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BSI LABOR & SCHEDULING SYSTEM

Basic Opemﬁons

This Chapter contains a few basics for getting started.

What is BSI Labor & Scheduling System?

BSI Labor & Scheduling System is a tool for scheduling employees and estimating
and calculating the labor costs of your establishment - store, restaurant, office,
factory etc. Employees can clock-in and clock-out by use of the included software
time clock. The softwate time clock supports multiple clock-in/clock-outs in a
single day by multiple customers or jobs.

JEiIe Edit Wiew Insert Format Records Tools Window Help

JFunctions Settings Tools Help About Company Employees Schedules Time Sheets Salesflabor  Pawrall Tips Exit

BSI| Labor and Scheduling

i February
BIUALY. Aus
Yy March Comparty Sales

March Aprll Information

[—

November e  Drcember
Seprember Junc

ImportExpaort

Emplovees Scheduled
Required Labor Costs

Schedules Tips

Ilustration 1 Switchboard

This is the form you will see when you bring up the BSI Scheduling System. From this
form, you can access any feature of the program.
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Components
BSI Labor & Scheduling System includes the following components:

Forms

The program includes forms for entering and storing company information and
employee information. “Form” and “View” are used interchangeably in this
document.

Navigation buttons are located at the bottom of the form window on all of the
forms and sub forms containing multiple recipes or ingredients. You can use
these buttons to quickly move between records. The far-left button goes to the
first record; the left button goes back one record; the right button goes forward
one record, and the far right button goes to a new record. The number displayed
between the left and right buttons, is the current record or recipe.

Illustration 2:Use
Navigation buttons to
th h reci
Frevious recaord Mext record Page rough reclpes or
ingredients.
First recard —‘ ’7 Last record
Fecord : 1| 4 || 200 ' |Hf of 77
Type a record J Blank {new)
hurnber to move to. record A Menu Bar that

includes dropdown menus for Functions, Tools, Help, About, Company,
Employees, Schedule, and Sales is available at the top of each form.

Tool Bars

A Tool Bar, unique to each form is at the top of the screen when any form is
displayed. Each icon is described with text to the right of the icon. At the far
right on the toolbar, click on the “down arrow” to view ‘More Buttons’.




To resize a
form, position
the cursor on
the edge of the
form. When
you see an
arrow, hold
down the left
button of the
mouse and
drag the form
to the desired
size.

BSI LABOR & SCHEDULING SYSTEM

How To Use The Mouse

Move the Mouse on a flat surface in order to position the cursor. Click the left button

on the mouse to secure the position of the cursor. When instructions are not
otherwise specified that refer to clicking, you should click the left button on the mouse.

Password Administration

B Password Administration

Select Mame to Update Security Profie

An administrator can assign passwords to employees who will be allowed to access the
BSI Labor & Scheduling System. There are two levels of security: Administrators and
Users. Only Administrators are allowed to go to the Password Administration form.

]

Done

Administrator

myMame
Delete |
Clear |
Login Password Mame
ImyLngin ImyPasswurd ImyName
Location Phone or Extension Security Class
Imyanatiun |uuu-uuu-uuuu |User |

e-mail

Ime@myLucatiun.cnm

Hustration 3 Use this form to assign passwords.
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Setting Up

Enter Company Information

Click ‘Company Information’ from the Main Switchboard. Enter the name and
address of your establishment. When you enter a social security rate, this amount will
be added to your (computed) labor costs and payroll for salaried employees.

The labor cost percent goal refers to your goal for the percent of total sales for a period
that will go for labor costs or payroll costs.

Continue through each tab to enter: departments, job titles, work shifts and needed
skills.

B9 Company Information i [m]
Site: InFarmation IDepartments | 30b Titles | wark Shifts | Meeded Skills | =

Site Mame Address

G afel 100 Main Street

Ciby State  ZipCode Phorne

DurTown IL 00000 000-000-0000

Fax webpage

Q00-000-0000 WA, CO0k e, com

Social Security/Medicare Rate  12.00% Payroll Percentage Goal 17.00%

EI!

Tlustration 4: Enter Site Information
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Enter Departments

B Company Information

=101 %]
Site Information  Departments Ian Titles | work shifts | Meeded skils |
Department 1=
Back office
Outzide
*
Delete Selected Department | —
=
Record: 4] ¢ || Ly [ vt]rs]of 3

Hlustration 5 Enter Departments

Enter the departments and when you plan a schedule, you can select a department.
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Enter Job Titles

E Company Information

Site Information | Departments | Jobs | work Shifts | Meeded skills

Job Codes Job Titlesz Rate [Per Hour) Overtime Rate [Per Hour] #* :l':'i

1 |Manager | | $10.00 | $15.00

2 [Block | ] $600 | $3.00

3 [Cock | $600 | $3.00

4 |Dishwashel | | $6.00 | $3.00

5 [Salad | ] $E00 | $3.00

B |Server | | $6.00 | $3.00
b7 [Meat Cutter | ] $6.00 | $400

B [Hostess | $6.00 | $3.00
* | | |

Delete Selected Job ‘ »

Record: EE ’7? E][E of &

Hlustration 6 Enter Job Titles

Enter all job information for your establishment on this form. If you complete this
information, the program will use rate information to calculate labor costs and payroll
for employees with a corresponding job code on their timesheet. This same job
information will be available from each employee's record where individual rates for
each job can be assigned to an employee.

Enter Work Shifts
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B Company Information - |EI|5|

Time In Tirme Out Huours: =
4N R - | 12200PM -] | 5
| g00aM ~| | 400PM ~| | 7.5
| 10:004M -] | Z00PM -] | 4
[ 1200PH =] | 400PM -] | 4]
| 400PM ~| | 10:00PM ~| | g
| E00PM -] | 1000 PM -] | B
[ S00PM -] | 1200 P =] | 7]
al 1 | 1 | g
=
Record: L[L”—IL[M of 7 j

Hlustration 7 Enter the Work Shifts

Enter each work shift and the total hours to be paid for that shift. If the shift is 8:00
AM - 4:00 PM, as in the 2nd entry above, but a 1/2-hour unpaid lunch period is
included in those eight hours, enter 7.5 hours in the last column. This hours
information is used for calculation of schedule cost estimates. Actual time is calculated
by subtracting clock-in times from clock-out times. Work shifts are also available from
drop-down lists when planning a schedule, but scheduled beginning and end times can
be modified for an individual employee.

Enter Needed Skills
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B Company Information i (=]
Site Infarmation | Departments | Job Titles | work Shifes  Meeded Skills |

Skills
» m

|French Fries

|Eashier

|Lobb_l,l
l

[»

Delete Selected Skill |

Recard: I4|4|| 1 >|H|He| of 4

L« |

Illustration 8 Enter Needed Skills

Enter needed skills. You will be able to specify an employee’s skills from a drop down
list and refer to this when planning a schedule.

Set Up Stores/Cost Centers

When all Company Information is entered, go to Company-Stores/Cost Centers and
enter information for each store/cost center in your company.
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Storeld

m

Store Mame

tyStore

Address 1

100 Main Street

addrezs 2

City

by T ooy

state

regian

b yState

id- W et

zip

Phone

naaaa

00o-000-0000

e-mail

me@mybuziness. cam

contact Mame

Joe Smith

Illustration 9 Information is entered for each Store/Cost Center and each employee is
assigned to a Store/Cost Center




BSI LABOR & SCHEDULING SYSTEM

Enter Employee Information

q- Functions  Settings Tools Help  About  Company  Employees  Schedules  Time Sheets  SalesfLabor Payroll  Tips

! =S| Employee Shifts | Availability ~ _fglose H

Employees

whork Information | Personal Information | Ficture | Skils | Availability | Emergency Contact | Jobs

Employes Mumber 3030 Hire Date 010172007

FirstMame Joe Mext Review Date  01/01/2008

Lasthlame Smith Termination Ciake

Department Cook % StorefCost Center [westernSizzin v

Job Title Cook w Billing Rate $0.00
Repotts To Manager +  Biling Multiplier I—D
Hourly Rate F6.00 Owertime Rate  $0.00 Iz Regular Rate Hours 0
T-Clock Password  [*++++ Salaried Annual Salary
Motes - ,W

Tustration 10: Enter Employee Information

Select the Store/Cost Center to which the employee is assigned. If the employee is
billed to customers, you can enter the ‘Billing Rate’ or the ‘Billing Multiplier’ but not
both. For instance, if an employee is paid an houtly rate of $6.00 and billed out at
$9.00, you can enter the $9.00 in ‘Billing Rate’ or you can enter 1.5 in the ‘Billing
Multiplier’ field.

Some basic employee information can be saved in excel format. Go to ‘Employees’
from the switchboard and click ‘SavelnExcel’ on the toolbatr.

Employee hourly salary and overtime salary will be used when calculating forecasted
and actual labor costs. The cost for hours worked over the number entered in ‘Max
Regular Salary Hours” will be calculated using the overtime rate. If ‘Salaried’ is checked,
the annual salary figure will be used instead of houtly and overtime rates. An houtly
rate, based on 40 hrs per week for 52 weeks, is calculated. The employee rates are
overridden by Job rates entered in the Company information and Job rates are
overridden by Employee’s individual Job rates entered under the Jobs tab. Itis
possible to activate daily overtime calculations in the Settings->timekeeping/Start Day
of Week/Journaling view. In addition to weekly over-time calculation based on the
entered start of week, any time over the daily overtime maximum is calculated as
overtime if this option is set.

10
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Each employee can be assigned a time-clock password allowing them to sign in and
out. The software time clock accepts either an employee’s employee Id or password to
gain access to time clocking.

11
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Enter Employee’s Personal Information

q' Functions  Settings  Tools  Help  About Company  Emplovees  Schedules  Time Sheets SalesjLabor Payroll

Employees

work Information | Personal Information | pickure | Skils | Awvailsbility | Emergency Contact | Jobs

Birth Date g/ai1950

S5 Mumber  354-54-545¢

Address 100 Main Street

City My Towen b4
State My Shake b’
ZipCode 00000

Country Lsa

HomePhone  000-000-0000

Email Address  me@myemail.com

Mustration 11 Enter employee's personal information: birth date, social security
number, address, and phone number.

Employee’s Picture

12
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B3 Employees

P | work Information | Personal Information  Picture ISkiIIs I dvailability I Emergency CDntactI

Hlustration 12 You can use this tab to store a picture of the employee.

Employee Skills

13
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B3 Employees
P | work Information | Personal Im’ormationl Picture  Skills |A\failability I Emergency Contact

Skill

Skill Lewel |

4

;I Excellent

French Fries

;I Good

Lobhby

;I Excellent

IO/ g | KR

=l

|« |

Record; Nl 4 ” ik | 4 |H|é| of 3

Hlustration 13 Enter the employee’s skills and skill level. Use this information when

making a schedule.

Employee Availability

14
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H
P | ‘work Information | Persanal Infarmation I Fickure I Skils  Availability | Emergency Contact |
Times Available Times Preferred |
l Days Available In Ot In Clut
W 5unday B:00 &M - [[5:00 Pt - [[7:00 &H 12:00 PM
tonday 500 Abd = 1117:00 A4 = 7:00 Ak 1100 Ak
| Tuesday 00 Apd = |[2:00 P = [15:00 Ak i
| WWednesday B:00 A = |[4:00 Pt = [ 7:00 Akd :
Thurzday 00 Ak = [|3:00 P » 112:00 Abd
| Friday 100 P = J16:00 P4 = || 2:00 Pt
| Saturday 2:00 P = |[E:00 P = [/ 2:00 P4 i
U * - - I~
|
-
Record: LI;I I 1 LILIEI of 7

Hlustration 14 Employee Availability

Enter employee availability and preferences. The computer automatically flags
assigned times that are not within range of available and/or preferred times. The flag

can be overridden and any time scheduled for an employee. Employee availability can
be previewed by employee or by day.

Employee Emergency Contact

15
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Employees x|
¥ | work Information | Personal Im’ormationl Picture I Skills I dvailability  Ermergency Contact |

Same Address

Employes Mumkber |1
As Employes

Relationship

-

First Mame

Last Mame

Address
City
State

ZipCode

HomeFhone

WiorkPhone

Email

Record: I4| 4 || 1 b I 4] IH%| of 1

MMustration 15 Enter employee's emergency contact information. Check the box if
the information is the same as the employee's home information.

Employees Required

16
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E # of Employees Required ﬂ

Morning | MidDay | Afternoon | might |
Shit Enter a
rrimirALR
| Total Employees Meeded number of
11 employees
required Far a
corresponding
sales Figure
during a half
#Needed | Job hour period,
b | 1 Manager
| 2| Chef
3 Cook To delete an
— . enkry, select
- 5 Dishwasher and click
£l 0 'Telete’ on
waur
kevboard,

Fage through Sales

Record: Lll” g Llilﬂl af 9

Mlustration 16: Enter the Number of Employees Required.

Enter the total number of employees required for a corresponding dollar amount of
sales to take place efficiently. Enter the breakdown of employees. The program will
tell you how many employees are needed for a forecasted sales period.

Time Keeping - Start of Week - Journaling Options
Go to Settings->Select Time Keeping/Start of Week/Journaling Options.

‘Select Payroll Start Day’ starts the week for the purpose of determining when overtime
starts. If an individual’s employee record shows ‘Maximum Regular Hours’ of 40, the
start day is set for Monday, and that employee works 12 hours each day (Monday,
Tuesday, and Wednesday), on the next day worked, before the next Monday, anything
after the first 4 hours will be at the overtime rate. If ‘“Apply Daily Overtime’ is checked
and ‘Maximum Regular Daily Hours’ is set to 8, the same employee will be paid at the
overtime rate for 4 hours on each day he works 12 in addition to over time hours
worked in the week over 40.

A separate time-clock application comes with your program and must be installed.
Select how you want your employees’ time-in and time-out readings to be rounded.
For instance, if you select ‘Round Up to Next 15 Minutes’ and your employee clocks in
at 8:03 AM, the actual time recorded will be 8:15 AM. If you select ‘Round to Nearest
15 minutes, the time recorded will be 8:00 AM.

17
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C Time Keeping/Start of Week/Journaling Options

Select Payroll Start Day Customer Time Keeping Options
[ Sunday W Mo Rounding e — E
v Manday ™ Round Up ko Mext 15 Minutes %timekﬂeping
[ Tuesday [ Round Up ko Mext 30 Minutes éanu:l pepial]
B o b Noaract 15 Mitee | p .............
[ Thursday [ Round to Mearest 30 Minutes
[ Friday
[ Saturday Apply Daily Cvertime ¥

Max Reqular Daily Hours liﬂ

Hlustration 17 Make Time-Keeping Selections by going to Settings->Time
Keeping/Start of Week/Journal Options

Payroll

Set Pay Period by selecting Weekly, Every Two Weeks, or Once a Month. Also, Select
a Pay Period Start Date. Create pay period records by clicking the box. Pay periods
can only be created after the last pay period ending date.

B

| 5et Pay Period

Desired Tip Reparting Period

Select Pay
Period O
Skart Date

[T Ewery Two 'Weeks

|_ once a Monkh ?,IIE,IIEDU?

Tustration 18  Select the pay period frequency and a start date.

18
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Tips

Set Tip Period by selecting Weekly, Every Two Weeks, or Once a Month. Also, Select
a Tip Period Start Date. Tip periods can only be created after the last ending TRAC
period date.

B |

et Tip Period

Dane

Desired Tip Reparting Period
..................... Select

v eekly | Reporting

..................... o
[ Ewvery Two \Weeks ==

I_ 2nce a Monkh ?,I'Z,I'EDU?

Hlustration 19 Select the tip period frequency and a start date.

19
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Importing and Exporting

Employees

Employee information can be exported encrypted (.enc) or in a choice of formats,
including xml. The employee information can also be imported encrypted or
unencrypted. When importing an encrypted file, you will be asked if you want to save
the file unencrypted first so the information can be examined before importing.

Time Sheets

Time Sheets can be exported encrypted (.enc) or in a choice of formats, including xml.
The Time Sheets can also be imported encrypted or unencrypted. When importing an
encrypted file, you will be asked if you want to save the file unencrypted first so the
information can be examined before importing.

Payroll

Payroll can be exported encrypted (.enc) or in a choice of formats, including xml. The
Payroll can also be imported encrypted or unencrypted. When importing an encrypted
file, you will be asked if you want to save the file unencrypted first so the information
can be examined before importing.

Purpose of Above export/imports

The above export/imports ate available from BSI Labor & Scheduling and can be
used to e-mail or transport sensitive information securely. Encryption is by default
“private key”. A Private key is a word known to the sender and receiver that is used to
encrypt and then un-encrypt information. You can set the private key in Settings-
>Capture and Maintenance settings. If other than the default is used, the exporter and
the importer must have the same private key setting.

20
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Importing Sales

=1 BSI Labor & Scheduling - [POS Import Wizard]

" Functions  Settings Tools Help About  Company  Employees  Schedules  Time Sheets  Sales/Labor  Payroll  Tips  Exit g X

[ dose |
Import Wizard

Sample Sped Delimited - Characte

Width

b | et Price
. Date/Time

Record: E 1 E][E of 2
POS test File

et Price Cost Center Date/Time

Mustration 20 Use an Import Wizard to create specifications for a sales information
file that you would like to import or for a time in/out file that you would like to
import. Barrington Software Inc. will provide support when you do this or, for a
reasonable fee, we will do it for you.

Using Import Wizards

The wizards allow the user to set the import specifications, making possible the import
of sales information from most POS hardware and employee in/out punch times as
well as other employee information from many third party vendors. If needed, support
will be provided for setting specifications, and for a small charge we will create the
specification for you. Creating the specification is a one-time activity and the same
specification will be used each time you import your POS Data.

When you are finished, you can import the file by selecting ‘Import POS File’ from the
tool bar at the top of the page. You will be able to use this specification each time you

import data. You can also export and import the specifications.

Follow these instructions to create a specification:

e C(lick Import Wizards’ from the Functions menu on the left side of your view.

21
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e Select Sales Import->Add Sales Import spec

e Enter a Name for the Specification, such as the name of your POS provider.

e Identify the file you want to import. (Your vendor should have a Sales Data
file that can be exported and provided for import. Browse to this file from the
wizard).

e If this file is delimited (Characters such as commas or tabs separate each field),

check the delimited box and enter the character. If this is not a delimited file, it
is a fixed width file and the width of each field must be entered.

Select the fields in the order they occur in the file and enter the width, if the
file is not delimited.

B Actual Sales

Totals | might Shift Morning Shift | midDay shift | afternaan shift |

6:00 AM - 10030 AM

Shift 600530 6:30-7.00 700730 7:30-600 500-630 5:30-500 500-930 930- 1000
Total &M AM vl Y AM AM AM 10.004M  10:304M
$740.00 [N [$100.00  [$100.00

[s50.00  [$60.00  [$80.00  [$20.00  [$20.00  [$90.00

Ilustration 21 Sales for 2 Hour Periods

Enter or imported sales data is grouped in 1/2-hour petiods. You can select a period

(a day) of actual sales data to be used as forecasting data when planning a schedule.

The forecasted data will provide the number of employees needed for each time period

if you have propetly entered the required number of employees for each sales level.

22
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Time-Keeping/Employee/Tip Import Wizards

=1 BSI Labor & Scheduling - [EmpoyeefTimesheet Import Wizard]

‘ Functions  Settings Tools Help About  Company  Employees  Schedules  Time Sheets  Sales/Labor  Payroll  Tips  Exit g X

Jgose H

TimeSheetSpec

b | lgnore
Ignore
Ignore
Erployee ID
Ernployee First
Ermployee Middle

Record: E 1 E]@ of 25

Punch Times Sample Data

Read/View File Data Make T Update Employ

Cost Center Charge Tips Customer/Job Mar| Custormer/Job Coc| Tota
Wstarn Sizzlin $8.25 $0.00 $0.00 MEAT /SALAD 3 .75
Westarn Sizzlin $7.75 $0.00 $0.00 MEAT / SALAD

3 9.85
Western Sizzlin - $7.75 $0.00 $0.00 MEAT / SALAD 3 0.40
Western Sizzlin $8.00 $0.00 $0.00 UTILITY 7 410
Westarn Sizzlin $3.13 $0.00 $22.06 Server 4 442
Westarn Sizzlin $3.13 $0.00 $0.00 Server 4 277
Westarn Sizzlin $3.13 $0.00 $0.00 Server 4 1.85
Western Sizzlin - $7.60 $0.00 $0.00 BLOCK, [ 165
WA b Tiaa i Lty RAC AT AL AT el

Ilustration 22 Time-Keeping/Employee/Tip Import Wizard

This wizard works in much the same way as the Sales Import wizard, but works the
above information instead of Sales.

This import wizard can be used to import and/or maintain basic employee
information from any third party system that is able to export in a regular text format.
It is also able to import time clock information from third party time clocks,
timesheets, or any biometric device. This information can be used as imported or
recalculated using information already in the database. In its simplest form, the import
wizards can create timesheets from a file with only employee Id. Timesheets are
created with basic employee information for each imported employee Id. When time
in/time out information is entered, pay is calculated taking into account rates and
settings in the database.

For hospitality customers, tips can be imported with just Employee Id to produce
periodic TRAC reporting.

23
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Schedules

Making a Schedule

:-3 Functions Settings Tools Help  About  Company Emplovees  Schedules  Time Sheets  SalesfLabor  Pawroll  Tips  Exit

_},Preview s—jlEmail SaveInHTML | Availability - J Wiews Labor Costs [=2] Forecasted Sales }( Delete Enkry _jgose

Schedule

b Department Frepared By

i Start D ate

Emp Mumber Mame g Start End End

AL Sample  |Sample  |Chef 3/20/2005 [200AM  w |S00AM  |9/21/2005 |3:008M » |200PM B9/22/2005 (400 AM v
2 W [Wipatt Sample  |Cook 9/20/2005 (4:00PM s |B00PM  |3/21/2005 |4:00 AM s B:00 AM 3/22/2006 (400AM v 8:00.
z W [Wiyatt Sample  |Cook 3/20/2005 [300AM  w |12200PM |9/21/2005 |3:008M ~ |200PM  B9/22/2005 (3:00AM v 12:001
3 w [Tony Sample  |Cook 9/20/2005 (4:00AM s |B00AM  |9/21/2005 |3:004M s |200 P B3/22/2005 (B:00AM » 12:001
4 ~ [Jozeph  |Sample  |Dishwasher |3/20/2005 1200 PM » |&00PM  |3/21/2005 [12:00 Ph s .00 PM 3/22/2005 1Z00PW v 4001
4 + [Jozeph  [Sample  |Dishwasher |3/20/2005 |4:00 PM s |3:00FM |3/21/2005 (4:00 PM s B:00 PM 3/22/2005 (400PM v  B:001
b v 3/20/2005 v 372172005 v 3/22/2005 Ry

Hlustration 23 Employee Schedule

Click Schedules->Add a New Schedule from the toolbar and fill in Period, which can
be the range of dates or some identifying name, i.e., “Thanksgiving Week”, enter the
start date (you can use the wizard to select a date), select the department, and enter
your name or initials. Click ‘Enter Details” and the scheduling form will come up. It
will already have the days filled in; assign staff, using the drop down lists. Select an
employee number and name and position will be filled in. Select a start time and the
end time for that shift will be added. If the employee works earlier or later than the
beginning or end time of the shift, you can change the either to correctly calculate the
cost. The beginning or end times will show in red when it is different from the actual

24
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start or end time of the shift. You can access 'Forecasted Sales' to determine the
number of staff needed and view a report of availability by day or by employee to
determine the staff members available. The computer automatically flags employee
availability and preference times during the scheduling process. These are suggestions
and can be overridden by the scheduler.

You can print, email, or save this schedule in html format. When you e-mail, all of the
emails of scheduled employees are included in the email list. You can also use the

schedule to make another schedule (Save As Schedule) or use this schedule to calculate
labor costs.

L1 BSI Labor & Scheduling 3.04 - [Schedule]

:_§| Functions  Settings Tools Help  About  Company  Employees  Schedules  Time Sheets  SalesfLabor  Payroll  Tips E

), Prink Prewiew (=§ Print... —|E-mail &3 Save InHTML [ Close

Tuesday. September 20, 2005

M ouT n = ast JobTitle
2:00 Ak 500 Ak Sample Sample Chef

4:00 Ak 300 akd 3 Tarw Sample Cook,

2:00 Ak 1Z200PM |2 WASpatt Sample Cook
1Z200PM (400 PM 4 Jozeph Sample Dizhwazher
4:.00 PM 5:00 P 4 Jozeph Sample Dizhwasher
4.00 P 8:00 P 2 patt Sample Cook,

IMustration 24 Double click a schedule day to view that days' schedule in the above
format. You can print, email, or save this schedule in html format.

25
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Forecasted Sales

Tatals | Might Shift ~Morning Shift IMidDay shift | afternaon shift |

600 AM - 10:30 AM

B:00-E:30 E:30-7.00 7:00-7:30 7:30-5:00 &00-830 830-300 300-330 9:30- 10:00 -
Bhd bl A Ak Ahd Bk Ahd 10:000 8k 10:30 A
Shift  Double click total number of employees needed per 142 hour, based on 2nd colurn of projected sales, to view d

Total [4 [+ B 3 6 B B [10 5
$709.50 [s33.95  [se9.95  [$7995 (99995  [$7995 (48995  [$16930 [$4995

Mustration 25 Forecasted Sales You can double click the total number of employees

for a time slot to view the breakdown of employees by job.

After selecting a past day of sales to use as the forecast for the day you are scheduling,

you can view the number of staff needed as you plan the schedule.

Available Employees

h_"BSI Labor & Scheduling System 3.03 - [EmployeeAvailability By Day]

Jf Functions Settings Tools Help About Company Employees Schedules Sales Exit

Sunday Times Available
Employee?  LastName Firsthame JobTitle IN ouT
1 Sample Jacoh Chef 6:00:00 AN 5:00:00 PM
2 Sample ryatt Cook 6:00:00 AN 5:00:00 PM
3 Sample Tony Cook 1.00:00 PM 2:00:00 PM
4 Sample Joseph Dnshwasher 4:00:00 PM 11:00:00 PM

Hlustration 26 Report of availability by day.

Times Preferred

IN
700:00 AM
12:00:00 PM
1:00:00 P

4:00:00 PM

26

ourt
12:00:00 PM
4:00:00 PM
6:00:00 PM

10:00:00 PM
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"Time keeping and Payroll

Time keeping
See information in Chapter 2, Setting Up, for instructions on the initial setup of time
keeping.

Enter Emplayes Murmber/Pazscode " Clock In/Out

|J ozeph |Sample

Clock Indicator ' = Clockdn; '0" =

|Clocking Ot Werify | Clock-Out
| [

You do hot need ta enter 1" or '0' if indicator is comect

Customer zelection iz only required far
Custornerdjob time keeping Johnzon Job 45678

TimeClock

CustomerJob = Johnson Job Clacking Out at 12:15:28 PM, Is this correct?

Yes Mo | Cancel |

Hustration 27  Employees can clock in and out on a desktop computer just by
entering their employee number and clicking the Clock In/Out button.

The software time clock can be installed on any computer that has a network
connection to the computer that Labor and Scheduling is installed on. If multiple time
clocks are desired with the capability of clocking in over a LAN/WAN connection,
BSI Labor & Scheduling should be installed to a shared folder on the network. The
file BSITimeClocking.exe is installed into the shared folder and this file can be used to
install the time clock on any client computer that can see the shared folder. The time
clock database is password secured. Real time access to time clock information lets
you know instantly who is not clocked in today yet and who is still clocked in today.
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Sl Labor & Scheduling - [Time Sheets]

‘ Functions — Settings  Tools  Help  About  Company  Employees  Schedules  Time Sheets  SalesfLabor Payroll  Tips  Exit ]

[ Close !

- Set Clock D ate Recalculate Hours Apply Schedule to Selected Time Sheet
TI m e S h eets Recalculate Pay | b

» clack-In Clock-Out Rate  |Reg Hours|Owt Howe|  Tips Charge Tips Cash
Ed 7/20§2007 10:10:00 PM_$6.00 5.78 0 $0.00 $25.00
|| 7182007 4:27:00 PM 7{18/2007 9:34:00 PM $6.00 53.12 L1} $0.00 $25.00
| 7162007 4:30:00 PM 7{16/2007 9:45:00 PM $6.00 5.23 1] $0.00 $0.00
|| 7142007 3:49:00 PM 7{14/2007 10:18:00 PM $6.00 6.48 L1} $0.00 $30.00
| 7132007 4:22:00 PM 71372007 9:55:00 PM $6.00 5.95 1] $0.00 $25.00
|| 7122007 8:28:00 PM 7f12f2007 9:43:00 PM_$6.00 1.25 L1} $0.00 $0.00
| 7122007 4:19:00 PM 71272007 8:10:00 PM $6.00 3.85 1] $0.00 $25.00
|| 71172007 4:28:00 PM 7f11f2007 9:33:00 PM_$6.00 5.08 L1} $0.00 $25.00
| 7/9/2007 4:27:00 PM 792007 9:54:00 PM $6.00 2.45 1] $0.00 $25.00
|| Ff7F2007 2:49:00 PM F§7f2007 9:06:00 PM| $6.00 6.28 L1} $0.00 $25.00
| 7/6§/2007 4:25:00 PM 7/6/2007 9:35:00 PM $6.00 5.17 1] $0.00 $15.00
7152007 4:25:00 PM 752007 9:51:00 PM $6.00 L1} $0.00 $25.00

Record: E 4 1 E][E ki af 12

lustration 28 Clock In/Out (Punch Times) can be viewed and edited.

Time sheets are made automatically when an employee logs in and logs out. A time
sheet can also be made manually by going to Time Sheets -> Create Time Sheets.
Users can view time sheets by employee, schedule, or date range. Users can also ‘Link
an Employee’s Time Sheet to a Schedule’ when that employee is not on the original
schedule. This will show on the Labor Exception Report.

A customer tecord can be established by going to Time Sheets>Customers/Jobs For
Timekeeping. The customer can be linked to particular employees’ time sheets by the
customer selection drop-down box in the employee’s time sheet.

See Chapter 3, Importing and Exporting, for information on importing and exporting
time sheets.

Payroll
See information in Chapter 2, Setting Up, for instructions on the initial setup of
payroll.
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L1 BSI Labor, & Scheduling - [Edit Payroll]

q' Functions  Settings Tools Help  About  Company  Employees  Schedules  Time Sheets  SalesfLabor Payroll  Tips Ex
i Close B

Edit Payroll

tu-ljlr PeriodD ate Employes |D ErmpFirst
©7/11/2007 11:59.59 Ph{4087 T

Hr|||:|r diddle jobTitle

umbier City
de country EIM

|:|r'|:l:|rfl'||r'r|f enter 1D

Westem S|zz||n

Overtime Hours  Regular Pay TI|:I

2? 41 _ $154 45 _ $11500 $n 0

culated From [ndCOut Times

8y T| ikl
Payroll Detail $‘|‘| o0 $2?9.4E

Record: @[I] '75 [E] of &
Mustration 29 Payroll records can be edited.

See Chapter 3, Importing and Exporting, for information on importing and exporting
payroll.
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Cpis

Interfaces

TEC Users

TEC Crystal Point users can export a schedule in .txt format ready for import.
Go to Import/Export from the Main Switchboatd, click Export Files and a form
will open. You will be allowed to browse to the folder where you would like the
file to be placed.

Users of TEC 2700/3600/3700 can get periodic sales, TRAC repotts, payroll, and
punch times (clocking In/Out times) through POS Store & Forward if that
product is installed and set up to collect the information from the register. The
punch times can be used to create time sheets.

Pay rate will be imported when a new employee record is imported. If the pay
rate is changed in BSI Labor & Scheduling, the new rate entered will be used when
creating time sheets in the future even if the register rate has not been updated.
The payroll is generated from the timesheets.

TEC 3700 users get full TRAC reporting information from the R2.53 software.
As of this release, the import wizards are able to import R4 timecard file for
payroll processing.

Dataysym

Users of Datasym COMM2000 can get periodic sales through POS Store &
Forward, if that product is installed and set up to collect the information from the
register. The punch times can be used to create time sheets

Heartland

Users who use Heartland Payment Systems Payroll Services can export payroll in a
format ready for import in to Heartland.
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Tips

TRAC Reports

LABOR & SCHEDULING SYSTEM

Reporting Period: Form (8/1/2005 To |8/3142005 ‘ =
Ermployeshumber |FirstName Lazth ame |
;l Jacob Sample
JobTitle S5Murmber Address |
Chef 000-00-0000 418 East 25th Street
City State ZipCode
g Town My State anaao
Company M ame Companydddress CompanyCity |
Enter Mame =
CompatyState CompanyZipCode EIM GroszSales |
$6.000.00
ChargedS alesw Tips ChargedTips ChargedTipR ate |
$2.000.00 $280.00 14.00%
Salez Subject To Cazh Tips CazhTips CazhTipRate |
$4.000.00 $520.00 13.00%
T atalSharedwith TotalReceivedFrom MetReportableTips |
$£3.00 $22.00 $7539.00
Tipz Shared “ith Others
Emplovect Firsthd ame LasztM ame JobTitle SSMumber Arnaunt il
Pl =] [oseph | [5ample | [Dishwiasher ] [D00-00-D000 | [s2.00 ]
4 vl |J0se|:|h | |Sam|:||e ||Dishwasher | |EIEID-DD-EIDEID | |$1 0.00 |L|
Record: LIL“ 1 v |ri]e]|of 7
Tipz Received From Others |-
Employestt Firsthl ame Lazth ame JobTitle SSMumber Aot ;I
Employes Signature: Drate: LI
Record: 14 4 || 1 v | #i]e#] of 1 (Filtered)

Mustration 30 TRAC (Tip Reporting Alternative Commitment)
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Users can enter tips and use this TRAC (Tip Reporting Alternative Commitment)
form as the statement that will satisfy both the employet's requitement under the
TRAC arrangement and the employee's requirement under the law.

You can create TRAC reports for all employees for defined “Tip Periods’ by going to
Tips->Create TRAC Reports on the Menu Bar. You can also view a TRAC report or
view an employee’s tips.
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Cpis

Reports

Labor Costs as a Percentage of Sales

_ioix]
Period  test3chedule Date 11/10/2003  Deparkment Kitchen
EmployeslD MHame Job Hourly Overtime  Regular  Owvertime Regular  Owertime  Total — a |
Title Salary Salary  Hours Hourg Pay Pay Pay
b1 Jacob Sample Chef $280.00 |$0.00 28 i} $10.00  ($15.00 |$280.00
2 WA fyatt Sample Cook $280.00 |$0.00 28 i} $10.00  ($15.00 |$280.00
3 Tony Sample Cook $400.00 ($3000 (40 2 $10.00  ($15.00 [$430.00
4 Fama Sample Dishwasher  [$175.00 ($0.00 B 1] $5.00 $7.50 $175.00
* $0.00 $0.00 a i} $0.00 $0.00 $0.00

Total Employess' Pay |$1, 165,00
SSMedTaxRate 12.00%  Total Social Security, Medicare and Tax $139.80 Rate ¥ Tokal
Emploves Bernefits $200.00
Total Labar Cost §1,504.30]
Forecasted Sales for Period 45,550.00 Actual Sales this period $&,900.00
Payroll PercentageGoal 17.00% 16.91%

Mlustration 31 Labor Cost Report
Labor costs are calculated and displayed. Compare the forecasted sales and
payroll percentage goal with the actual sales and percentage.

Labor Exception Reporting

The Labor Exception Report provides a report of clock in/out times that do not
conform to a schedule.

Labor Costs By Department

The Labor Costs By Department report provides labor costs by department for a
cost center or all cost centers and for a schedule or all schedules for the range of
dates entered.

Employees Not Clocked In or Out Report

Employers can produce a report of who has not clocked in for the current day at any
time.
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Cpis

Other Considerations

Backup

A separate installable program, the maintenance server, comes with BSI Labor &
Scheduling. This program follows the directions the user enters in the
Backup/Maintenance form and this form can be accessed from Settings on the
Menu Bar. Set a time for maintenance and browse to a folder where you would
like to store a backup copy of your database. A copy will be saved on the days
you designate in the Backup and Maintenance form. It will automatically backup
your data on a regular basis and store it in a designated folder.

Recovery

In the event of catastrophic failure that causes the application not to work, it can
be uninstalled and then reinstalled at any time, if the Windows file system is not
corrupted. If you have entered information that you want, it may or may not be
available, depending on the nature of the failure. If you have reinstalled the
application and information entered does not show up, you should recover the
information by restoring the Schedule _be.mdb file that will be saved in the folder
designated in the Backup/Maintenance form. The Schedule _be.mdb file must be
copied to the directory that you have installed the application on. You can find
this directory by going to “About” from the Menu Bar. The application will
display “Target Directory:” which is where your file is located. The default is

C:\Barrington Software Incorporated \BSI Labor and Scheduling System\
Schedule _be.mdb
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