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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, [ &=

2. In the Logbook entry window, select the Day-Part

Brooks Logbook @FOH for Monday March 18
1 of 3 Day Parts

Mar 1 Al DayParts s Logbook

PM
Full Day

3. Enter Shift Notes under all applicable Topics

Overall Shift

Peter Lambros @FOH on Mar 31 11:27pm L&’
The shift ran smooth and guests were delighted.

Enter New Notes

Add Note

Employees
Peter Lambros @FOH on Mar 31 11:27pm [
John was late and took no initiative during the close

4. Enter Tags (if applicable)

Add Tag

EMPLOYEE Tags: By Tagging an employee, the note becomes part of the searchable file of

an employee.



\ Tags l
D John Sm|

‘ John Smith (j.marlay.smith@gmail.com) @testing: 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

e Q
) 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'm done! @ Watch the Video

Start Employee Clock-Ins
+ I'mdone! (%) Watch the Video

Other Cool Stuff..
+/ I'm done! @ Watch the Video

Temporarily Hide this checklist Do not show aggin (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 / PTOReqs [N
Availibility Requests 0

Employee List

Select the appropriate schedule, and enter notes:

oudy throughout the day. 4% ( 75°F - 83°F)
= ..[:;, Tech Support @ Gotham Restaurant
Gotham Management o

o
Il

Logbook Pro Entry

Viewing Day of:

Friday Aug 19, 2022

1of 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

Add a Note

Overall Shift

Enter New Notes

Add a Note

L

Viewing Logbook Reports

From the Main Toolbar, click the Logbook Icon, set filters andShow Report



Logbook Report

1 of 3 Day Parts Show Report

Mar17,2019 [ to Mar 17, 2019 2 of 10 Schedules |4

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

(< i < |l < [}l <]

 —

Daily Logbook Email 4 of 4 Alert Deliveries



