 000

2016 $45.06 $0.00 $10.00 $0.00 $55.06 $0.00
$0.00 $0.00 $0.00 $0.00

< {:nPrintHS ve‘ >

NOTES

To Edit the results, you can zero out Hours or Points for an employee, and SAVE.

ct

34.5
@
b6%

Not

Biuests: 0

les/Tips
nches

[Deias - @

34.5
1,484

31.6%

When the tips window is closed, the day will show a green checkmark, as shown below.
Clicking the checkmark re-opens the tips window, and allows tips to be edited further.
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Thu Dec 16 (24, |5, ;
Add

All 3 Clock-Ins Approved

Tips

To Edit tips further, ie add cash or recipients etc, click the Saved Bundle (green dot row,
showed below), make edits, and SAVE.

Tip Bundle Navigator
Thu Dec 16, 2021

ow

Pittsburgh [ Save All ][ Delete All ]

0 Bundle Total (w/o Cash) $45.06
Cash $0.00
POS Total (w/o Cash) $45.06
laz Good! $0.00

View Summary of Payroll Tips ]

® P Tip Bundle @ 6:46:33pm ®
5:00am to 5:00am $45.06 CC

orke o

Running tips can be automated by setting up templates, which can filter out certain
roles. A template is setup for Pitt. which filters out the Admin Role. Simply select the
template from the dropdown shown below, press Apply, and SAVE. A Dolce representative
is available to create templates for any locations that desire.
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Tip Calculatof for Rittsburgh' - Thu Dec 16th, 2021

Clock-In Breaking: Include Al if in Day Part

Tip Bundle Detail

elelllpie] Ownership Labor
from

(e]

1 Schedk

vl l 5 of 5 Roles Selected v

Roles: ; dmin, Bean te:

Tip Source: Pitsburgh

er, BIC, Bl/abl

Tip Bundle @ 6:46:33pm - Tip Pooling
5:00am to 5:00am  $45.06 CC

by Tech Support @Dec 21, 853pm &

Note: Tip Imports sync to 1 ninute intervals

Use Default Day Parts | or Tip Templates:

Tip Bundle: [ Tip Bundle @ 6:46:33pm

PITT Tip Pool

Choose a Time Range

POS Tips Linked

AutoGrat $ :]
Service Fee $ :]
cash $ L]

Total $45.06 $0.00

Select Template ~ A || Apply

l New H New Downstream ‘

]
afault

If tips do not balance, or if templates are needed, please email us at

support@dolcesoftware.com
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Mina Clock-In Tablet Setup

Last Modified on 10/31/2022 2:28 pm MDT

Designate a Mobile Device (i.e. ipad or other tablet)

Download DolceClock App

Find your company using your personal email address that is associated with your Dolce
Software profile

Log-In to the App

1. Press Clock-In [ Clock-Out from the Menu Bar

1 -*I Clock-In/ Clock-Out >

Phone Numbers >

Send Messages >

Q >
My Schedule >
Full Day Schedule >
My Clock-Ins >
Shift Trades o >
Open Shifts >

Days Off >

2. Press Enable Clock=In
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Company Logo
Here

2 « (> Enable clock-in on this device

admin

Sign Out

I
Language: E Iﬁl £
I

3. Enter Nome & Settings

Enter a Station Name

Choose Quick Clock-In so the system is set for PIN access

Check the applicable Location & Schedules from the dropdown menu
Press SAVE

3 Set Clock-In Station ©)

Name this Station

[Bourbon Glendale Main

) Full Login @ Quick Clock-In

Allow Clock-In for

[ 8 of 94 Schedules
—* Bourbon Steak Glendale
FOH

Glendale FOH
BOH

Note: Only Administrators or Managers with Permission may designate a device a clock-
station
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If you need to give temporary permission to an employee to setup a station, please
email us at info@dolcesofware.com

Common How-To's

To change to QUICK LOGIN after a clock-station has been setup, an Admin is able to
log in, and press Switch to Quick Login as shown below.

To change which locations the clock-station applies to, an admin is able to log in,
Delete Clock Station as shown below, then re-add with an updated designation of
locations

l
e

Tech Support @ Sprinkles Cupcakes

Mostly cloudy until evening. 5% ( 72°F - 88°F)
Mostly cloudy for the hour.

You are not clocked in.

0.00 hrs worked in current pay period

Begin Shift

as Tech Support

o Unscheduled @ System Admin v Roles: Select +

Sign Out

=) suitch to Guick Login
“wmmmmls  Delete Clock-In Station

To use a mobile device or tablet which is too old to support the Dolce App, login to the
account from a mobile Browser. Once logged in, scroll to the bottom of the page, and
press View Mobile Site to attain the tablet User Interface. Bookmark the page for ease
of use.

Q D View Mobile Site

powered by

Terms of Service D O I C e
Privacy Policy

Software

Online Support
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Dallas BBQ Running Weekly Tips

Last Modified on 01/11/2023 6:33 pm MST

Each location must "Run Tips" prior to payroll. Best practice is to run after all punches
have been approved.

The process can technically be completed Sunday night after the business is complete,
but because it actively re-syncs night-of, the process is much faster if run Monday
morning (outside of the the 4:00 end of business).

For each location, take the following steps.

1. Open Server schedule for the target location, and go to the work week that you are
running tips and payroll for.

2. From the top of the schedule, press Weekly Tips

Sortby: A-Z | Roles | AM/PMRoles | Groups ¥ EST

Dallas BBQ Chelsea

Dallas BBQ Chelsea Server Published on Dec 3lst by O Montanez 2 Yo

v

O

3. When prompted, press Tip Pooling

Tip Pooling

Tip Ownership

4. Open the Template Dropdown menu, and select Server 8% Period, and press Apply
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Tip Calculator for BBQ Times Square Server - Week starting Mon Jiin 2nd, 2023

Clock-In Breaking: Truncate at Day Part

POO"”Q t"::qr 10f12 Schedules vl Ro sl loflRoI\Selected vl
T¢

Tip Source: BBQ Times Square S/ rver
Roles: Server

Note: Tip Imports sync to 1 minute intervals

Use Default Day Parts | or Tip Templates: l Template Al Apply

Daily
Server 8% Period

Tip Bundie:| Tip Bundle @ 8:2058pm

[Choose a Time Range vl From[ lto

- J

5. Let the report generate (takes a minute or so). You'll see the POS CC Override column
contains 8% of net sales. You'll see location totals at the bottom, and Net sales column, as
shown below.

e Saved activity is represented by a Green Dot in the Navigator Window as shown
below.

e To review tips previously run, click on the Green Dot row in the Navigator (don't re
Apply the tips template).

e |f you wish to re-run a tips template, delete the previous version from the navigator
before running the new. You should not see 2 green dots, as if run 2x

e You are encourage do review the tips numbers. If a server made an error, you can
override the number and SAVE at the bottom.
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BBQ Times Square
Server

Bundle Total
POS Total

Navigator Window

Tip Bundle Navigator
Mon Jan2,2023

$31150.45
$54,456.54

I (1) 45-23305.09

[ View Summary of Payroll Tips

® O Server 8% Period

Tip out

®

5:00am to 5:00am $31,150.40 CC

Add v

Possible drizzle in the
evening and overnight.
54% (43°F - 56°F)

ar Cadavid

im - 7:00pm

r

:58am - 6:24pmV
4/ 8.0 hrs

rie El Hajj

1m - 7.00pm

r

:59am - 6:00pmV
0/ 8.0 hrs

r Garcia

1m - 7:00pm

r

:38am - 6:07pmV
5/ 8.0 hrs

Add v
__ Raininthe moming
.4 afternoon. 94% (46
%
V¢ 540F)

Oscar Cadavid
1:00am - 7:00pm
Server

10:56am - 6:01pmV

7.1 / 8.0 hrs

Egenie El Hajj
1:00am - 7:00pm
Server
11:48am - 5:45pmV
6.0 / 8.0 hrs

Cesar Garcia
1:00am - 7:00pm
Server
11:08am - 5:43pmV
6.6 / 8.0 hrs

king;: Truncate at Day Part

8%

Tip Calculator for 'BBQ Times Square Server - Week starting Mon Jan 2nd, 2023

| 10f12 Schedules

v] l 10of 1Role Selected

Tip Source: BBQ Times Square Server

Roles: Server
Tip Bundle Detail
Server 8% Period - Tip Ownership
500amto500am  $31150.40 CC by Tech Support @Jan 10, 1:29pm ®
Note: Tip I nports sync to 1 minute intervals
Use Default Day Parts | or Ti Templates:[ Select a Template vll Apply I
Tip Bundle: [Server 8% Period
[Choose a Time Range V] From [S:OOGm ]to 0am ] Save as Default
Notes: l
POSCC |POS POS AutoGr POS  POS Declared Net Net

Employee Add + POS CC Override AutoGr Override Declared Override Total Sales | sales
BBQ Times Square Server
Ahmed, MD Server 654.1 08322 500.00 105512 800% 13189.00
BBQ Times Square Server
Baten, Mohammed Server 40019 109871 0.00 86173 800% 10,771.60
88Q Times Square Server
Bernal, Camila S°7Ver 5221 83844 0.00 78840 800% 9,855.05
BBQ Times Square Server
Biswas, Bijoy ¢"Ve" 6634 115188 0.00 107435 800% [13429.40
8BQ Times Square Server
Brador, Charly Server 5750 849.99 130.00 86720 800% [10839.90
BBQ Times Square Server
Cadavid, Oscar Server 7188 28673 0.00 73224  800% 9153.05
BBQ Times Square Server
Calle, Daniel Server 3318 88724 000 0.00 000 76225 8.00% 9,52818
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Employee Direct Tips Share to o
Pool

Last Modified on 03/14/2025 8:55 am MDT

Using the feature described below, employees will be able to affirm or customize tips
allocations to Tips Pools. (Employee self-directed tip-out to individual employees is
discussed here: https://support.dolceclock.com/help/employee-directed-tip-out)

Setup a Tips Rule- just as if tips allocations were to be fully automated. (Engage a
Teamwork Specialist to assist, teamworksupport@spoton.com). In the following example,
the policy suggests to Servers, a 15% [ sales tip-out to the Bar, and. 2% tip-out to server

assistants.

Server PM Template Name [ visible Template Group:ll. PB Server Schedule - Run First VI Notes: 7@

& Use For Period Tips Only [ Use Unallocated $  [_] Pull in Employee Directed Tip-Outs  [_] Manual $ Entry zerces allvaiues  [_] Callc Service Fee Allocation % from Al Tip Types

a Apply at Clock-Out
Tips Paid @ None (O [Cash Sales <=Tips] O [Cash sales] O [(cash sales <= Tips) - Tip Out] O [cash sales <= (Tips - Tip Out)] O [Tips Paid = Declared Cash] O [Tips Paid = All Tips] [}
Show All Schedules  Sales & Tips from POS Account | SpotOn (The Pretzel Bell Ann Arbor) SYNC v| [JRedistribute Cash to CC & Auto lAII Tips (CC, Auto, Cash) v

D Cash Sales Only @ None O Use Role Tip Pts O Use Role Tip Rates O Use Role Pts WEIRD |:| Apply Team Filter |:| Tips Paid flows into Allocations and Pools
@ Truncate on Day Parts O Include Al if Starts in Day Part (O Intelligent Shift Categorization with 2 Day Parts () Use Headers for Shift Categorization

Tip Calculator Setup
v }

(Bundle Type ® ownership (O Pool  Equalizing @ None (O Collapse to One shift () with Multiple Shifts Labor from | 6 of 6 Schedules vl Roles [ 10f 28 Roles

®

U4 6 of 6 Schedules 10f 28 Roles f¥% v combine when possible Bl Period / Source Links O No Equalize @ Equalize @ Equalize No Collapse [l Use Role Pts Only

M Apply Team Filter Ml Allow % Tip-Out on Zero Tips Il All Tips to Tips Paid

O apply to Each Person @ one Entry created Min Punch Threshold -1m'\ns) M Manual Pool $- Min Allocation $- Max Allocation

m % or$ orPts - M per each Upstream O I 1 or more Employees in Pool @ Per Employee @ Custom ERESEATI Nd of

@ Tips O sales 31 of 31 Categories A% Use sales Type: O Net @ Gross @ cash [l Max @ Tips Owned
M Custom Day Part  Dependent Downstream Allocations: Dependencies E¥4 W interval: Match Clock-In/out

New Downstream Bundle
f¥4 v combine when possible Bl Period / Source Links O No Equalize @ Equalize @ Equalize No Collapse Ml Use Role Pts Only ®

SLISIEES 6 of 6 Schedules 10f 28 Roles

M Apply Team Filter Ml Allow % Tip-Out on Zero Tips Il All Tips to Tips Paid

O apply to Each Person @ one Entry created Min Punch Threshold -1m‘ms) H Manual Pool $- Min Allocation $- Max Allocation
n r$ or Pts - M per each Upstream O If 1 or more Employees in Pool @ Per Employee @ Custom [ SN v

@ Tips O sales 31 of 31 Categories A% Use sales Type: O Net @ Gross @ cash [l Max @ Tips Owned

¥ Custom Day Part @ Truncate on Day Parts @ Include Al if Starts in Day Part - O Intelligent Shift Categorization with 2 Day Parts @ Use Headers for Shift Categorization

ChooseaTimeronge v [ 330pm [5:000m |
Dependent Downstream Allocations: M Interval: Match Clock-In/Out

Engage the following checkbox to engage the function to customize the result:

Tip Calculator Setup

Bundle Type @ Ownership O Pool Equalizing @nNone O Collapse to One Shift O with ple Shifts Labor from[ 6 of 6 Schedules v] Rolss[ 10f 28 Roles

[choose aTime Range v From 3:30pm |to [Gam Interval: v | Display to Employee Tips Share if Role Match I

Workflow
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e At clock-out (if using integrated clock-in with Spoton, or the Teamwork App for

clock-in / OR from an employee's mobile device), IF an employee works a Role that

the rule is setup for, in this example Servers, the employee will see the Rule (Template

Defaults), and can either "Apply Rule” or input a custom amount. In this case the

Server overrode the suggesting with a fixed tip amount of $16.00

Tip Pools

Cocktail Tips Template Defaults

Bar Down - Sales Cat: Total D % or$ C]

2% and $0.00

SA - Sales Cat: Total [:] %or$ [:] 1.5% and $0.00

Bar - Sales Cat: Total @ % or$ m 1.5% and $0.00

e When Running Tips, Managers can view, and edit if necessary, employee inputs.

K Warning: Shared Tips Not Run

=3

Pretzel Bell Bar

Bundle Total $0.00
POS Total $686.25

il Audit / Amt off eI IR TIPD

[ Add Employee Tip Giveaway

Drew Ebner () - Tips Giveaway
6:00am to 6:00am

Jeramie Levillier () - Tips Giveaway
6:00am to 6:00am

P ﬂ Robin Robbins () - Tips Giveaway
6:00am to 6:00am

_~—

Pretzel Bell Service

54

[ Add Employee Tip Giveaway

] c

ﬁ Charlotte Henry (Server) - Tips Giveaway
6:00am to 6:00am
Chelsea Wilkerson () - Tips Giveaway
6:00am to 6:00am
Chloe Henson (Server) - Tips Giveaway
6:00am to 6:00am

e When the Template is run, the rule will only process a tip-out if an employee has

actively confirmed the suggested amount, or overridden the amount. If the

employee (server) does not make an active choice, then 0.00 tips will be allocated

by the tips rule.
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® O server PM
! 3:30pm to 6am $278.74 CC
® ¢ Bar Link
3:30pm to 6am
ﬁ Logan Manor (Server) - Tips Giveaway
6:00am to 6:00am
ﬂ Parker Lenon () - Tips Giveaway
! 6:00am to 6:00am

S —

No server tip entered

S— -
POSCC POS POS AutoGr POS Net Net
[[J Employee ada+ POS CC Override AutoGr Override Declared Sales Sales
Pretzel Bell Service
Ireland, Eve Server 4185 | | e | | 0.00 2082% 20105
» Bar e rstal 0.00 0.00 0.00 0% 20105
Pretzel Bell Servic R pr==—m
Manor, Logan Server 236.89 | | o000 | | 000 | | 236589 18.87% 125515
| Bell i
» "Bar it @ Total 16.00 0.00 0.00 16.00 675419%  0.00

Custom server tip entered

NOTES

e Employees can be listed in the tips navigator, even if their entry is zero.

¢ Tips must be run from each schedule where employee's are setup to utilize the
direct share. For example, if tips are run from the Server Schedule, but there is a
separate bar schedule, then the Bar Rule must be run from the Bar Schedule.

Allocations Pools are generated per normal

® O Server PM
3:30pm to 6am $278.74 CC
® P Bar Link

3:30pm to 6am

£z

To complete a day as approved, a Template which engages "Pull In Employee Direct
Tip-Outs’ must be run. It does not need roles to be specified. The purpose of the
template is to ensure the consideration of a named-employee being tipped out a

custom amount.
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Tip Distribution (Run Second)

isible

Template Group:‘ 3.Tip Distribution (Run Second) v ‘ tes:
= Use For Period Tips Only  [_] Use Unallocated Pull in Employee Directed Tip-Outs ] Manual $ Entry zeroes All values

[ calc service Fee Allocation % from All Tip Types' [ Apply at Clock-Out \
Tips Paid @ None () [Cash Sales <= Tips] (O [Cash sales] O [(Cash Sales <= Tips) - Tipout] (O [Cash Sales <= (Tips - Tipout)] O [Tips Paid = Declared Cash] O [Tips faid = All Tips]  [[] Show All
Schedules  Sales & Tips from POS Account ‘ SpotOn (The Pretzel Bell Ann Arbor) SYNC v ‘ "] Redistribute Cash to CC & Auto ‘ All Tips (CC, Auto, Cash) v Cash Sales Only @ None

O use Role Tip Pts O Use Role Tip Rates (O Use Role Pts WEIRD [] Apply Team Filter [ Tips Paid flows into Allocations and Pools
@ Truncate on Day Parts () Include Al if Starts in Day Part () Intelligent Shift Categorization with 2 Day Parts

Use Headers for shift Categorization
Tip Calculator Setup

| Bundle Type @ ownership () Pool  Equalizing ® None () Collapse to One shift () with Multiple Shifts

Choose a Time Range v From|6:00am |to 6:00am Interval:‘ [_] pisplay to Employee Tips Share if Role Match

[Jadd|  0|% of Cash sales to O Auto Grat Tips () Cash Tips [_] Select All Links with Name Containing |

@Tips O sales

Labor from| 6 of 6 Schedules | Roles| select Roles

Min Punch Threshold [(mins)

Include Entities‘ Select Entity v‘ @ None O Filter tips on Service Fee types () Filter tips on Order/Dining types

Setup Note:

Engage Feature in Schedule Settings: Gearwheel > General Settings, scroll down to

schedule section. Click "+" to open any schedule with employees who will engage this
feature as a direct tips earner who will tip-out the pool:

LS TV Locuuurnd

Allow Employees to Giveaway Their Tips @
Clock-0Out and/or On Dashboard

Credit Card Auto Grat
Service Fees Declared Cash
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Activating Employee Account
using Email Activation First

Last Modified on 05/16/2025 1:01 pm MDT
Administrator enter both Phone and Email and INVITE employee

Employee: Activate account from Email

Y SpotOn Teamwork Invite <no-reply@spoton.com> 2:07PM (10 minutes ago) Y “

@ tome~

Teamwork

by o SpotOn

Welcome, Wild Pete!

You've been invited to activate an employee account with SpotOn Teamwork. This is software you'll use for scheduling, clocking in, and trading shifts.

Activate Account

Create Password, enter phone, and Activate Your Account
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Employee Account Setup

Your username was setup by your manager

Brunson, J

Password must contain at least: 6 characters, 1 number, 1
Uppercase Letter, 1 Lowercase Letter, no more than three identical
consecutive characters.

Choose a Password
Confirm Password

Email

Sm e ssoftware.com

Email Again

e —=ware.com

Phone Number

_* (+58, Io® A30L

* Upon activating your account, you could be sent a code to enter
for verification. Alerts include your schedule, and status updates
such as time off requests or shift trades.

‘* Activate Your Account

From MOBILE, Press the LINK (no need to enter code)

Wizard170: Txt Verify - Pete, W
Profile code 'dd65". Link: https://
www.dolceclock.com/m/?

| = -.I-i]‘i- -3 - ‘IH- ‘,-EA

=
i |

Employee will be directed to download [ open the Teamwork Classic App
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2:15

4 Messages

.o.

Classic

SpotOn Teamwork
Classic
Employee Mobile App

Thank you

Click Here to Login

Notification Methods
Push Notifications: no Device Detected

Download the DolceClock App for Apple or
Android phones to get notifications

Email Address

NN NN B Ww _j
Verification Key

Verified [ Email Me the Key l

Verification key must be entered
to receive alerts

Phone Number (with areacode)

[ T - e _]
Verification Key |dd65

Verification key must be entered
to receive alerts

ail 568 @0

Verified. Your txt address is ready to use.

Administrator Note: If an employee has activated account via email and still needs text
verification, administrator can use the TEXT ME THE KEY button on employee's profile.
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Proving Payroll Setup with
Integrated Partners

Last Modified on 06/19/2025 3:52 pm MDT

Best Practices for Confirming Payroll Setup
Before testing in Teamwork

Before testing sending pay-data from Teamwork to the payroll provider, prepare a
TEST CASE directly into the payroll provider, manually, for at least a single

employee. Include all possible earnings codes in the test, such as overtime, cash tips,
credit tips owed, and meal break penalties. After sample data is entered for a single
employee or two, ideally with a specialist from the payroll company, review the output in
the Payroll Register (equivalent to viewing the actual paycheck). Verify that the data is
processing correctly. For example, verify that Cash Tips and Credit Tips Owed are flowing

properly to the paycheck, what should be paid is paid, what should only be taxed is

taxed, but not paid on the paycheck. Verify that overtime and tipped wage overtime is
showing properly

Reach a specialist at the payroll processor if any of the following are missing or incorrect

e Earnings codes not available (i.e. lacking an earnings code for Tips Owed, Service
Charges, Meal or Spread Penalties etc.)
e Results in the payroll register are incorrect, including tips results, overtime

calculations, make-up pay, etc.

Testing the send from Teamwork to Payroll Provider

1. Ensure all employees are mapped to payroll
provider: https://support.dolceclock.com/help/mapping-employees

2. Map Roles to Departments or Cost
Centers: https://support.dolceclock.com/help/mapping-earning-codes

3. Test moving pay-data of a single employee, to test all fields that will be used, including
overtime, cash tips, credit card tips owed, break penalties etc. Do this in successive
rounds if needed to cover all possible earnings.

e Filter the payroll report on a single employee, and push the paydata to the provider.

4. Verify in the Run Payroll Grid that the data looks correct. Adjust mapping as needed.

766


https://support.dolceclock.com/help/mapping-employees
https://support.dolceclock.com/help/mapping-earning-codes

5. Verify in the PAYROLL REGISTER (equivalent of paycheck preview) that the data is

processing correctly. For example, verify that Cash Tips and Credit Tips Owed are flowing

properly to the paycheck, what should be paid is paid, what should only be taxed is
taxed, but not paid on the paycheck. Verify that overtime and tipped wage overtime is
showing properly

Best Practices - For All Future Payrolls

Always audit totals of hours, overtime, tips, and penalties from the Teamwork screen
report vs the Payroll Entry Grid and THE PAYROLL REGISTER

Please reach teamworksupport@spoton.com for any configuration assistance needed.
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Teamwork Quick Overview

Modified on 10/02/2025 2:37 pm MDT

768



Teamwork CA Compliance
Overview

dified on 10/02/2025 2:03 pm MDT
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Teamwork Payroll Connectivity
Overview

dified on 10/02/2025 2:07 pm MDT
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Teamwork ADP Integration
Overview

dified on 10/02/2025 2:47 pm MDT
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Teamwork App with ADP Quick
Overview

dified on 10/24/2025 116 pm MDT

772



Updating Employee Contact
Information (Email & Phone

Number)

Last Modified on 01/22/2026 11:23 am MST

From the Top Toolbar, sclect Employees

Either search for the Employee’s Name, or click on the Employee from the Employee List

Rory Demo

Teumwgl;l_(m Dashboard Schedu\ssﬁepons Share Files

Employee List

| 4067 schedutes V|

v  Newly Imported Employees
Vrfy Txt / Emi - 507% Only On, 50% Botn
Name
Unassigned (empioyee place holder; 4
Ana Balcarcel
Baicarcel, A

Jennifer Hill
Hill, J

© Dan X's Tacos (Uptown) [Locations -> N
FOH
~ Dan Xs Tacos (Uptown) [Locations -> Name] FO
Vrly Tt / Email - 9% Only One, 3% Both
Name
Unassigned (smpioyee piace hoider) o4

Viad Gonzalez (2 =]
(Gonzalez, V) -

Alli Grater =

Yuming Haung 2. &

Email send verty

Emil sena vty

Unvertes: o Emass
alligrater@gmail.com

&0
g oo

e A Tech support @

Phone sendverty  Language

Phone send very

English v/

English |

Language

engiish |
“English | ‘

English |

I —— |

Import Employses From Pos/payrol [ltei]

Permissions Active ivite All Unactivated

Permissions Active InvRe AN Unactivated

Nesd Email or #hone to Invite

Select the Profile Tab > Here, you'll see all contact information related to that employee.

To update or enter the email address, click inside the email address field and enter the

new email.

To update or enter the phone number, click inside the phone number field and enter the

new numbper.
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Rory Damo

Teamwgr_l_g Dashboard Schedules Employees Reports Share Files é i:g

fem a4

Tech Support g

B

Edit Profile for Alli Grater

l Ediit Availability, Days Off and Activate/inactivate ‘

Profile Schedules [ Roles Salary [ Wages Permissions Alerts

Contact Information
Merge: Move Shifts, Punches, Wages, Roles, Tips and PTC from O

Reminders, Certs & Custom Input

g 1 |

L

Back to Employes List

Manager Notes

Preferred Gender Pronouns et i

| J

First Name (or nickname)

Push NOUfICOtIONS: No Device Detectad
Download the Spoton Teamwork App for Appie
o Andireidt phones 10 get notiications

Unverfied No Emais
Email Address

Employee Login

[Brown.c

New Possword

\

Invite

Send Password
Reset

Legal First Name (payroll) I-a\ligrmer@gmoil.:u-n |
| 1 Verification Key

Middie Name:
Email Me the Key
Verification key must be entered to

Last Name receive alerts

| orater

Unvaribed: No Tits
Phone Number (with areacode)

Verification Key

Verification key must be entered to
receive alerts

Confirm New Password

Password must
contain at least: 6
1

Up to 4 digit Quick Pin Clock-in
(only applicable to Clock-In
Stations Setup as Quick Pin
Stations)

Clear User Override

number, |
Uppercase Letter,
1Lowercase Letter,
na more than
three identical
consecutive
characters.

@09 BO000HL0O00.00 =20 .

Update Account
pour

After making any changes, be sure to click Update Account. This step is required for the

changes to save.

“Information Saved” Once you see this message at the top of the screen, you're all set.

Next, you can follow the steps outlined in this article to Invite Employees to their
account: https://support.dolceclock.com/help/invite-employees
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