Employee Setup Workflow

A new feature in the back office system (BOS) is Employee Setup Workflow,
located in théVor kforce Management folder. This workflow walks you through setting
up a new employee. Using this workflow you will famger have to use the Related
Links drop down menu. Once you have accessed thkflaw click on theStart New
button located in the lower left hand corner.

[ ] ® Instructions

Cloze

Org Unit 001 Sauk City

My Searches = I Search Options
Status Workflow iness Date Comment |
No data available.

Start New |

The WorkflowTask List will appear: To begimdding a new team memberck on the
underlinedAdd Employee User Infor mation task.

[ ] (2) nstructions

Close

Task List |

Org Unit 001 Sauk City

! Required Add Employee User Information
® Disabled Add Workforce Management Information

® Dizabled Emplovee Availability
@ Disabled FOS User Configuration
@) Disabled Finish

The Add Employee screen will appear. Fill in the information in eatab as you
currently doName, Address andL ogin Tabs have not changed.

i Add Employee

Namel Login Role
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Employee Setup Workflow continued

A new field to be filled in under thiRole tab isDefault Role. Match the role assigned, to
their Default Role. If a team member has multiple roles, the higloée should be their
Default Role.

@@ Add Employee

[Mone]

i Employ Pavroll Management.

| Externgl Accounting.
| Exct m‘:l_lF’avrall Niarl-agement - no sales.
| 'Tnal Pavroll Management.
”.I'rwentar',-' Manager
| Owner
| Owner - WFM
| Restaurant Manager
| Restaurant Manager - WFM
| Restaurant Mana:g-e-tr Limited Salary View
| Restaurant Mana-g;er Limited Sala-r;r_‘-.l"iew - WFM
| Restaurant Manager w/o Salary View
i Restaurant Manager w/o Salary View - WFM

| Schedule Manager

i Shift Manager

| Team Member

The Organization Tab also has a new fieldgfault Org) that will need to be filled in.
Team members that work in a single restaurantChg Unit and Default Org are the
same.

i Add Employee Show TaskList | (3) instructions
Save & Continue Cancel
Default Org | [001 Sauk City (BU) [~]

My Searches = || Search Options
Org Unit [ Level |

| -
v au I
001 S kCtyl BU

End of data.
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Employee Setup Workflow continued

For team members who work in multiple restaurayas, should ensure each restaurant
they need to have access to is checked. Their “Moestaurant should be tHaefault
Org.

il Add Employee Show TaskLst | (7) nstructions
Save & Continue | Cancel |
mwm Organization |
Default Org |00t sauk city (BU) [~]
My Searches = || Search Options
QOrg Unit Level
[ | Goetz 5 \ Tne Franchisee =
001 Sauk City Restauranf BU
003 Baraboo e . BU
| 005 Middleton ticy arein BU
[] | 032 Spring Gm the most BU

If a team member needs access to multiple resteyrdaey will need to be assigned the
owner’s Hierarchy Level in the Default Org along with the appropriate restaurants
checked.

i Add Employee Show Task List | (2) instructions
Save & Continue | Cancel |
mm Organization |
Default Crg | |Geetz 5 (Franchises) [+]
Iy Searches w | Search Options
Org Unit Level
I Goetz 5 I Franchisee =
001 Sauk City BU
[ | oo3 Baraboo BU
005 Middleton BU
71| n3& Snrina Grn Rll

When finished with th@©rganization Tab click on Save & Continue.
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Employee Setup Workflow continued

The Add Workforce Management Information screen will automatically appear. The
Seniority Date (a new field)will auto fill as you entetheHire Date. If, for some reason,
the dates are different each field can be editédntinue filling in the information in the
tabs across the top. Skip tBeheduling Tab as you will not be able to add the team

member’s availability yet. When finished with tfiéme and Attendance Tab click on
Continue.

i Add Workforce Management Information - Rubble, Barney Show TaskList | (%) nstructions

Continue | Cancel |

General

Home Site | ;to_n_(_E-sU]-__iT-i
Social Security Number |
Confirm Social Security Number \_
woTC [
Status Information

Current Action Create | = | current State Inactlverv_‘
Miscellaneous Information

Gender i_ch_ne]4[ zl Birth date |4{

Maiden Name |

Marital Status i[None]

EEOC Information
EEQC Category [iNane] ]
|

EEOC Subcategery. |More]

Assign Primary Job task will open. There are no new fields associatél this, after
completingclick on Save & Continue in the upper right hand corner.

Once the primary job is assigned and saved, yolubeilprompted to fill in the team
member’s availabilityClick Yes in the prompted box and it will automatically takeu
back to thescheduling tab and allow you to enter their availability.

? r/ Employee avallability is required for Crew member scheduling, 1F you haven't provided accurate information, wauld vou like to update now?
e

-———* Yes Na |

Enter the team member’s availability to match whieey are available to worlClick
Save & Continue in the upper right hand corner when finished.

Page 4



ThePOS User Configuration andPOS Security Role screen will open. Complete these
steps as you currently ddjck Save & Close.

i POS User Setup - Bird, Big @l POS User Setup - Bird, Big

POS User Configuration | e sl el | POS Security Role |

Limited D/T Cashier

Discount Only

Il

Safe Drop Alert Amount

POS PIN
Clack In PIN O | Access &l
Operator Mode |Cashier - Cleck In Mot Required | - | Caczhier
Primary Job |4 Team Member [~] Drive Thru Cashier
MSR Number [] | Shift Manager
Tag Number |:|
]
O

Access All +New SMA

To Finish the Employee Setup Workfloalick on OK. An employee download is still
required for the changes to take place on thetexgis

Task List |

Crg Unit |001 Sauk City |

Status Tazk Comment
"4 Complete Add Emplovee User Information - Bird, Big 1135980
4 Complete Add Workforce Management Information - Salary assigned.
| com plete Employvee Availability - Task complete.
"4 Complete POS User Configuration - Bird, Big
! Required Finish

Message from webpage

\‘.p Press OF to complete the hiring workflow For this employves.

———
( i Ok m Cancel
"‘h..‘_-‘___/
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