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Send Us Your Comments

Send Us Your Comments

Oracle Retail Xstore Point of Service Classic Manager’s Guide, Release 22.0.

Oracle welcomes customers' comments and suggestions on the quality and usefulness of this
document.

Your feedback is important, and helps us to best meet your needs as a user of our products.
For example:

e Are the implementation steps correct and complete?

» Did you understand the context of the procedures?

* Did you find any errors in the information?

* Does the structure of the information help you with your tasks?

Do you need different information or graphics? If so, where, and in what format?
e Are the examples correct? Do you need more examples?

If you find any errors or have any other suggestions for improvement, then please tell us your
name, the name of the company who has licensed our products, the title and part number of
the documentation and the chapter, section, and page number (if available).

# Note:

Before sending us your comments, you might like to check that you have the latest
version of the document and if any concerns are already addressed. To do this,
access the Online Documentation available on the Oracle Help Center. It contains the
most current Documentation Library plus all documents revised or released recently.

Send your comments to us using the electronic mail address: retail-doc_us@oracle.com
Please give your name, address, electronic mail address, and telephone number (optional).

If you need assistance with Oracle software, then please contact your support representative
or Oracle Support Services.

If you require training or instruction in using Oracle software, then please contact your Oracle
local office and inquire about our Oracle University offerings. A list of Oracle offices is available
on our Web site at http://www.oracle.com.
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Preface

Oracle Retail Xstore is point-of-sale (POS) software. This guide describes the activities
supported by Oracle Retail Xstore Classic.

Audience

This guide is for staff who implement, support, or use Xstore Classic.

Documentation Accessibility

For information about Oracle's commitment to accessibility, visit the Oracle Accessibility
Program website at http://www.oracle.com/pls/topic/lookup?ctx=accsid=docacc.

Access to Oracle Support

Oracle customers that have purchased support have access to electronic support through My
Oracle Support. For information, visit http://www.oracle.com/pls/topic/lookup?
ctx=acc&id=info Or Visit http://www.oracle.com/pls/topic/lookup?ctx=acc&id=trs if you
are hearing impaired.

Related Documents

For more information, see the following documents in the Oracle Retail Xstore Suite Release
22.0 documentation set:

ORACLE

Oracle Retail Xstore Suite Release Notes

Oracle Retail Xstore Suite 22.0/Merchandising 22.1.401.0 Implementation Guide
Oracle Retail Xstore Suite Implementation and Security Guide

Oracle Retail Xstore Point of Service User Guide

Oracle Retail Xstore Point of Service Classic User Guide

Oracle Retail Xstore Point of Service Classic Shipping, Receiving, and Inventory Guide
Oracle Retail Xstore Point of Service Reports Guide

Oracle Retail Xstore Point of Service Self Checkout User Guide

Oracle Retail Xstore Office User Guide

Oracle Retail Xstore Point of Service Frameworks and Technologies Guide
Oracle Retail Xstore Suite Deal Pricing Guide

Oracle Retail Xenvironment User Guide

Oracle Retail Xstore Point of Service Services Guide

Oracle Retail Xstore Point of Service Technical Guide

XV
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*  Oracle Retail Xstore Point of Service Host Interface Guide

e Oracle Retail Xstore Point of Service POS Log Files

e Oracle Retail Xstore Point of Service Database Dictionary Guide
e Oracle Retail Xstore Office Database Dictionary Guide

e Oracle Retail Xstore Suite Country Accelerator User Guide

e Oracle Retail Xstore Suite Country Accelerator Technical Guide

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:

https://support.oracle.com

When contacting Customer Support, please provide the following:

*  Product version and program/module name

*  Functional and technical description of the problem (include business impact)
* Detailed step-by-step instructions to re-create

*  Exact error message received

*  Screen shots of each step you take

Review Patch Documentation

Improved

ORACLE

When you install the application for the first time, you install either a base release (for example,
22.0) or a later patch release (for example, 22.0.1). If you are installing the base release or
additional patches, read the documentation for all releases that have occurred since the base
release before you begin installation. Documentation for patch releases can contain critical
information related to the base release, as well as information about code changes since the
base release.

Process for Oracle Retail Documentation Corrections

To more quickly address critical corrections to Oracle Retail documentation content, Oracle
Retail documentation may be republished whenever a critical correction is needed. For critical
corrections, the republication of an Oracle Retail document may at times not be attached to a
numbered software release; instead, the Oracle Retail document will simply be replaced on the
Oracle Help Center, or, in the case of Data Models, to the applicable My Oracle Support
Documentation container where they reside.

This process will prevent delays in making critical corrections available to customers. For the
customer, it means that before you begin installation, you must verify that you have the most
recent version of the Oracle Retail documentation set. Oracle Retail documentation is available
on the Oracle Help Center at the following URL:

https://docs.oracle.com/en/industries/retail/index.html

An updated version of the applicable Oracle Retail document is indicated by Oracle part
number, as well as print date (month and year). An updated version uses the same part
number, with a higher-numbered suffix. For example, part number F123456-02 is an updated
version of a document with part number F123456-01.
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If a more recent version of a document is available, that version supersedes all previous
versions.

Oracle Retail Documentation at the Oracle Help Center

Oracle Retail product documentation is available on the following website:
https://docs.oracle.com/en/industries/retail/index.html

(Data Model documents are not available through Oracle Help Center. You can obtain them
through My Oracle Support.)

Conventions

The following text conventions are used in this document:

Convention Meaning

boldface Boldface type indicates graphical user interface elements associated with an
action, or terms defined in text or the glossary.

italic Italic type indicates book titles, emphasis, or placeholder variables for which
you supply particular values.

monospace Monospace type indicates commands within a paragraph, URLSs, code in
examples, text that appears on the screen, or text that you enter.
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Documentation and Screen Conventions

This chapter describes the Oracle Retail Xstore Point of Service Classic Back Office screen
and documentation conventions and provides brief descriptions and examples of the methods
used in Xstore Classic’s Back Office features.

e Refer to the Documentation Conventions Overview section for a description of the
documentation conventions used throughout this Manager's Guide.

» Refer to the Back Office Screen Conventions section for a description of the Xstore Classic
application features.

« Refer to the Oracle Retail Xstore Point of Service Classic Shipping, Receiving and
Inventory Guide for step-by-step instructions on shipping and receiving functions, as well
as the procedures required for counting and managing inventory through Xstore.

« Refer to the Oracle Retail Xstore Point of Service Classic User Guide for Register
Conventions and touch-screen navigation.

Documentation Conventions Overview

The following explains the conventions used in the Oracle Retail Xstore Point of Service
Classic Manager's Guide.

Table 1-1 Documentation Conventions in the User Guide

When you see... Then...

Select xxxxx This refers to a menu button or list option displayed on the Xstore
Classic application screen. The bold text is the button or menu option
text. Since all menu text is configurable, the text you see on your
screen may be different from the text used in the procedure.

Press xxx This refers to a key on the keyboard. The text is the name of the key.

Blue, underlined text This indicates the tagged text is a link to another area of the user
document. Click on the link to jump to related information. This feature
is used when viewing the document online. For printed documents, a
page number has also been provided.

Information Conventions

< Note:

This information is provided to improve your understanding, simplify a task, or point
out special circumstances.

ORACLE 1



Chapter 1
Where to Look for Additional Help

# Note:

This information is important for the user to be aware of. For example, information
that can help prevent the loss of data.

# Note:

This information is related to the task at hand, but not required to perform the task.
For example, this information may include best practices or practical information that
can help the user in the performance of the task.

Where to Look for Additional Help

A variety of guides provide you with complete information about the Oracle Retail Xstore Point
of Service POS system.

The Oracle Retail Xstore Point of Service Classic User Guide provides detailed information
for entering sale, refund, and miscellaneous transactions, and is designed to provide
training assistance for cashier-level employees. It also provides detailed basic navigation
information such as touch-screen components.

The Oracle Retail Xstore Point of Service Reports Guide contains a description of each
report, step-by-step instructions on how to run each report, an explanation of the criteria
selection options, and a report sample.

The Oracle Retail Xstore Point of Service Classic Shipping, Receiving, and Inventory
Guide provides step-by-step instructions for shipping and receiving functions, as well as
the procedures required for counting and managing inventory through Oracle Retail Xstore
Point of Service.

The Oracle Retail Xstore Point of Service User Guide describes how to perform the
functions available on Desktop, Thin Client, Mobile Tablet, and Mobile Handheld.

A list of Xstore POS supported devices and operating systems can be found in the Oracle
Retail Xstore Suite Implementation and Security Guide.

Back Office Touch-Screen Navigation

Xstore Classic uses multi-touch gesture navigation throughout to allow for full touch-screen
transactions.

# Note:

Touch-screen navigation is configurable by your corporate office; all features may not
be activated on your system.

The following figure illustrates list navigation options for touch-screen users. The up/down
arrows and side-scroll bar will only display if there is a large list.

ORACLE
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Chapter 1
Active Keyboard Keys

Figure 1-1 Touch-Screen Selection Navigation
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Table 1-2 Touch-Screen Navigation

Touch-Screen Component

Description

Touch item

Hold and slide
Side scroll bar
Tap up arrow

Tap down arrow

Selects and enter the item. Depending on the screen, you may need to
select OK to enter the item.

Moves the list up or down without changing your selection.
Scrolls list up or down.
Moves the list up.

Moves the list down

# Note:

Active Keyboard Keys

ORACLE

Use the following guidelines to

Key

For more information regarding touch-screen and virtual keyboard navigation see the
Oracle Retail Xstore Point of Service Classic User Guide.

navigate through the Xstore Classic system using a keyboard:

Table 1-3 Active Keyboard Keys

Description

arrows

Use the up and down arrow keys to browse through list boxes.
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Chapter 1
Back Office Screen Conventions

Table 1-3 (Cont.) Active Keyboard Keys
]

Key

Description

Enter

Press Enter to select OK at any prompt that includes OK (Enter) as an
option. Also, press Enter in active list boxes to select the highlighted
option.

Esc

Press Esc to exit any prompt that has Back or Cancel as an option.
You can also press Esc to exit the current menu and return to the
previous menu. In either case, if changes were made that were not
saved, you must verify that you want to exit without saving your
changes.

Function keys

On each Xstore Classic window, the F1through F12 function keys
correspond to the menu options.

Press the function key that corresponds to the option to choose it. See
Function Keys.

Home/End

Use these keys to jump to the top (Home) or bottom (End) of the
current page of a report that you are viewing.

Plus (+)/Minus(-)

Use these two keys to increase (+) or decrease (-) the on-screen
magpnification level of a report that you are viewing.

Shift-Tab

Press Shift-Tab to move to the previous list box on an Xstore Classic
window. When the first list box is reached, press Shift-Tab to activate
the last list box on the window.

Tab

Press Tab to move from the first list box to the next list box on the
window. When the last list box is reached, press Tab to activate the first
list box on the window.

Spacebar

Press the spacebar to select items in multiple-select lists.

Ctrl-Tab

Press Ctrl-Tab to access the Information, Task, Message, and Sales
Goals tabs and move one tab forward on the Register Login screen
and the Back Office Login screen.

Ctrl-Shift-Tab

Press Ctrl-Shift-Tab to access the Information, Task, Message, and
Sales Goals tabs and move one tab backward on the Register Login
screen and the Back Office screen.

Back Office Screen Conventions

Most Manager tasks are performed using Xstore Classic's Back Office features. To review the
screen convention for the register see, the Oracle Retail Xstore Point of Service Classic User

Guide.

# Note:

Button.

Bread Crumbs

The Register can be accessed from the Back Office by selecting the Register Menu

The bread crumbs keep track of your steps throughout the Back Office menus. When you first
enter the Back Office menu, the bread crumb area contains Main Menu.

ORACLE
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# Note:

Touch-screen users, tap one of the bread crumbs in a Back Office menu header to
return to the menu selected in the bread crumb.

Work Order Options

Main Menu » Customer » Work Order Options

Menu List Options

ORACLE

The Back Office functions are available from the Main Menu that is displayed when you log in
to the Back Office. Some functions on the list may not be available to all employees. Individual
access is based on menu configuration. Security may be different for each employee,
employee group, or register group.

The Back Office menu has been restructured into seven options:
¢ Associate

o il

e Customer

«  Employee

e System Admin

* Inventory

e Reporting

There are several ways to select a menu item:

*  Type the corresponding number from your keyboard or virtual keyboard.
¢ TOUCH-SCREEN Tap the menu option.

» Ifthere is a long list of options, up and down arrow keys display. Touch-screen users press
these arrows to navigate the list. Keyboard users press the keyboard arrows to move the
menu list.
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Figure 1-2 Back Office Reporting Menu

Reporting a
Main Wenu ¢ Reporting

Airport Repors

2 Cimtarmner A ceount Aotwity 5 uremary Report
3 Cusforner List Report

4 Do e rd

E

5  Employes Reports
6  FlashSalks

T v ntory Reparts

=

L] Jesairnal £l

9 Layaway Reparts

The number to the left of a menu option represents the keyboard number that executes this
option. For example, pressing the number 3 on the keyboard launches the Customer List
Report option as shown in Figure 1-2 above.

This symbol to the right of a menu option indicates that there are additional sub- menus

for this option. If you select a menu option with submenus, Xstore Classic displays additional
functions that are available for that option.

If an option is grayed out, the option is not available to the current user. This is configurable by
security level. Other menu options may not be available when the register or store is closed.

Figure 1-3 Option Grayed Out

Till Reparts

Minin Manu 5 Reporting » 110 Bopors

( I

4 Cash Dmwer Rzpoert

A menu option with a key icon indicates that a security ID is required.

Figure 1-4 Option with Key Icon

7 Check for Updates o=
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Screen Layout

Tabs

Figure 1-5 Screen Layout Areas

Grayly Camphell Customer D COO99812
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Cantact Information

Werk 1239231331 22312
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Profile §7% Complete H—
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Chapter 1

Back Office Screen Conventions

Last  Campbell
Tyes  COMPANY
Aga rinvend
Cositry LS - Unied Stites

Stal= DM - Ohio

Persenal Infermation

Annivensary Date
Birh Date
[

Language  English [Wnited States)

Prviow Tab [

211120 E S5 AN

Q Register 1 0

For more information about these Back Office screen areas, refer to:

e Static Information Area
« Tabs
e Information Areas

* Screen Title (Changes per function)

7 A

e Menu Buttons (availability determined by function and the user's security). See Menu

Buttons

 Message Bar

To open tab screens:

*  Select the Previous tab or Next tab menu button.

e Touch-screen users, can tap the desired tab.

Menu Buttons

ORACLE

The menu button options can be found on the bottom of most menus and forms. If you are
using a keyboard, you can press the associated function key. Menu buttons with the following

icons denote additional functions:
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Table 1-4 Icons

Icons Description

This icon indicates there are more sub-menu choices associated with
this option. Selecting an option displaying this icon opens another
menu with additional options.

This icon indicates this function is not available to the user currently
signed on to Xstore Classic, without manager override. This function is
& based on security levels.

The ellipsis (...) after the word “More" indicates that there are additional
menu options available at this screen. Selecting the “More..." option
displays another set of menu buttons.

Function Keys

# Note:

Touch-screen users do not use function keys. Instead, tap the menu option to select.

The Xstore Classic menu buttons show the functions that are available for each Xstore Classic
window. Each menu button has a function key (F1 - F12) assigned to it. Because each Xstore
Classic menu is configurable, the button functions on your system may appear in a different
order or have different text than shown throughout this manual.

Some of the functions on a menu may not be available to some employees. Availability of a
function depends on menu security, and it may be different for each employee, employee
group, or register group.

# Note:

Due to the flexibility of the system, menu options in this guide are not identified by a
function key number F2, F3, and so on. Instead, the procedures and processes that
follow use the name of the button.

ORACLE 18
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Figure 1-6 Back Office Menu Buttons

# Note:

Touch-screen users: When your virtual keyboard is visible, you can still access the
menu buttons. Tap the desired button above the keyboard.

—

Donvironmant

Message Bar

The message bar is located above the status bar and indicates if there are any new orders.
The yellow portions fade in and out when messages are available.

# Note:

To view the message bar information here, you must have a touch-screen or a
mouse. This additional information is view-only.

Figure 1-7 Message Bar

Select the message to view information.

* Total New Orders - The total number of new orders.
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Figure 1-8 New Order Statistics

New Order Statistics i?'

Total New Orders 3

lterms Awaiting Pick 5

Average Order Age 18 days 7 hrs

Oldest Order Age 32 days T hrs

Unfulfillable Orders 5

» Ship Orders - The number of orders waiting to be shipped from this store.
e Customer Pick Up Orders - The number of orders for pick up in this store.
* Items Awaiting Pick - The number of items to set aside for the orders.

* Average Order Age - The average age of the orders awaiting fulfilment, in days and
hours, or minutes.

* Oldest Order Age - The age of the oldest order awaiting fulfilment, in days and hours, or
minutes.

« Unfulfillable Orders -The number of orders that cannot be filled. When an order is
rejected and cannot be filled at another location, the status becomes unfulfillable.

The Status Bar is a screen component that displays several sections containing store- related
information. It is located immediately below the message bar and is always visible from every
Register screen and Back Office screen.

Urgency levels - Stoplight-like color indicators convey urgency:
* Red = High Urgency
*  Yellow = Medium Urgency

e Green = Low Urgency (Informational conditions)

Figure 1-9 Status Bar Components

5 acxce i st Online 0 21112018 2o an
: @ O] @ Q @ O
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Table 1-5 Status Bar Components

Component

Description

1. Keyboard icon

2. Area Locator

3. Signed-In User Identifier
4. Database Status Indicator

5. Store Identifier

6. Register Identifier
7. Date

8. Time

9. F1

For touch screen monitors, this icon opens the keyboard.
Indicates where you are within the system (that is, Back Office).
Identifies the user that is currently signed into Xstore.

Green indicates the Datasources are online.

Yellow indicates at least one WAN Datasource is offline. The system is
using the local Datasource.

Red indicates at least one LAN datasource is offline.
Touch-screen users tap the indicator to view the Datasource Status.

Datasource Status

Local Area Network

Concurrent Store Local Online
Concurrent Store CE Online
Concurrent Store Xcenter Online

Replication Online

Store Primary Online
Local

Local Online

Training Online

Identifies your store name and store number.
Identifies the register number.
Displays the current register date.

Displays the current register time. Touch-screen users swipe the clock
area to clock-in/clock-out.

This icon is available from all screens. Clicking or touching this icon
opens the Xstore Classic's help feature.

Note: The F1 key is a configurable key. It is not automatically assigned
to the Help option. If the help option is enabled and available for the
function, pressing the F1 key displays a context-sensitive HTML page.

ORACLE
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Static Information Area

ORACLE

The Static Information Area of a record is in a horizontal bar across the top of the record. The
information displayed here is usually some basic identifying information about the current
record such as a customer name, an employee ID, or other important information. When
viewing a record, the information in the Static Information Area does not change, regardless of
which tab is selected for the current record.

The information shown depends upon the kind of record being viewed. If the data originates
from another system, the Static Information Area displays the data source where the current
record is located. The source varies depending on your system's configuration.

Figure 1-10 Static Information Area - Employee Maintenance Screen

Cumiomes I G841 10001 HIBHE

Midde  J Lawt  Bmith

Addrean JOGIN Brue I tial Pashway Apartmart

Country 15 - Wited States

Postal Code 48130 [ Sk OH - Okis

Employea iD: 100 | Swmee: 101 | Sowen: SweePrimary

Nams & Addmss

Pemcnal Information
Firsl Jutn Smsith r SEN e

Preiin Flent Whddle [ Sutie Languspe  Englimh Mried Smies)

When viewing a customer transaction in the Electronic Journal, the Static Information area
displays information about a particular customer transaction.

Figure 1-11 Static Information Area - Electronic Journal
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lectronic Jourmal
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Cawiier: 10 Tisiei: TS5

Sinim Conpisin
Tirse; 0170610 AN
g 1 Cowtier: 100 Tickst: T2

Dse PRTET

Total e Sistn Conpiet
D 1M Tirsa: 01:20:08 A
— b, WO Tiesst: 771

o Bak Giens Conpe
Ermd Count il Tirss: 01:2000 A
Begtes 1 b 10 Tiekst: 780

Tatal Bake Sinkn Conpiste
Tirne Clock Do THHRIRIT Tirse: 013087 A3
Raguies 1 Comtiar; 03 Tewt: 1T
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When viewing a customer record in the Customer Maintenance screen, the Static Information
area displays the customer’s name, customer account number, enroliment date, and loyalty
points (if applicable).

Figure 1-12 Static Information Area - Customer Maintenance

Saaon ) Bmith Comterar 1D CHIEIDITMOKTE

Frst  Steve Middle  J Last  Smith

Information Areas

ORACLE

The Information Areas on the screen display information that varies depending on which tab is
selected on a record. In that way, the Information Area of a screen is different from the Static
Information area at the top of the screen. In the Static Information area, the same set of data
displays, regardless of which tab is selected.

An information area is a way of grouping related bits of information that are pertinent to the
specific tab currently being displayed.

Figure 1-13 Information Display Area - Contact Information Tab

e I CH4 BAOI1 BIBIT

Firsl  Sieen Midde  J Lawi  Smith

Addreas  JOGI0 Bruce Indmtial Paskeay Aparimant

PostalCode 48139 Ciey Solon Bk OH - Db

John Smith | Enploen 10 | S 181 | Sonece: SenPrimary

Hame & Addmss Pemcnal Information

Fiewl Jubn Sesith T ]

Langie  Englh Mrimd Smim)
MarisiSmin  Single
Adddeems 305D Broce kvha brinl Phuy frn

Gerder

PosmiCode 44130 Chy Soln [ —

Bemie  QH -« Dhio Coustry US - Usited Sta

c 5 P
Emergency Contact information
Emai
Meme

There may be several different Information Areas on a screen, each one containing related
information, and visually contained within a boxed area. For example, the customer record may
show both Contact Information (such as address and phone information) and Personal
information on the Contact Information tab.
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Data can usually be entered and edited in an Information Area when you are working in an Edit
mode.

Prompts and Forms

During various system operations, you may be prompted to confirm that a process may
continue, select from a list of options, acknowledge a system action, enter/select information,
and so on. Xstore Classic provides several different types of prompts and forms to help you

complete a task.

Response Required Prompt

During a Back Office process, you may be required to confirm an action. For example, in
Figure 1-14, below, press Y (Yes) to confirm that you want to close the register or press N (No)
to remove the prompt and return to the transaction.

Figure 1-14 Response Required Prompt

Do you want to close this register?

Selection Required Prompt

During a Back Office process, you may be required to select from a list of options. For
example, in Figure 1-15 below, you would select a shift from the list. Keyboard users can use
the up and down arrow keys to select from the list. To continue with the process, press Enter
to choose OK. To exit without selecting, press Esc.
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Figure 1-15 Selection Required Prompt

Shift Malntenance
Salact a ahifi.

CASHER Cashisr - AM 2:00 AM - 100 PM
CASHER Eanhicr - FWA 500 FM =580 PR
CASHIER Cashier « AM (Weekend) B:00 AM - 1:30 PM
CASHIER Canhinr - Midnight {Sals] 00 Al - 1:30 PM

# Note:
Touch-screen users tap to select an option and then tap

OK. See Back Office Touch-Screen Navigation.

Required Prompt

ORACLE"

During a Back Office process, you may be required to enter a value before continuing. For
example, in Figure 1-16 below, you are prompted to enter your employee ID number and
password to continue. To continue with the process, enter your employee ID number and
password and select Process to continue. To return to the previous screen, press Esc or select
Back.
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Figure 1-16 Entry Required Prompt

Swcumity

Comaba Irventary Couml

Enter employee ID and password for override.

System Information Prompt

Throughout Xstore Classic, the system displays prompts and messages to indicate that it is
processing a request or a transaction, or to provide additional information about a process or
error. For example, the following system message displays when running a report.

Figure 1-17 System Information Message - Running Report

Rumring report..

Search Forms

In a search form, you enter parameters, or criteria, to initiate a database search. Xstore Classic
displays a search form automatically when you must retrieve specific information.

Some forms (but not all of them) require that you enter at least one letter or one number into a
field, the minimum requirement to initiate a search.

# Note:

For example, the Employee Lookup form in the Back Office Employee Maintenance
function may not require any criteria to be entered. If you select Process without
entering criteria, all employee names are retrieved.
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The more parameters you enter, the narrower the scope of the search becomes, and fewer
records are listed. When one of the parameters is not matched, the system uses the remaining
parameters to conduct a broader search. If the system cannot find any matches, Xstore
Classic displays a message indicating no match was found.

When applicable, the Change Country menu option provides the ability to search for customers
from countries other than the country where the store is located. For example, if you change
the country to Canada, the State form field lists Canadian provinces, and if Mexico is selected
as the country, then the State form field lists Mexican states.

Because each Xstore Classic search form is configurable, the search parameters on your
system may appear in a different order or have different field names than the search forms
shown in this guide.

Figure 1-18 Customer Search Form

Customer Seanch
Ender search critena

]
Lt B

Firnit W ress

U Lrsited S ies

| : |An arrow on the right side of a field indicates the information for

this field must be selected from a drop-down list of options rather than typed into a free-text
field.

Data Entry Form

ORACLE

A data entry form is used to capture information that is transferred to the database. For
example, the figure below shows a Customer Maintenance form where you can enter various
kinds of information about a customer. The same form may be used to display information
(read-only) and to update, or edit, information. Usually, you must select an Edit option from the
menu before the current information may be changed.
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Figure 1-19 Data Entry Form in Edit Mode
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Table 1-6 Icons of the Data Entry Form

Description

An arrow on the right side of a field indicates the information for this
field must be selected from a drop-down list of options rather than

I=....|typed into a free-text field.

A red triangle in the upper left corner of a field indicates that
information must be entered.

[ 1

A grayed out field indicates the field is non-editable. In some cases,
select the Edit menu option to modify the field.

Icons

Enter the information into the form as required and select Save Changes to continue or press
Esc to return to the previous screen without saving the data. If you select Save Changes
before completing all the required fields, Xstore Classic displays a message explaining the

error.
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Customer Maintenance

Customer Maintenance includes activities related to entering a new customer into the customer
database, updating customer information, and viewing or printing customer information.
Customer Maintenance is typically initiated when an employee performs a register transaction
and discovers that the customer's name is not in the database and must be entered for the first
time. Customer maintenance is also required when customer information is found to be
incorrect and must be changed, or when it is incomplete and additional data must be entered.

The Customer Maintenance screens are essentially the same whether accessed through the
Back Office or through the register. Refer to the Oracle Retail Xstore Point of Service Classic
User Guide for detailed instructions on modifying customer records.

# Note:

The Customer Maintenance activities that may be accessed are controlled by each
user's security level. An associate must have the proper security privileges to perform
any customer maintenance.

Accessing the Back Office

¢ Note:

Because each Xstore Classic menu is configurable, the button functions and the
menu options on your system may appear in a different order or have different text
than the examples shown in this guide.

Associates with the correct security privileges may access Customer Maintenance from the
Back Office Main Menu.

In addition to all the customer maintenance functions available from the register, the Back
Office Customer Maintenance Menu also offers a Customer List Report. Refer to the Oracle
Retail Xstore Point of Service Reports Guide for more information.

1. Select the Back Office menu button from the Register Login screen.

ORACLE 1
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Figure 2-1 Back Office Menu Button

Register Login

‘Bean or he; | 1D ke wign on.
Skl = OoORACLE

Wiew Schedube & | Change: Rieceipa Repnd | Balance Inquiry My Tasks LT Flah Sales Back Office
Time Puasword Options.
B B B

# Note:

Access to the back office functions is controlled by security levels. You must have
the correct security privileges to access the Back Office.

2. When prompted, scan or enter your employee ID and press Enter.

Figure 2-2 Employee ID Prompt

Back Office Login

Scan or key your employee ID to sign on.

3. Enter your password and press Enter.

Figure 2-3 Password Prompt

Back Office Login

Key your password to complete sign on.

# Note:

If your system is set up to use a Biometric Fingerprint device, an Employee ID Login
prompt displays. Use the device to scan your fingerprint rather than entering your
user ID and password. Scanned and keyed entry is also supported at this prompt.
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Accessing Customer Maintenance and Accounts

ORACLE"

1.

2.

From the Back Office Main Menu, select the Customer option and press Enter.

Figure 2-4 Back Office Main Menu

Main Menu

Wb M

1 Ao e 11}
3 Employes L]
4 Hardware Q
6 lrmecnlury G
6 Asparting m
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Several sub-menu options appear:

Figure 2-5 Customer Options
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B Special Order Account Malntensnos
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Balance Inquiry - Select this option to track the activities that are related to various
customer-related transactions. Refer to Balance Inquiry for more information.

Customer List Report - Select this option to run the Customer List Report.

Refer to the Oracle Retail Xstore Point of Service Reports Guide for more information
about this report.

Customer Maintenance - Select this option to maintain customer data as explained in
this chapter.

Gift Registry - Select this option to maintain gift registry accounts. Refer to Gift
Registry for more information.

Layaway Maintenance - Select this option to maintain customer layaway accounts.
Refer to Layaway Maintenance for more information.

Order Options - Select this option to maintain Oracle Retail Order Broker Cloud
Service order accounts. Refer to Order Broker Maintenance for more information.

Receipt Reprint Options

Special Order Account Maintenance - Select this option to maintain special order
accounts. Refer to Special Order Maintenance.

Work Order Options - Select this option to maintain customer work order accounts.
Refer to Work Order Maintenance for more information.

Customer Maintenance

From the Customer menu, select Customer Maintenance.

Enter your search criteria and then select Process.

Figure 2-6 Customer Search Form

ORACLE
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Plraoime &
Lami Harms
Firal Name
City
Stnbm

UE - Umited Swies

Peratal Code

Loyalky M

Caminrmar 8

i“

2-4



ORACLE

Chapter 2
Accessing Customer Maintenance and Accounts

Tip: Enter as much information as possible in the Customer Search form to limit the
number of customer records that are returned. You may enter partial names in the Last
and First name fields.

The maximum number of returned records is configurable. If your search results exceed
that number, you may see a message indicating there are too many results.

If the name you want is not listed, select the Back option to return to the Customer Lookup
form. Enter the customer's full name or make additional entries in the other searchable
fields. Select Process to search again.

When applicable, the Change Country menu option provides the ability to search for
customers from countries other than the country where the store is located. For example, if
you change the country to Canada, the State form field will list Canadian provinces, and if
Mexico is selected as the country, then the State form field will list Mexican states.

If more than one customer record matches your search criteria, the system displays a list
of customers.

Figure 2-7 Customer Search Results

Customer Search
Source: StormPrimary

[T PO
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Smith, Jdos
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Sodne, OH 441758
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# Note:

The Source field underneath the header Customer Search indicates the data
source from which this information was retrieved.

Customer Search

Source: StorePrimary

Depending upon your system's configuration, the system may automatically
display the Customer Maintenance screen when only one name matches the
search criteria, rather than showing a list with only one customer name.

3. Choose one of these options:
e Back — Returns to the Customer Lookup form where you can begin a hew search.
* Select & View — Opens the selected customer record for viewing, editing, or printing.

* New — Opens the Customer Maintenance screens with blank fields for adding
information

Adding a New Customer Record

If you search for a customer name and it is not found in the customer database, you can create
a new record for the customer. The system displays a message as shown in the Figure 2-8
below if there is no current record.

Figure 2-8 Customer Not Found Message Screen

There are ne customers available for selection.
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Select New to display the Customer Maintenance Screen in edit mode. The form consists
of tabs, each containing a different type of information about the customer.

# Note:

The information you entered in the Customer Search form automatically
populates the appropriate fields on the customer maintenance screen.

Enter customer contact information. Your system may be configured to capture and display
the following information on the Contact Information tab. Any of the fields may be
designated as a required entry (per your store policy).

Figure 2-9 Customer Maintenance Screen

pee D1A1202018

v T Wil Loat ”
Camgany Type ]
Acdmss Apariment
B Countey US - United States
Ferstal Code City Staie B2
Contact Informaticn Parsenal Infermation
Cortact

Home T . - Anniversary Dute 01122018
Wark - .ok Birth Date
Mokile . . Gender

Erraid - Language

Email Recripes

Prodile 0 % Complete

w- -~ ﬂ -~ o

F
e Any field that required an entry is marked with a red triangle in the upper left
corner of the field.

=
* Any field that has a selectable list of options displays a down arrow on the right
side of the field.

# Note:

When you enter a valid postal code for the customer, the system automatically
enters the city and state information.
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Table 2-1 Contact Information Fields

|
Field Name Description

First name, middle initial, last The system automatically creates an initial cap for the first letter you
name type here if you don't press the Shift key when entering the
customer's name.

Company If you enter a company name here, the Organization Type field
becomes active.

Type Associated with Company entries, for example, Club, Company,
School, and so on. This field is only active after a Company name is
entered

Address Two address lines are provided. This is the customer's primary
address.

Apartment # Optional field.

Postal Code The system automatically supplies the city and state if it recognizes

the Zip/Postal code that you enter.

City Automatically populated if the system recognizes the Zip/Postal
code that you entered first.

State/Province If you begin typing, the system auto-fills the field with states/
provinces defined for your store.

Country Defaults to the country in which the store is located but can be
changed using the Change Country option.

Phone Numbers As you enter data in these fields, the associated contact permission
check marks become active. Check mark whether or not it is okay to
contact the customer by selecting the corresponding yes box.

Email address Format this email address correctly so it can be used to contact the
customer. If the customer would like to receive receipt copies via
email, this must be a valid email address and the Email flag
(Email?) must be set to "Yes".

Anniversary Date This information can be used to display a message such as "Happy
Anniversary" before or after the anniversary.

Birth Date This information can be used to display a message such as "Happy
Birthday John" before or after the customer's birthday.

Gender The gender will determine the avatar picture in the contact
information tab.

Language The language code for the customer's preferred language.

Email Receipts "Yes" indicates the customer would like to have email receipts

automatically selected when purchasing items.

3. Select the Associations tab to make additional entries for personal information such as
tax exemptions. See Associations Tab.

4. Select the Addresses tab to add and manage multiple addresses for the customer. See
Addresses Tab.

ORACLE )8



Chapter 2
Accessing Customer Maintenance and Accounts

# Note:

The non-editable tabs are Dashboard, Purchase History, Customer Account, and
Wish List. Depending on your store policy, you may be able to create and
maintain House Accounts. See the Oracle Retail Xstore Point of Service Classic
User Guide Customer Maintenance chapter to create and modify House
Accounts.

The Customer Account tab contains options to Print Balance Receipt and Print
Account History, see the Oracle Retail Xstore Point of Service Classic User
Guide Customer Maintenance chapter.

5. To create a comment for the new customer, see Adding a Comment to a Customer Record.

6. After completing all the data entry for the new customer, select the Save Changes option
to store the new customer record in the database.

7. Select Cancel to return to the Customer Search list.

Associations Tab

Select the Associations tab to select a membership if applicable.

Figure 2-10 New Customer Association Tab

Customer I COS3E001 Customer Since
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Employes Family Cusbimer Segrents
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Table 2-2 Association Tab Fields

. _______________________________________________________________________________|
Field Name Description

Group Membership Select a membership if applicable. Your store may have badges such

[ SBILVER )
/

. B - i . . .
as silver L assigned to various group memberships. The

badge appears on the header of the Customer Maintenance Screen as
well as the Customer Loyalty Banner on various sales screens.

A customer may be associated with one or more groups. If groups are
not defined, no customer groups are listed in this section.

Customer Attributes NON- Attribute categories are defined by the home office and provide
EDITABLE additional information about the customer.

Customer Segments NON- Segments are groupings that share common criteria. This information
EDITABLE is provided by Oracle Retail Customer Engagement Cloud Services.

Identifying a customer with a segment may be helpful in customer
analysis and in sales promotions.

Tax Exempt Information If a customer has a tax exemption, that information is displayed in this
section. A customer may have one or more exemptions, and they may
be updated as required. To add tax exempt information, see the Oracle
Retail Xstore Point of Service Classic User Guide.

Addresses Tab

Select the Addresses tab to add and manage multiple addresses for the customer. The
Contact Information address will automatically be set as the primary. To change this, see the
Oracle Retail Xstore Point of Service Classic User Guide Customer Maintenance chapter.

Figure 2-11 New Customer Address Tab

er i iS00

123 Wikningion Bhvd Swite 300
Solan, OH 44139

Exlil Ackirean Bat Primary Previons Tab et T
Arddmu

Adding a Comment to a Customer Record

To add a comment to your new customer:

ORACLE 2.10
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Select the Comments tab to view or add comments for this customer.

Select the Add Comment menu button.

# Note:

If the Add Comment button is not available you may be entering a new
customer. Save Changes first and then add the comment.

Type a comment.

Figure 2-12 Add Comment Form

Add Commant

Entar a commant forthe cument customaer.

Updated the home phane number.

Select OK. The comment displays on the Comments tab.

Figure 2-13 Comments Tab

Customer ID COF00M1

Conts i ] A P iy Accourts

Augunt T,2H1E 11:32:30 AW RLT
Upehated thes heme: phone murmsber.

ﬁ . o b
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Viewing a Customer Record

A customer record always opens in a read-only mode and cannot be edited unless you change
to the editing mode. If you only need to see information or confirm that it is correct, just
navigate between the tabs on the customer record.

ORACLE

1.

2.

At the Customer Search form, select a customer name and select the Select & View
option (see Accessing Customer Maintenance and Accounts).

< Note:

The system may display the customer record automatically if only one record
matches the search criteria you entered at the Customer Search form. The
source for the customer record is also noted near the top of the results list.

The customer record opens in a read-only mode.

Figure 2-14 Customer Record in Read-Only Mode

Camtcenar 1D CI9I90H1

Tasks o

Wish List

Wirth Date
Last Purchase
Address 123 Wilmington Bhed Suise 300
Ealan, OH 44139
Unite:d Stabes
Ernail
Phons 8 123456780
1
Snles ] F0.00

et [ F0.00

Bt o F0.00

Cumtomer Frevious Tab Mext Taby
Optiors
¥

# Note:

The photo area is always present. When a customer's image is not present, an
avatar takes its place.

Choose one of these options:
* Back - Returns to the Customer Search form.
» Edit Customer - Allows you to change information in the customer record.

e Customer Options — Displays a list of customer options. Options include:
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— Add a new customer record to the customer database
—  Print the customer record

— Enroll the customer in the loyalty program

— Maintain the customer's tax exemption information

— Create a House Account for the customer

# Note:

Refer to the Oracle Retail Xstore Point of Service Classic User Guide,
Customer Maintenance chapter - Additional Customer Options for customer
options instructions.

Navigate between the tabbed sections on the customer record by selecting the Previous
Tab and Next Tab menu options. This section provides an overview of the information
available on each tab.

e Dashboard Tab: This tab shows the customer's loyalty information, and purchase
information over the last 365 days.

e Contact Information Tab: This tab shows the customer’s name, address, phone and
email information, contact preferences, and profile completeness progress bar. Your
store may be configured to display anniversary, birthday, and loyalty expiration
messages.

e Associations: Displays information about the customer group, customer attributes,
segment, tax exempt record.

* Purchase History Tab: Displays sales history information about the customer.

e Customer Account Tab: Displays information about the customer's accounts,
including loyalty, and other transaction-related accounts

e Tasks Tab: Displays customer related tasks and appointments (see also Reviewing
Task Management Information). You can add and edit tasks from this tab but updates
to the status must be made from the My Tasks screen. See the Oracle Retail Xstore
Point of Service Classic User Guide for instructions on how to update status.

e« Comments Tab: Displays comments that have been entered about the customer.

« Addresses Tab: Displays the customer's primary address and any other addresses on
file.

« House Account Tab: Displays information about the House Account associated with
this customer. This tab is only active if the customer has a house account.

e Wish List Tab: If your system is set up to use Oracle Retail Customer Engagement
Cloud Services, this tab displays the customer's wish list items. Otherwise, this tab is
not active.

# Note:

Refer to the Oracle Retail Xstore Point of Service Classic User Guide, Customer
Maintenance chapter for information about each tab section and how to modify a
customer. The instructions are the same.
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Customer List Report

The Customer List Report is available from the Back Office Menu. It is accessed from the
Customer menu as well as from the Reports Menu. The report can be viewed on the screen or
printed.

The Customer List Report shows customers who fall within specified data ranges (for example,
spends over $500.00 per year) or who follow a particular pattern of shopping (for example,
most purchases are from the children's department).

Figure 2-15 Customer Menu

Customer

Wi Wi b C i e vaer

1 Babince Inquiry |

2 Customer List Report

3 Cimbomer Malmlenanos

A Gt Regoiry

5 Laysway Mninssnsnce
6 Order Optiors [
T Reczipt Aeprin Optsm L

8 Spacinl Order Accaurt W irds e mes

9 Work Order Options C

The selection criteria allow you to include customers in the report based upon customer
location, type of merchandise purchased, amount of merchandise purchased or returned, and
certain demographic information.

The Customer List Report can be produced at either a summary level or a detail level.

< Note:

Refer to the Oracle Retail Xstore Point of Service Reports Guide for more detailed
information about this report.
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Figure 2-16 Customer List Report

Shore; #1 - Store_ 401

ORACLE Customer List

Date Range: Current Week (102272017 - 128/2017) Show March Level: Yes City: All
Purchase Range- All Merchandise Level: Department Stase: All
Relured Rarge: All Asgigried Associale: All Post Code: All

Saon Dvoer: Customer Last Name

Name: Campbell, Greyly

D Home Wark Email Birthdate Mail Flag
SO0z 123-456-7550 1231231231 %2312 goftemail.com o
Address
Primary Type Address
Yes 4422 Stony Parleway Bldg F, Solan OH 44130 US

Purchase History

Last Activity Date Sale Amount Mumber of Sales Return Amount Mumber of Returns
25207 $538.99 # S0.00 0
Merchandise
Department Description Count Amaunt
25003 Jewelry 1 $315.00
25089 GEMERAL CLOTHES 3 $218.99
NP 3 %500
Total 7 $538.99

Name: Clark, Vanessa
(8} Home ‘Wark Email Birthdate Mail Flag
401001000002 216-333-3333x.333 clark @ emad com 1270 Yes
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Gift Registry

The Gift Registry feature is a tool to assist the customer in purchasing gifts for someone
registered. ltems in a sale transaction can be associated to a registry; additionally, gift
registries can be set up and maintained in the system from the Back Office. Gift Registry is
available if you are using Oracle Retail Customer Engagement Cloud Services.

You can sell, return and cancel gift registry items in the Register mode of Xstore Classic. To
sell an item off a gift registry, you must first assign the gift registry to the sale or order. Gift
registry sales can be added to special orders as well as Oracle Retail Order Broker Cloud
Service orders.

If an item on the registry is returned with the original receipt, the gift registry is automatically
updated.

Refer to the Oracle Retail Xstore Point of Service Classic User Guide for more information
about the point of sale functions.

To conduct the following, you must log in to the Back Office:

e Accessing the Gift Registry
* Modifying a Gift Registry
e Print Registry

Accessing the Gift Registry

ORACLE

1. From the Back Office Main Menu, select Customer and then press Enter.

2. Select Gift Registry and then press Enter.
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Figure 3-1 Gift Registry

Customer

Main Menu ¢ Customer

1 Habines Inquiry &
2 Cimiomer Lt Report

k| sl e Wik i nes

5 Ly ' Wl i i e

6 Order Optiors o
7 Heceipt Reprint Optons ]
| Spzcil Order Accouwnt Malmenance

8 Work Order Optiors |

3. You have the following options at the Gift Registry Search prompt:

Figure 3-2 Gift Registry Search Prompt

Gift Ragisiry Search

Enter search eriteria.

Ragintry #
Rugistry Mams
Drwmeer Last Mama

Drwniasr Firsd Mamss

Evant Typa Ed

* To create a new registry, select New. Skip to Creating a New Registry.
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» To search for a gift registry, enter one or more search criteria and the select Process.
You can search by: Registry #, Registry Name, Owner First Name, Owner Last Name,
Event Type, or scan a registry id with the handheld scanner. Continue with step 4.

If Xstore retrieves more than one registry, select the registry you wish to view.

Figure 3-3 Multiple Search Results

3N Registry Search

Saloct a gift registry.

Baan, Y
Test

Bum, Yan
Mairy's Baby Slawar

Guas, Vwn

Teut

B, Ve
Test

Theo, Lucy

Tout

1AM

RFIFIFe ] ]

121208

pFaFire gl

12MarseT

L]

L1)

[ F

# Note:

To create a new registry, select New. See Creating a New Registry.

Choose Select & View to view the Gift Registry options.
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Figure 3-4 Gift Registry Options

ROLL SLEEVE SWEATER DRESS T ] []
Regiutry #: 84 et
Fegistry Hame: Marry's Baby Shower ANMLAL FRINT CAP SLEEVE DRESS L] (] T
Event Type: Babry Shower il
Event Date: 1211272016 DRAWSTRING PEASANT DRESS s (] [}
Expiration Date: 12M22017 v
MAXI LENGTH TANK DRESS Sensa ] -|
r 1

Bhn & Tow Shist #1250 1 100
b

Scan ltem or UPC

Scan or enter an item to add to the registry,

Total Regiatry ltoms: 135

Change Gty Delate Ham View Ditails View Owners | View Attributes | View
A

You have the following options at this screen:

e Select Change Qty Desired to update the desired item quantity. See Changing the
Quantity.

e Select Delete Item to remove the item from the gift registry. See Deleting an Item.

e Select View Details to review and edit the gift registry information. See Viewing and
Modifying Details.

e Select View Owners to view and edit registry owner information. See Viewing and
Modifying Owners.

e Select View Attributes to see additional attribute information such as wedding date,
baby's gender, and so on. See Viewing and Modifying Attributes.

e Select View Addresses to view any addresses associated with the registry. Addresses
include before event, after event, and vendor's address. See Viewing and Modifying
Addresses.

Creating a New Registry

1. To create a new registry, select New from the Gift Registry Search prompt or the search
results list. The Customer Search form displays.

2. Enter the search criteria for the person for which you wish to create a gift registry. Select
Process.
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Figure 3-5 Customer Search Form

Customer Saarch
Entar saarch orteris.

P hacires &
Lami Harms
Firsl Mame
City

Sintm H

UE - Umited Swies
Pemsial Code
Loyalky M

Caminrmar 8

-“

Select the customer from the retrieved list. If the customer is not listed, create a new
customer record by selecting New. See the Oracle Retail Xstore Point of Service Classic
User Guide for instructions on Adding a New Customer. Once you've added a new
customer, the Registry Details screen displays.

Complete the required fields and select Process:
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Figure 3-6 Registry Details

Registry Details

Enter the gift registry information.

Customer #: 118386
Cusstormer Name: ¥an Suin

.
Ragistry Name Marry’s Baby Shower
r o
Event Typs Baby Shower i
v
Event Date 124212018

¥
Expiration Date 12122017

Party Hosted by best friend, Hollyl

Comments

Process
Table 3-1 Gift Registry Fields
Field Description
Registry Name Describe the event.
Event Type Select an event from the drop-down list.
Event Date Event date must be equal to or earlier than the expiration date.
Expiration Date Expiration date must be later than the current business date.
Comments Optional field.

5. The gift registry screen displays. The Registry information can be viewed and modified
using the View Details menu option.
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Figure 3-7 New Registry Setup

ROLL SLEEVE SWEATER DRESS T
Regiutry #: 84 et
FRegintry Hame: Marry's Baby Shower ANMLAL FRINT CAF SLEEVE DRESS deam
Evord Type: Babry Showes "
Event Date: 1211272016 DRAWSTRING PEASANT DRESS 18950
ate: 121122017 —
MAX) LENGTH TANH DRESS Sensa ] ’
™

Bhn § Tow Shit #1zs0 1 100
b

Scan ltem or UPC

Sean or enter an item to add to the registry.

Total Registry ltoms: 135

ine Count:
Change Oty Dalate Ham View Details WView Cwners View Attributes | View
Audresne

To add or modify registry information see Modifying a Gift Registry.

Modifying a Gift Registry

1.

Adding Items

1.
2.

3.

ORACLE"

With a gift registry displayed (Figure 3-4 and Figure 3-7), add or modify the registry
information as needed.

e to add an item, refer to Adding Items

e to change the quantity, refer to Changing the Quantity

e to delete an item, refer to Deleting an Item

e to view/modify details, refer to Viewing and Modifying Details

e to view/modify owners, refer to Viewing and Modifying Owners

e to view/modify attributes, refer to Viewing and Modifying Attributes

« to view/modify addresses, refer to Viewing and Modifying Addresses

From the Gift Registry screen, scan or enter the UPC to add items to the gift registry.

If prompted, enter the quantity in the Enter Quantity field and press Enter.

Figure 3-8 Enter Quantity

Enter Quantity

Enter the item guantity.
330001
Blue & Tea Shirt

As you add items to the gift registry, the line count and number of items on the registry are
updated accordingly.
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Figure 3-9 View Port - Line Count and Item Quantity

aey

R Puirhas #d

FEASAMNT TOF JERGEY DRESS
L]

ROLL SLEEVE SWEATER DRESS LELR ] L L]
108

AMMAL FRINT CAP SLEEYVE DRESS FITR ] L} T
1.7

DRAWSTHING PEASANT DRESS ELLIE ] L} L
L

MAX]LENGTH TANK DRESS (LR ] L] L]
L]

Bl § Tow Shirt 1250 L] 104
T

Line Cownt: § Total Regmtry Rems: 135
m - “

Changing the Quantity

1. From the Gift Registry screen, select the Change Qty Desired button menu option.

2. Select the item you wish to modify, and press Enter.
3. Enter the Quantity and press Enter. The change displays in the View Port.

Deleting an Item

1. From the Gift Registry screen, select the Delete ltem menu button.

2. Select the item you wish to delete, and press Enter. The item no longer appears in the
view port.

Viewing and Modifying Details
The View Details option displays the information that was initially entered when setting up the
registry.
1. From the Gift Registry screen, select the View Details menu option.

2. Modify the information as needed and select Process.
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Figure 3-10 View and Modify Registry Details

Registry Details

Enter the gift registry information.

Customer #: 118386
Custormer Name: Yan Sun

F
Ragistry Name Marry’s Baby Shower
¥
Event Type Baby Shower ﬁ
¥
Event Date 124212018

¥
Expiration Date 12122017

Party Hosted by best friend, Hollyl

Comments

Viewing and Modifying Owners

1. From the Back Office Gift Registry screen, select the View Owners menu option.

2. The Registry Owners list displays. The check mark next to the Customer # indicates the
primary owner.
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Figure 3-11 Registry Owners List

Registry Owners

The following owners arée sssocialed with this regletry.

To Modify the Primary Owner

If the registry has more than one owner, perform the following steps to change the primary
owner.

1. From the Registry Owners list, select the owner you wish to change to the primary.
2. Select the Make Primary button.

3. When prompted, press Y to confirm the change.

4

The new primary owner is moved to the top of the list and has a green check mark by the
name.

To Create a New Owner

Perform the following steps to create a new owner.

1. From the Registry Owners list, select New (see Figure 3-11).

2. The customer search screen displays. Enter your search criteria for the person you wish to
add as an owner. Select Process.

# Note:

If the customer is not listed, create a new customer record by selecting New. See
step 3 for more information.

3. If more than one customer matches your search criteria, select the customer from the
retrieved list.

4. Verify the address, modify if needed, and select Save Changes.
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Figure 3-12 Gift Registry Owner Information

Gift Registry Owner Information

Enter the gitt registry owner information

Crwreer: Y Sun
Nicknams (TR

A

Fostal Code State
U - United States

= Aparirment

yound iy murracle. com

Email

Country

# Note:

The address information will be saved in the Customer Maintenance Screen
Addresses Tab with the address type of Gift Registry. Any modifications you
make to the address will not change the primary customer address information.

5. Repeat steps until all owners are listed.
6. To modify the primary owner, see To Modify the Primary Owner.

To Edit Registry Owner Information

1. From the Registry Owners list, select the owner you wish to edit. (See Figure 3-11).

2. Select Edit.
3. At the Gift Registry Owner Information window, make your edits as needed.

ORACLE 3.11



Chapter 3
Modifying a Gift Registry

Figure 3-13 Gift Registry Owner Information - Edit Mode

Gift Registry Owner Information

Enter the gitt registry owner information

Crwrii Yan Bum
Nicknare (TR

A

Fostal Code State
U - United States

Gy Aparirssnt

yaurd Ineg murior sl s com

Email Fhone #

Country

4. Select Save Changes.

To Delete an Owner

From the Registry Owners list, select the owner you wish to remove.

# Note:

You cannot delete a primary owner. Press Esc to close the prompt: the primary
registry owner cannot be deleted.

Designate a different primary owner prior to deletion. See To Modify the Primary
Owner.

Select Delete.

When prompted, press Y to confirm the deletion.

The Registry owner screen displays without the deleted owner. Select Back to return to the
gift registry. To modify the primary owner, see To Modify the Primary Owner.

Viewing and Modifying Attributes

The message window of the Gift Registry screen displays only three attributes. To see
additional attributes, or to modify an attribute, select View Attributes.

ORACLE
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Figure 3-14 Gift Registry Screen - Attributes Area Display

ity
L Purchased

PEASANT TOP JERBEY DRESS

ROLL SLEEVE SWEATER DRESS T L] .
Registry 8: 64
Rugistry Nama: Marry's Baby Showse DRAWSTRING PEASANT DRESS P s .
Event Typs: Baby Shower -
Event Data: 12122918 WAXI LENGTH TANK DRESE 28958
Expiration Date: 12122017 =
Bius § Ter Shirt s L] "
Custorer 8- 310385 T '

Customer Nama: Yan Sun

FAVORITE_COLORS RED

Commants:

Pty Houted by best Iriand. Helly

Scan Item or UPC

Sean or énter an item 16 add to the registry.

Line Count: § Total Rogistry iems: 118

oy Dolots Itern Wiow Duotaits View Owrers | View Attributes | View
Diisired Addwiiin

To Create a New Attribute

1. From the Gift Registry screen, select the View Attributes menu button.

2. From the Registry Attributes list, select New.

Figure 3-15 Registry Attributes List

Regiatry Atiribubes

The following attributes are ssscclated with this regletry.

FAVORITE _COLORS

3. Select the attribute you wish to add and then select OK.
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Figure 3-16 Select Attribute List

Select Attribute

Sslect the gift registry atiribute.

L)

ARG

FAVORITE_COLORS

4. When prompted, enter the Attribute value and press Enter. The new attribute will be
associated with this gift registry.

Figure 3-17 Select Attribute Value

Attribute Values
Felect the values for FAYORITE_COLORS.

— |

OHEAN

TELLOW
GREEN
LU
INDIEG

WILET

5. Select Back to return to the Gift Registry screen.

ORACLE" 3.14



Chapter 3
Modifying a Gift Registry

To Edit an Attribute

1. From the Gift Registry screen, select the View Attributes menu button.

2. From the Registry Attributes list (Figure 3-15), select the attribute you wish to edit.
3. Select Edit.
4

Depending on the type of attribute, you may need to add a value to the attribute value
focus bar or select from a list of values then press Enter. The attribute value is updated
accordingly.

To Delete an Attribute

1. From the Gift Registry screen, select the View Attributes menu button.
2. From the Registry Attributes list (Figure 3-15), select the attribute you wish to delete.

3. Select Delete. The attribute is removed.

Viewing and Modifying Addresses

1. From the Gift Registry screen, select the View Addresses menu option.
2. View address information:

« If addresses are associated with the gift registry they are displayed.

Figure 3-18 Gift Registry Address List

Regittry Addresses

Tha fellewing addressss are msocinted with this regiatry.

Trps Addiees

Balars Evert Promigin Everts

13 Babe Bd
Funen wibe, OF 4877

e If no addresses are associated with the gift registry, this message displays. Press
Enter to close the message prompt or select New to add an address for this registry.
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Figure 3-19 No Address Prompt

No Addriases

There are currently no addresses associated with this registry.

To Create a New Address

1. From the Gift Registry screen, select the View Addresses menu option.

2. From the Gift Registry address list (Figure 3-18) or the No Address on file prompt
(Figure 3-19), select New.

3. When prompted, enter the required fields:

ORACLE 3.16
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Figure 3-20 Address Information Form

Qi Registry Address Information

Enter tha gift registry addroess information,

L
Address Typs |
A et M Ve
Bafore Event
Address | ATer Event
Posisl Code Srate

UE - Uniied States

ity ApETTe

--
Country

Select Save Changes.

To Edit an Existing Address

1
2
3.
4

From the Gift Registry screen, select the View Addresses menu option.
From the Gift Registry address list (Figure 3-18), select the address you wish to edit.
Select Edit.

Modify the information and then select Save Changes.

To Delete an Existing Address

1
2
3.
4

From the Gift Registry screen, select the View Addresses menu option.
From the Gift Registry address list (Figure 3-18), select the address you wish to delete.
Select Delete.

When prompted, press Y to confirm that you want to delete the address.

Print Registry

1.

ORACLE

From the Back Office Gift Registry screen, select Print Registry.
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Figure 3-21 Gift Registry Menu Buttons Options

PEASANT TOP JERSEY DRESS
s

ROLL SLEEVE SWEATER DRESS T * ]
Regiutry #: 84
Fegistry Hame: Marry's Baby Shower ANMAL PRINT CAF SLEEVE DRESS L [ T
Evart Type: Babry Shower -
Event Date: 121272016 DRAWSTRING PEASANT DRESS s [} ]
Expiration Date: 12122017 —
MAXILEWGTH TANK DRESS e ® '
Customer #: 318358 .
Gustomer Name: Yen Bun e erion Frer = e
T
Comments:
Scan ltem or UPC
Scan or enter an item to add to the registry,
Lime Count: § Tetal Rugistry ltems: 135

Dedete e View Detalls Wiew Owners | Wiew Altributes | Wiew Pring Rugistry
Addresaes

2. With the report displayed, select Print Report to print the report.

Figure 3-22 Gift Registry Report

ORACLE Gift Registry

Event Name: Mamy's Baby Showe Event Date: 121 22016
Line Count: 6 Total Registry ltems: 12

Registry ID: 64

Item Description Price Purchased Desired

# Note:

The bar code on the report allows quick access to assigning a registry to a sale.

¢ Note:

See the Oracle Retail Xstore Point of Service Reports Guide for more information
about reports.
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Employee Maintenance

Xstore Classic maintains various kinds of information about store associates. Associates who
have the proper security privileges may add, view, update, terminate, and void an employee
record. The employee maintenance screen is organized into five categories, each one
accessible by selecting an on-screen tab. The tabs are named General, Human Resources
(HR), Security, Fingerprint, and Comment. The Employee Maintenance Menu also provides
additional functions including an Employee Productivity Report, the ability to borrow an
employee from another store in the organization, and an employee payroll advance function.

# Note:

Because each Xstore Classic menu is configurable, the button functions and the
menu options on your system may appear in a different order or have different text
than the examples shown in this manual.

This chapter contains the following sections:

e Accessing Back Office Employee Maintenance Functions
e Maintaining Employee Information

e Viewing an Employee Record

e Editing an Employee Record

e Employee Maintenance Tabs Overview

e Borrow Employee

e Employee Productivity Report

* Associate Advance

Accessing Back Office Employee Maintenance Functions

ORACLE

1. After logging in to the Back Office (see Accessing the Back Office), select the Employee
Maintenance and Payroll option and press Enter.
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Figure 4-1 Back Office Main Menu - Employee Maintenance and Payroll Option

Main Menu ‘
Wain Menu

4 Hardware o
5  Ivvensory o
6 Reporting b
¥ Till b

# Note:

Access a menu option with a single keystroke. Just press the keyboard number
or letter associated with any menu option to use that function.

At the Employee Maintenance and Payroll menu, select one of the options and press
Enter.

The following options are available:

Employee Maintenance - Select this option to maintain employee records. Refer to
Maintaining Employee Information.

Time and Attendance - Select this option to maintain employee timecard and payroll
information. Refer to Payroll and Timecard Maintenance.

Employee Scheduling Maintenance - Select this option to create and edit
employees' work schedules and manage employees' time off. Refer to Employee
Scheduling.

Task Maintenance - Select this option to create and maintain employee tasks. Refer
to Message Maintenance and Task Management.

Message Maintenance - Select this option to create and maintain employee
messages. Refer to Message Maintenance and Task Management.

Maintaining Employee Information

ORACLE

1.

When the Employee Maintenance menu displays, select the Employee Maintenance
option and press Enter.
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Figure 4-2 Employee Maintenance Menu

Employee

Wi e ¢ Empleyes

1 Emglcyss Schedulirg Maintsrance L]

1 Evvtat Tiaruieng i cha
i Wemnage Mamdsnance

* Thres sl Atiendancs L]

# Note:

You can also press the number associated with the menu option on the keyboard
to access the maintenance function.

Note: The following options are also available here:

ORACLE"

Employee Borrow - Select this option to borrow an associate from another store to
work in your store for a specific and limited period. Refer to Borrow Employee.

Employee Productivity Report - Select this option to run the Employee Productivity
Report. Refer to Employee Productivity Report and the Oracle Retail Xstore Point of
Service Reports Guide for more information.

Associate Advance - Select this option to provide payment in advance of an
employee's scheduled payday. Refer to Associate Advance.

Xstore Classic displays the Employee Lookup form, prompting for employee
information.
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Figure 4-3 Employee Lookup Form

Employee Lookup
Enfersearch criferia.

Employee ID .
Last Name
First Name

Terminated? pg n

2. Enter the criteria you want to use for finding an employee record and select Process.

< Note:

If you enter an Employee ID, Oracle Retail Xstore Point of Service may
immediately display that employee's record if the ID exists and if it is unique.

If you enter search criteria that results in more than one record being found or your system
is set up to always display a list, you must select the record you want from the list.
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Figure 4-4 Employee Lookup Results List

Employae Lookup
Source: StomPrimary

Smith. Jahn

BN Arees Ircdanivind Pleary
Soilon, OH 44 U5

Sakihi, Shres

INEOO Erece Inciomirind Ploany
Saodon, OH 44 1K

Schranz, Johann

Triwmis s El
INEE Gz Puntigam
A v i

Choose one of these options:
* Back - Returns to the Employee Lookup form.
* Select & View — Opens the selected employee record for viewing, editing, or printing.

* New — Displays a form for adding a new employee record to the employee database.

Viewing an Employee Record

An employee record always opens in a view-only mode and cannot be edited unless you
change to the editing mode. After an employee record displays, you can navigate between the
tab sections using the Previous Tab and Next Tab options to select any of them. Refer to
Employee Maintenance Tabs Overview for screen images and more detail about the
information found on each tab.

# Note:

When a screen or field is grayed out, it cannot be edited until you change to the
editing mode. The edit functions are controlled by security and may not be available
to all users.
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Figure 4-5 Employee Record (Read-Only Mode) Showing Five Tab Sections

Hai Chen «I’ Employes I0: 270 | Stem: 94 | Saurcs: SwamePrenary

Name & Addmss ) ) Persanal Information

Firat Hai Chen - 53N 1331243270

Languapge  Chinese (China)

4] 4]

Marital Statis  Singhe
fdress 21 Sanguseemsnl Dajie Birth Date
Gender
Postal Code 100020 City BEUING Spouse Narme
Stane r Country CM - Chins

Emergency Contact Infamation

Harme

Phana Phona

Home thar

Change Hew Emplogee | Password Previous Tob | Hext Tab
Prgene Chalkerge
Questior

Editing an Employee Record

After viewing an employee record you may decide that some of the information must be
changed, or you may want to enter additional information in some fields. You must enter the
editing mode to make any changes to the record.

1. With the employee record displayed, select the Edit Employee option to go into an editing
mode. The fields are no longer grayed out.

2. Use the Next Tab and Previous Tab menu options to navigate to the tab you want.

3. To make changes to any of the fields, select the field you want to change, and replace the
old entry by typing over it with the new information.

e Any fields that require entries are marked with a red triangle in the upper left corner of
the field.

e Any fields that have lists attached display a down arrow on the right side of the field.
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Figure 4-6 Employee Record in Edit Mode

Hai Chen - EmployssD: 278 | Stare; 84 | Source: StomPrimany

Name & Addmss Persanal Informaticn
Fist | Hai " Ghen SN 1231245270
Prefix First Micdle Last Suffie Language | Chincus (Chirm)
Marital Sius | Singk:
Address " 21 Jiangucenanwai Daje Dirth Date

Gandar

Postal Cade " 100020 city " RELING Spause Name

State © Country CN - Chira

Emergency Contact Infarmation

Hame

Phane Phane

- - “ ﬁ“

4. Save any changes you made before exiting from the Employee Maintenance screen.

Select the Save Changes option to keep your changes. If you decide not to keep the
changes you made, select the Undo Changes option.

< Note:

If you select Undo Changes you are prompted to confirm that you want to exit
edit mode without saving any changes that you made. When the prompt “Are you
sure you want to lose changes?" displays, and you select Yes, your changes are
discarded.

Changing an Employee's Password

This option allows you to change a password for an employee. Passwords for new employees
are created when a new employee's record is added to the database. You must have security
privileges in the system to change a password.

# Note:

This option allows you to change a password for an employee. Passwords for new
employees are created when a new employee's record is added to the database. You
must have security privileges in the system to change a password.

1. Open the employee record for the user whose password you want to change.

2. Select the Change Password option.
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# Note:

You may also change a password from both the Register Login screen and the
Back Office Login screen see Changing Your Password.

Figure 4-7 Change Password Menu Option

Jos Smith ~|: Employee D: 102

Nama & Addmss Parmanal Infonmatien
Firat de Smill E SEN | 1231243213

Frelix First e Lawi Sudlix Languege: | Bnglish (Uniked Statas) =

Vares| Status | Single
Agdress  BBANYST Birth Date
Gender
Postal Code 44558 City | CITY Spouse Name
State BB -Bmndenburg | ] Gountry DE - Germany

Emargancy Gontact Information

Hame

Paans Phana

st Deher

Eclit Emplayes Ehan Pl Previeus Tab et Tals
- - - - ﬁ - -
Cxmtiane

Oracle Retail Xstore Point of Service may prompt to verify your identity. If prompted, enter
your own employee ID and password to verify that you have security privileges to change
an employee's password. If you enter this information incorrectly, the system displays the
message “The password entered was incorrect." Select OK to continue and re-enter the
information.

Oracle Retail Xstore Point of Service prompts you to enter a new password for the
employee. Type the new password for the employee and retype the same new password
on the line below to confirm it.
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Figure 4-8 Prompt for New Employee Password and Confirmation

New Password
Enter and confirm a new password.

Erier the mew pirs sowoed.

"
Confirm the new presword,  =w=-

u“

# Note:

Passwords may be case sensitive, so notice whether the Caps Lock key is on or
off when you enter and confirm the new password.

5. Select Process to verify the new password. If the system accepts the password, a
confirmation message indicates that the password was changed.

# Note:

The system may enforce certain rules regarding passwords such as the minimum
number of characters required or whether you can reuse an old password. If the
new password does not meet the requirements, the system displays a message.
If prompted, follow the instructions to correct any errors.

Establish Password Challenge Questions

This configurable function allows your associates to reset their own password after answering
several questions. Your store may not have this option available.

To establish password challenge questions:

1. Open the employee record for the user whose challenge questions you want to maintain.

2. Select the Password Challenge Questions menu option.

ORACLE 49



ORACLE

5.

Chapter 4
Editing an Employee Record

Figure 4-9 Password Challenge Questions Menu Option

Joe Smith <|: Employee [D: 102 | Swore: § | Sowrce: StorePrimary

Nama & Addess Pameanal Infarmaticn
Firat de Smith v SN 1ZE12eER13
Freiz First e [ Suti Longuage || Bnglish (United Statne) [+
Varesi Smivs | Single k2
Address  BEANY ST Birth Date
Gender (]
Postal Code 44555 City | CITY Spouse Name
State BB -Brandsnburg ||| Country DE - Germany

Emargancy Gontact Information
Email

Hame

Phane Phane

Echit Empleyie Ehange Hew Emglergee Pissovesel et Tab
P Chalberge
Crnmticne

Select a Challenge Question from the drop-down menu and type the answer in the
Challenge question answer field.

Select Next Question.

Figure 4-10 Password Challenge Questions Maintenance

Password Challenge Questions

You must arswer I password challenge questions

Question 1 of 3

Choose a challenge question

r
I whiat city were you born? u

Challenge question answer
F

Repeat steps 3-4 until the confirmation prompt displays. Press Enter.
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Figure 4-11 Challenge Questions Saved

Password Challenge Questions

Challenge questions have been saved successfully.

< Note:

The number of challenge questions is configured by your store, up to ten.

Setting Up an Employee Fingerprint Record
If you use a biometric device for employee ID verification, use the Fingerprint tab to enroll the
employee's fingerprints.

1. With the employee record displayed, select the Fingerprint tab. Use the Previous Tab and
Next Tab menu options to navigate from one tab to another.

# Note:
The first screen that displays depends upon the current view mode:

e If you are in view-only mode, the Fingerprint Enrollment Status screen
displays. See Setting Up an Employee Fingerprint Record.

You must select Edit Employee to enter in to edit mode.

* If you are already in edit mode, the Fingerprint Scans screen displays. See
Setting Up an Employee Fingerprint Record.

2. If you are in view-only mode, the Fingerprint Enroliment Status screen displays the
employee's current fingerprint enrollment status in the Finger Selected panel of the screen.

In the following example, the employee has no fingerprint records on file (currently Enrolled
Count=0).
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3. Select the Edit Employee menu option to begin the enrollment process.

# Note:

On the hand image, a green finger represents the finger selected for enroliment.

4. Select a finger from the Fingerprint Enroliment list.

5. In edit mode, begin the fingerprint scan by following the on-screen prompts.

# Note:

Selecting the Save Changes menu option at the Fingerprint Scans screen
returns to the Fingerprint Enrollment Status screen.

For example, if you change your mind and want to select a different finger for
enrollment, select Save Changes to return to the Fingerprint Enrollment
Status screen where you can select a different finger. See step 3.

6. Instruct the employee to place a finger on the biometric device. This process must be
repeated 4 times to enroll the finger. An image of the fingerprint is shown in the
Fingerprints Scans panel during the enroliment process.

7. When the scan is complete, select OK. The system returns to the Fingerprint Scans
screen where the employee can enroll another finger or you can select Save Changes to
complete the employee fingerprint enroliment process.

# Note:

To remove an employee's fingerprint record from the system, select the Clear
Fingerprints option from the menu. When prompted for confirmation, select Yes.
This removes the entire fingerprint record (all fingers).

To choose a different finger to enroll, select the Select Different Finger menu
option and select a finger from the Fingerprint Enrollment list.

Adding a Comment

Xstore Classic allows you to add a text comment to an employee's record. The comment can
be viewed on the Comment tab window and printed.

# Note:

If you are creating a new employee record, select Save Changes first and then open
the Comment Tab to create a comment.

1. Select the Comment tab.

2. Select the Add Comment option. Xstore Classic displays a text form where you can enter
a comment.
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3. Select OK to save the comment with the employee's record.

Adding a New Employee

Although some employee records may be downloaded from the home office automatically, you
may need to create a new employee record at the store level.

1. You must first log in to the Employee Maintenance Menu. Refer to Accessing Back Office
Employee Maintenance Functions.

2. Check to see if the employee record already exists by entering the new associate's name
in the Employee Lookup form.

# Note:

You may search by partial names if needed.

Figure 4-12 Employee Lookup Form

Employee Lookup
Entar search criteria.

Employes ID-

Last Name Clark
First Name Wvanessa

Terminated? pNg -

4. If your search for an employee name did not return a valid employee record, the system
displays the message shown below. Select the New option to create a new employee
record.

3. Select Process to continue.
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Figure 4-13 No Employee Record Found Message

Employee Lookup

There are no employees available for selection.

# Note:

After you finish adding the new employee and you have saved the new record,
you can add an additional new employee record by selecting the New Employee

option from the Employee Maintenance screen.

5. The system prompts you to create a password for the new associate by entering and
confirming it in the New Password form.
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Figure 4-14 New Password Form

New Password
Entar and confirm a new password.

Erier the mew pirs sowoed.

| 4
Confirm the mew password, | o

u“

# Note:

The system may enforce certain rules regarding passwords such as the minimum
number of characters required, or whether you can reuse a previous password.

6. Select Process to continue. The system displays a blank form with the five tab sections.

# Note:

Any information you entered in the fields on the Employee Lookup form
automatically populates the associated fields on the Employee Maintenance
General tab.

7. Enter the new employee's information on the appropriate tabs. For more details about the
type of information on each tab, refer to Employee Maintenance Tabs Overview.
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Figure 4-15 Employee Maintenance General Tab

Vanessa Clark *IV Empleyes D: 0401001000002 | Store: 401 Source:

Name & Addmes Pemonal Information

First 7 Vanessa " clark ] SSN w222
Bredix Firat Whddie Last Suific Language | English (Unied Sties) u
Warital Status | Married |~ |
Addreas "1545 Chatham Circle Birth Date o1oznaTn
Gender  Femake [~ |
Postnl Code rMW! Ciey F Twinsburg Spousme Name | Hab
State | GH - Ohis -] Country US - United States
Emergency Contact Infarmation
Ermaid
Name
Phore 216-333-3333 = 333 .- o= Phene
Home Other

After completing all of the data entry, select Save Changes to store the new employee
record in the database.

Voiding (Terminating) an Employee Record

The employee Status field specifies whether an employee is actively employed or terminated.
The Status field is found on the Human Resources (HR) tab of the employee record.

1.
2.
3.

Open the record of the employee that you want to terminate.
Navigate to the Human Resources (HR) tab; the system displays the HR information.

Select Edit Employee.

Figure 4-16 HR Tab

Shrea Sakthi <|V Employse ID: 101 Store: 401 Source:  StorePrimary

Employes Profile Tima OFf
Hirm Dates Sick Days Sick Used
Statis Active ] Vaeatian Doys Viaeation Used
Active Date Persoral Days Personal Used
Teren. Dabe: D courd Groups
Graup [»]
Department [+]
Position  Defaul =]
Type Dol [}
Joti Titk: TEST CASHIER
Crertirne Eligitde?  You [»]
Clock bn Required? N [+] Pay Status a-
Last Review Base Pay
Mext Review Extra Withheld

Help [Eclit Employes Change New Empioyes | Passwond Previous Tab Register
‘ Pmnveoni Chalerge
Questions

4. Select the drop-down arrow on the Status field to list the available options.

5.

ORACLE

Select the Terminated option from the list.
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The Termination Date field is now a required entry as indicated by the red triangle in the
field. Enter the employee's termination date.

Figure 4-17 HR Tab - Changing Employee Status

Shres Sakthi <|V EmployeeD: 101 Store 41 | Source: StorePrimary

General

Employes Profile

Hire Date

Statm

Active Daie

Tarm. Date

Group
Department
Pussitan

Tupe

Job itk
Crvertime Eligible?
Clock In Required]
Last Review

Hext Review

- ‘

[T rminated [~ |
¥
|~ |
=)
Defavit [~ ]
Dttt [~ |
TEST CASHIER
Yes =]
Na [~ |

Fingerprint

Time Off
Sick Days Sick Used
Vacation Days ] Vacation Used
Perscnal Days Persanal Used
D covant Groupes
Norrma I Level

Elite Pragrarm Meniber

Employes

P — =]

Pay Status -]

Base Pay

Extra Withheld

ﬂ . “

Select the Save Changes option to complete the termination process. The employee's
record is now marked as voided (terminated). The employee's security privileges are also

terminated.

# Note:

The employee record is still in the system and can be viewed by selecting Yes in

the Terminated field on the Employee Lookup form.

Employees Lookup

Enter saarch critera.

Employee ID

Last Name

First Name

Terminated?

Yes
No
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There are five tabs on the Employee Maintenance window. This section shows the five tabbed
sections, gives a brief description, and shows the menu options available for each tab.

# Note:

* General Tab

¢ Human Resources Tab
e Security Tab

e Fingerprint Tab

e Comment Tab

General Tab

General Tab - Displays employee name, address, contact and personal information.

ORACLE

Figure 4-18 Employee Maintenance - General Tab

Vanessa Clark <| Employee ID: 8451801080802 Store: 441 Source: SiorePrimary

Because the fields on the Employee Maintenance screens are configurable, your
screens may differ from the screens shown here.

Hame & Addmss

First Vanessn

Prefix First Middhe
Address 12345 Chatham Circle
Posta| Code 44087 ity Twinshurg
Stnte  OH -Ohio | Courtry US : United States
Email
Phone 2163333513 333 .-

Homs

‘ ) —

Parssward Challenge
Cuestions

Pereonal Information

SSN 2222
Language  English (Unisd Statos) u
Marita| Statiss Married E
Birth Dat=  0102M10TH
Gender  Fomale u.

Spouss Name  Bob

Emergency Contact Infermation

Previows Tab | bext Tab i

General employee information can include any combination of the following fields, any of which

can be configured to require an entry:
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Table 4-1 Employee Maintenance - Fields General Tab

Section

Fields

Employee Name & Address
Information

Employee Status & Personal
Information

Emergency Contact Information

Name prefix (Mr., Ms., Dr., and so on)
First name, Middle name/initial, Last name
Name suffix (Jr., Sr., lll, and so on)
Address

City

State/Province

Zip/Postal Code (system will populate the city and State based on
the entered zip code)

Country (defaults to the country in which the store is located, but can
be changed)

Email address
Phone Number
Social Security Number

Language (the employee's language preference, French, United
States English, and so on.)

Marital Status

Birth Date

Gender

Spouse's Name
Emergency Contact Name

Emergency Contact Phone Number

Human Resources Tab

Human Resources (HR) Tab - Displays information about hiring date, employee status, and
pay status, title, salary, vacation and personal time, and discount group membership.

ORACLE
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Figure 4-19 Employee Maintenance - Human Resources Tab

Vanessa Clark <|— Employea (D 0401001000002 | Sore: 401 Bource:  StoraPrimary

Employes Profile

Hire Date

Status  Active
Active Date
Term. Date
Group  Closing Stntf
Department
Position
Type
Job Tale  Snlen
Owertime Eligible?  Yes
Clock In Required?  Yes
LastReview

Mext Review

-

Time Off
SickDays  § Sick Used
a. Vacation Days 5 1 Vacation Used
Perscnal Days 2 Personal sed
Discount Groups
] Mormal Level =l
d Elite Pragram Member
=l
=]
=]
= PayStatus | Haurly =

Hane Pay

Extra Withheld

-~ ﬁi

Information on the Human Resources Tab is organized into the following sections:

Table 4-2 Employee Maintenance - Fields Human Resources Tab

Section

Fields

Employee Hire & Status
Information

Employee Pay Information

Employee Time Off Information

ORACLE

Hire Date

Status (Active, Inactive, Terminated)
Active Date

Termination Date

Group membership

Department assignment

Position

Type (used to further define the employee's position within the
organization)

Pay Status (Salary or Hourly)
Base Pay (Amount)

Extra Withheld (extra amount withheld from the employee's pay
check)

Job Title

Overtime Eligible?

Clock In Required?

Last Review date

Next Review date

Sick Days (Allotment)
Vacation Days (Allotment)
Personal Days (Allotment)
Sick Used
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Table 4-2 (Cont.) Employee Maintenance - Fields Human Resources Tab

|
Section Fields

Vacation Used
Personal Used

Employee Group Information Discount Groups

Security Tab

Security Tab - Displays information about the groups with which the employee is associated to
determine system privileges.

Figure 4-20 Employee Maintenance - Security Tab

Vanessa Clark — Employes ID: 0401001000002 Storec 401 Source: SeorePrimary

Security

Security Profile

Training Siaius Exempt Lagn I6

[ —  Bveryene Locked Out?  Ne -]

Groups

Keyholder =]

I T
4 Nz

TpRIzNMT

w- o . i

Table 4-3 Employee Maintenance - Fields Security Tab

Section Fields

Employee Security Permission & Training Status (for example, Exempt, Restricted Trainee,
System Access Information Unrestricted Trainee)

Primary Group (security assignment)
Groups (lists the available security groups set up for your store)
Login ID (may be different from the employee ID)

Locked Out? (if yes, the employee cannot access any area of the
system)

Store Assignment (used for borrowed employee functions)
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Fingerprint Tab

The Fingerprint Tab provides the ability to create an employee fingerprint data record in
addition to the conventional user ID and password data. This tab is only active if you are using
a fingerprint device.

Information on the Fingerprint Tab is organized into the following sections.

Fingerprint Scans Panel

To enroll an employee's fingerprint, you must select the Edit Employee menu option and
follow the instructions on the screen.

Once in editing mode, the four windows in this section display an image of the scanned
fingerprint as the employee performs the enroliment process. The same finger must be
scanned 4 times to create the record.

See Setting Up an Employee Fingerprint Record for more information.

Finger Selected Panel
This image defines the color- codes for the fingers on the hand images.
This image shows which finger(s) on each hand are recorded in the system:

* Blue indicates this finger is successfully recorded in the system

* Green indicates the finger to scan next, but can be changed if you prefer to use a different
finger

* A count of the maximum number of fingers that may be enrolled and the number of
enrolled fingers is also shown here.

Figure 4-21 Maximum Enrolled Fingers

Maximum Enrolled Gouwnt: 4 Gurrently Enrolled Gount: &

Comment Tab

Comment Tab - Displays notes and comments about the associate.
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Figure 4-22 Employee Maintenance - Comment Tab

Vanessa Clark -IV Employee ID: 0401901080002 Store: 401 Source: StorePrimary

Geners| HRE
Comments
Created On:

Created By:
Kathy will be in charge of the new employese training session on Novernber Tst.

October 23, 2017 04:32:26 PM
100

‘ Heip it Employes ekl Comment Previows Tab | Neat Tab i

The date and time and the ID for the person who created the comment is associated with the

text of the comment. The most-recent comment is listed first. An option to add a new comment
for the associate's record is available here.

Borrow Employee

ORACLE

This function provides the capability to search the corporate database for an employee. Once
the employee record is found, the employee can be assigned to work in a new location by

setting up an expiration time limit for this temporary position. This functionality can be used
when sharing employees between stores.

1. After logging in to the Back Office, select Employee Maintenance and select the
Employee Borrow option.

4-23



Chapter 4
Borrow Employee

Figure 4-23 Employee Maintenance Menu - Employee Borrow Option

Employee Maintenance

Wisin Menu ¢ Emplepes » Employes Msimenine:

b Empicpen Wsrtisnaras

d Ewgiayss Productivity Reget

- -
2. Atthe Employee Borrow search form, enter your criteria for finding the employee you want

to borrow and select Process.

Figure 4-24 Employee Borrow Search Form

Employe Borrow

Enter search oriteria.

Employee ID
Last Name

Firat Namas
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# Note:

If you know the employee's ID, you can enter it in the Employee ID field so that
only that employee is listed.

3. If the results include more than one employee, choose the employee you want and select
the Select & Continue option.

4. After you select one of the employees listed, or if only one employee is found, the
Employee Borrow Details form displays:

Figure 4-25 Employee Borrow Detail Form

Employee Borrow

Entor employes borrow detalls

Name: James Jones
Start Date
End Date
Temporary Yes hd

a. Enter the Start Date and End Date.

b. Indicate whether the employee is being borrowed temporarily by selecting Yes or No
from the list in the Temporary field.

5. Select Continue.

6. The system displays a confirmation message when the process for borrowing an employee
is complete.

ORACLE o



Chapter 4
Employee Productivity Report

Figure 4-26 Employee Borrow Completion

Ermplayes Borrow

Employee borrow setup complete for James Jones.

Select OK to continue. The system returns to the Main Menu.

This employee is now available for employee functions in the borrowing store.

# Note:

Borrowed employees may change their login password at the store where they
are temporarily assigned. The password at their home store does not change.

Employee Productivity Report

This Employee Productivity Report shows employees' sales productivity and employees' sales
information, including multiple sales, dollar amounts per sale, net sales, returns and
markdowns, for selected date and employee ID ranges.

ORACLE

This report allows you to specify an employee and generate the employee's sales results. The
results can be viewed on the screen and/or printed.

This report includes the following information:

Employee Name and ID

Tot. Trans # - Total number of transactions rung by the employee.

Avg. Items per Sale - Average number of items per sale per employee.
Avg. Amt per Sale - Average dollar amount per sale per employee.
Net Sales Amount - Net sales amount per employee.

Net Return Amount - Returns dollar amount per employee.
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* Returns % to Total - Percentage of total returns per employee.
* Markdowns % to Total - Percentage of total markdowns per employee.

Refer to the Oracle Retail Xstore Point of Service Reports Guide for more details about the
Employee Productivity Report.

Associate Advance

The Associate Advance function allows a payment to an associate in advance of the
associate's scheduled payday. Examples of associate advances include cases of emergency
or to pay a new employee in a timely manner.

1. After logging in to the Back Office, select Employee and press Enter.

Figure 4-27 Main Menu - Employee Menu Option

Main Menu ‘
ain Menu

4 Hardware o
5  Irvensory o
6 Reporting b
T In

2. Select Employee Maintenance and press Enter.
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Figure 4-28 Employee Maintenance Menu

Employes

Whain Menu + Empleyes

1 Emgicyss Schedulirg Maintsrance L]

] Evvies Timhrarng oo
4 Wessage Maklenance

] Thres sl Atiendancs L]

3. Select Associate Advance and press Enter.

Figure 4-29 Associate Advance Menu Option

Employee Maintenance

Main Menu ¢ Employes ¢ Employes Baim=nances

1  Associate Advance

2 Employes Borrow

3 Empilcyes Maint=ranos

4  Employes Productivity Repart

4. The system prompts you to enter the lookup criteria. Enter the criteria you want to use for
finding an employee's record and select Process.
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Figure 4-30 Employee Lookup Form

Employee Lookup
Enter search criteria.

Employee ID
Last Name
First Name

Terminated? pg

* If you enter an Employee ID, Oracle Retail Xstore Point of Service may immediately
display a prompt for the cash advance amount.

* If you enter search criteria that results in more than one record being found, or if your
system is set up to always show a list, you must select the employee you want from
the list.

5. At the prompt, enter the cash advance amount and press Enter to continue.

Figure 4-31 Cash Advance Amount Prompt

Amount

Enter amount.

The system records the transaction and returns to the Main Menu.

Oracle Retail Xstore Point of Service prints a receipt with the associate's advance
information and an employee signature line. Both a store copy and an employee copy are
printed.
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6.

Figure 4-32 Associate Advance Receipt Example

20600 Brure Industrial Flony
Eolon, CH 44133

{dd0) 498-4414

Tickat: 14 Data: 1/31/08
Store: 301 Register: 1
Cashier: 030100000MMO02

Segsion ID0:

Agescolate Advance

Agsoeiate ID D20L000L000003
Hams David Endse
ARMCURT L0000

& B B & B & & & B B @ B B 8 & B & & @

Assoclate agress Lo Lhe COrporate merms for

advance

x

an

Employes"s Sigrature

The cash drawer opens to remove the cash advance.

If the system prompts you to close the cash drawer, press Enter to respond to the prompt.

ORACLE"
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Employee Scheduling

Employee Scheduling allows you to perform a variety of scheduling activities:

e Create and maintain employee work shifts

e Schedule and maintain employee time-off events such as vacations and other times when
employees may not be available for work

e Assign employees to defined work shifts

Employees can view and print their schedules at the Register Login screen. They may also
view a list of other employees who are assigned to work on a specific day. Refer to the Oracle
Retail Xstore Point of Service User Guide for more information.

Work Shifts

Time Off

Reports

ORACLE

Work shifts may be created to define a specific set of working hours or days (weekday
mornings, weekend evenings, and so on), or with the intent that individuals who belong to a
particular group (day managers, night managers, and so on.) may be assigned to it. After a
shift has been created, an individual employee may be assigned to it. See Maintaining
Employee Shifts.

Use the Maintain Employee Time Off function to define times when an employee is not
available to work. These times can be set up as recurring events that span several days or as
single events. See Maintaining Employee Time-Off Schedules.

The following scheduling reports are available:

*  Employee Performance Report - This report shows the scheduled hours for an employee
or all employees, the hours worked, and the difference between scheduled and worked
hours. The employee's total sales and average sales for the period are also shown.

« Employee Schedule Detail - This report shows the employees who are scheduled for each
day in the selected week. Each day of the week is listed, the employees scheduled, their
individual start and end times, and the total hours for each day. This report also includes
the total scheduled hours for the week.

« Employee Time Off Summary Report - This report lists all employees who have time off
scheduled for the selected week, and it shows the time-off days, hours (if less than a full
day), and the reason for the time-off.
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Creating An Employee Schedule

# Note:

Refer to the Oracle Retail Xstore Point of Service Reports Guide for detailed
information about these reports.

Creating An Employee Schedule

Use this procedure to create an employee schedule for a designated week.

1. After logging in to the Back Office (see Accessing the Back Office), select Employee and
press Enter.

2. Atthe Employee Menu, select Employee Scheduling Maintenance and press Enter.

3. Select the Employee Schedule option.

Figure 5-1 Employee Scheduling Maintenance Menu

Employee Scheduling Maintenance
Main Mznu # Employe= » Employes Scheduling Mairienancs

1 Employes Schadule

2 Muaininin Employes Tirs Ol

3 Shilt W inle e res:

4. Xstore Classic prompts for the week to be scheduled. Select the week you want to
schedule, and press Enter to continue.

ORACLE" 5.2



ORACLE"

Chapter 5
Creating An Employee Schedule

Figure 5-2 Schedule Weeks List

Schaedule Weaks

Select a weak.

FY

Bagin Data End Date:
DaM0Z01T = 11 E27 -
Do TEZO1T = 09R2F2M7
09242017 am N2ER27
100152017 am 107237
1008820497 - Jh 42817
10152017 am 242017
10222047 am JRRR2HT

- -

"

# Note:

The current week is selected by default.

The system displays the Employee Schedule screen for the selected week. This is the
view used to create an employee schedule.

Select the Edit option to begin creating a new employee schedule.

Figure 5-3 Employee Schedule Screen

From: 11052017

Fri Sat
11THT 11817 11T 111117

a:00 AW
1:08 PM
Gerrwrrn | Sabess

00 PM

a:00 PM S:00PM a:08 PR 9:00 PM a:00 PR
Genera | Sales.

Bissette, Camille  [-ISRN N1
Working: 20.00

B, K 00 a:00 AW
reak:
Working: 40.00 E00 PN H00FPM - E08 PN S00PM L E00 FM
2:00 AM 500 AW 2:08 AM 00 AM a:00 AM
own. 5 :
" o 108 PM R 108 P 100 P00 108 M
e Garmra | Sakes
ol ] 200 AN 500 AM 2:08 AM 000 AM 2:00 AM
: : 0 500 PM S0000 500 PM S00P0 500 PM
i trath .. Admink k. inimtrath . ink k e |
Clark, Vanessa
2163333333333
¥ 2:00 AM 200 AM 2:08 AM 00 AM a:00 AM
Jou & .
D e e TR 5000 s00PM s00 M S0 PM 500 P00
Warking: 40,00 o C - o s
i i
-1

Several options are provided for creating a new schedule:
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Create New Schedule Options

« Add Manual Shift - Use this option to create a shift to apply to a specific employee/day on
the schedule. See Adding a Manual Shift.

< Add Shift From List - Use this option to apply a pre-defined shift to a specific
employee/day on the schedule. See Adding a Pre-Defined Shift.

# Note:

To define the shifts, see Creating a New Shift.

e Copy Day Schedule - Use this option to copy an existing schedule from one day to a day
(or days) in this new schedule. See Copying a Day Schedule.

e Copy Week Schedule - Use this option to copy an existing weekly schedule from one
week to this new weekly schedule. See Copying a Week Schedule.

# Note:

Scheduling Exceptions...

— If you schedule a shift for an employee with approved time off for the period,
Xstore Classic displays a prompt alerting you to the conflict.

— Select the Add to Schedule option to schedule the employee and override
the time-off event.

<OR>

— Select the Remove From Schedule option to remove the conflicted shift(s)
from the schedule.

— You cannot edit records for any date that precedes the current date.

# Note:

— You can assign multiple shifts to the same employee, on the same day. This
is useful if you employ many part-time employees.

— If desired, you can schedule multiple shorter shifts during the day for just one
employee. For example, a three-hour INVENTORY/ STOCK shift in the
morning and a two-hour CASHIER shift in the afternoon.

— See Figure 5-6 for an example of an employee (Frank, Fern) with 2 shifts in a
single day.

Adding a Manual Shift

Use this option to create a new shift for an employee on the schedule.

ORACLE -
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...continued from step 5.

1. Select the employee and the day you want to schedule. Use the arrow keys to navigate the
scheduling screen grid. The highlighted area indicates the selected cell in the grid.

# Note:

Touch-screen users, tap the desired cell to select the employee and the day you
want to schedule.

Figure 5-4 Selecting the Cell to Schedule - Edit Menu

Sehaduls Amount: 0,00

Emphkeyes Schadik ike Hours: 180.00 From: 11052017 To: 1112017

Sun Man
11817 1enT

Wed
11U8HT

Thu
1817

Fri
11107

Sat
11T

T
1UTHT

2:08 A0 9:00 AW B
100 PM 100 PM 1:00 M 108 PM 1:00 PR
Garsru | Snkss
I 500 PM S00PM 00 PM s00PM 5:00 PR
Biesetn-Capy 5:00 M 2:00 PM 2:00 PM 2:08 PM a:00 PM
|Sake Gereral Saks GeneralSaks
wl 5:80 AM 900 AW 2:00 AM 2:08 AW 5:00 AW
y " 580 PM 500PM 500 PM S00FM 500 PM
Wasrking: 41180 Ao | il e o S ke e i S
L 8:00 AM 200 AW 3:00 AM 9:00 AM 2:00 AM
Bror e 1:00 PM1 1:00PM 1:00 PM 1208 PM 1:00 PM
i 25 |5ak Gereral Sakes Gerers|Saks
. 9:50 AM 2:00 AW 9:00 AM 2:08 AW 9:00 AW
G renk: 100 500 PI) 500 PM 500 PM s00FM 500 FM
Warking: 4080 2y P o " r " P
Clark, Vanessa
2163333333353
L 5:00 AM 500 AW 900 AM 2:08 AW 9:00 AW
Don Ga ::’:: '_":"u w 500 P 500 P00 500 P s00PM 500 PM
rong 404 onBales | Commisni maicn Sulea ’ Sakew
Q|

Dates

2. From the Edit Menu, select the Add Manual Shift option.
# Note:
Make sure you have a valid shift selected, not a cell in the Total Hours column.

3. The system prompts for schedule information for the selected employee and date. Enter
the information as required, then select OK to continue:
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Figure 5-5 Employee Schedule Data Form

Employea Scheduling
Employes Schadule Data

Erter & start time and end tive, and sskect s work code for:
Chirk, Vanessa
Wonday, Movember 6, 2017

Shift Start Time " a5.08 Pm

Shift End Time " sa.00 pae

Wiork Eode r

M unber of Hon-Warking Hne | Senmm| Sk = Wlire

Commmsnn Sales

Break for Lunch

A dmin s tra tve Back office

Praduct Demsmminilsn
Ewmril Commnsion

Holidyy Sales

*  Shift Start Time - Enter the starting time for this shift.

*  Shift End Time - Enter the ending time for this shift.
*  Work Code - Select a work code for this shift.

*  Number of Non-Working Hours - Enter the hours and/or minutes that are counted as
non-working hours, such as meal breaks.

The system totals the scheduled hours for the week and calculates the scheduled budget
amount (if it is configured for your store) as you build the schedule. The total scheduled
hours and scheduled dollar amount is shown in the top panel of the screen. It is updated
automatically each time you add or remove a shift.

Xstore Classic displays the Weekly Summary Scheduling screen that shows the shift you
created for the employee on the scheduled day.

Information on this screen includes the starting and ending times, the work code, break
times, and the amount of working time.
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Figure 5-6 Weekly Summary Scheduling Screen - Employees Scheduled Example

Employes Schedule Schedule Hours: 184.00 From: 11082017 Tec 11412017

Mon Tue Wed Th Fri Sat
6T 1107 1MHINT

L 0:00 AM 000 AM 2:00 AN 0:00 AM 0:00 AM
; 1:00 PW 1:00 P 1:00 PMY 1:00 PH 1:00 M
|
) ) 500 PW 500PM 500 FM 500 P 500 PM
[ L 2:00 FM 200 P00 2:00 FM 2:00 FI 8:00 FM
viarking: 20.00 . . . "
I :00 AM B:00 A 2:00 AN 2:00 AWM 9:00 AM
— o L 500 PM S00PM 00 P 500 PM 5100 M
darchine: A8, nion Sales | Commiess imsion S ke i ewian S s
- 5:00 AM w00 AM 200 AN 500 AW snaM [y
! 1:00 P 4:00 PU 1:00 PM 1:00 P 1:00 PM
9:00 A | a0am :00 AW :00 AW mnam
500 PW 500 PM 500 FM 500 W 5:00 PM
Clark, Vanessa 5:00 PM
2163333333333 9:00 PM
" InventoryfStock.
Dos 5 ™ . 9:00 AM 5:00 AWM a:00 AW 9:00 AWM 5:00 AM
b tarking: 48.08 6:00 P I 00 PM E00 FM 5:00 FM 500 PM
forking: Sakes jmakanSak Sales Sal maian Snlea
=]

Bkel B
From List

£hange Bhift Capy Day Have Changes
Sohedule

Continue scheduling all employees for the week as needed and select the Save Changes
option to save your schedule.

< Note:

Depending on your system's configuration, Xstore Classic may provide a warning
if you schedule an employee who has a conflict with restrictions defined by your
store's policy. For example, there may be a maximum number of scheduled
hours that cannot be exceeded.

Adding a Pre-Defined Shift

Use this option to apply an existing shift type to the schedule for a selected employee/ day.

ORACLE"

...continued from step 5.

1.

# Note:

To create these pre-defined shifts, refer to Creating a New Shift.

Select the employee and the day you want to schedule. Use the arrow keys to navigate the
scheduling screen grid. The highlighted area indicates the selected cell in the grid.

# Note:

Touch-screen users, tap the desired cell to select the employee and the day you
want to schedule.
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Figure 5-7 Selecting the Cell for a Defined Shift

Tee 11HARMT

Employse Schedule il Hours: 184.00 5 i rome 11052017

Sun Mon Tue Wed Fri Sat
11817 11en17 11THT 118M7T 11817 11T 1N

X 9:80 AW 900 AW 2:00 AW 2:00 AM 9:00 AW -
- 1:00 P11 100PM 1:00 PM 1:00PM 1:00 M
Sl Gerer | Sakes
! 500 PM S00PM 00 PM S00FPM 00 P
B e A 9:00 PM1 9:00PM 2:00 PM 200PM :00 P
wosking: 2000 e
—— 9:30 AW 3:00 AW 2:00 AW 2:00 AM 2:00 AW
N 500 PV 500 PM 500 PM 00 PM 508 FM
osking: 400 - . e - o Sk o i S ke
I ) 8:00 AM 200 AN 2:00 AM 2:00 AM 8:00 AM
B e e 140 PI1 100PM 1:00 P11 100 P 1:08 PM
Fosking: 2000 e
L t 9:00 AW 900 AW 2:00 AW 2:00 AM 3:00 AW
e Brenk: 106 500 P S00F0 500 PR S00FM 00 FM
[evorking: 4110 : S
Clark, Vanossa 500 P
Break: 0.0
A o 400 ;00 P
v InventoryStock
5:80 AM a:00 AWM a2:00 AN 200 AW 2:00 AW
Doe G ::':k ”l:] 0 500 FW S00FM 500 FM E00FM 508 FM
king: 410 T . T -
L=

‘ . = = ww = o “
St From List Schedule Bchedule

On the Edit Menu, select the Add Shift From List option.
¢ Note:
Make sure you have a valid shift selected, not a cell in the Total Hours column.

Xstore Classic displays the list of pre-defined shifts. Select a shift from the list that you
want to apply to the selected employee and day, then select OK to continue.

Figure 5-8 List of Pre-Defined Shifts

Shift List
Salect a shift to ba applied to - Vanessa Clark
Tuesday, Nevember T, 2017

Work Code

CASHIER Cas hier - AM S:00 AM - 1:00 PM
CASHER Cas hier - PW S:00PM-5:00 PW
ADMIN Mana ger - AM 9:00 AM - E:00 PM
ADKIN Wi i = - P 5:00PM -5:00 K
BALES Bak= - AN 5:00 &AM - 5:00 FM
SALES Snk= - FM 5:00 PW -5:00 Pl
CASHIER Coavm himer - AN (Waen kmrad] E:DO &AM - 1:30 FM

-
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Xstore Classic displays the Weekly Summary Scheduling screen showing the shift you
applied to the employee/day. Information shown here includes the pre-defined starting and
ending times, the work code, the time allotted for breaks, and the amount of working time.
Xstore Classic also totals the scheduled hours for the week as you build the schedule and
the scheduled budgeted dollar amount (if configured for your store).

Figure 5-9 Pre-defined Shift Added

Employes Schedule Schedule Hours: 192.00 Fromc 110562017 Toc 11M 12017

Fun
T

Man
11sT

Tue
1Man7

Wed
@7

Thu
1187

Fri
T

Sat
1MHINT

Abves, T 9:00 AN 9:00 AM a-00 AW
N e — :"T' '_”‘2':] " 1:00 PM 1:00 FM 1:00 P 1:00 PM 1:00 PM
orhinge 20, I 5 Genem|Saiea
| 1 5:00 PM S00PM 5:00 PW S00PM 500 PM
[ 9:00 PM 200 M 9:00 M 0:00 PV 9:00 PM
o # General ko Garmral Sakes GaneralSakes General Sabos Garmra| Gk
! a:00 AM 2:00 AM a:00 AM .00 AM 200 AM
Bt 3’“1'.“ ‘“ﬁ w 5:00 PM 500 PM 5:00 PM S00PK 00 PM
orking: 40/ Commission Sakes imsion Sale jsknSaks | Commision Sab msion Snkes
) 0:00 AM 2:00 AW 9:00 AM 0:00 AW 9:00 AW
Ll Eraak: 0.00 1:00 PM 100 FM 1:00 PI1 1:00 P8 1:00 FM
[Working: Zu.00 Geeneral Sulkes Gorernl Sk
| 0:00 AM 2:00 AW 0:00 AM 0:00 AM 9:00 AN
Cadig reak: 130 5:00 PM S0PM 5:00 PR 500 PM 500 PM
orking: 4000 AdministrativelBack..| Administrati | AdminstratveBack . Administraty Administraty
Clark. Vanessa  FRENNNIN 5:00 FM 2:00 AN
2163333333333 AT 3:00 PM K00 PM
erkin 12 IPve by Stock Admiristrative/Back..
0:00 AM 2:00 AW 9:00 AM 0:00 AM 2:00 AM
Dom e o e 0 5:00 P sa8FEm 500 FW 530 P S0 P
arhing: L - R - e on ke
i

At Manual Changs Shift Delete Shift Copy Day Logy Week Save Changes
Bhilt Eehoedule Schecule

4. Continue scheduling all employees for the week and select the Save Changes option to

save your schedule.

Copying a Day Schedule

ORACLE

Use this option if your daily schedules are consistent within the week you are currently
scheduling. For example, if your Monday through Wednesday staffing needs are similar, use
this option to simply set up one day's schedule (Monday) and copy it to the other days
(Tuesday and Wednesday) in the current week.

# Note:

This option copies the schedule that every employee has on the selected day and
duplicates it to the additional days that are selected. Therefore, any employee's cell
may be selected, if it is in the correct day from which the schedule is copied.

For example, Bob works sales from 9:00 a.m. to noon on Monday, and Mary works inventory
from 1:00 p.m. to 5:00 p.m. on Monday. If the Copy Day Schedule duplicates the Monday
schedule to Tuesday and Wednesday, then Bob works from 9:00 a.m. to noon on Monday,
Tuesday and Wednesday. Mary works inventory from 1:00 p.m. to 5:00

p.m. on Monday, Tuesday and Wednesday.

...continued from step 5.

Select the day you want to copy the schedule from. Use the arrow keys to navigate among
the days on the scheduling screen grid. The highlighted area indicates the selected cell
and day in the grid. In Figure 5-10, the Monday schedule is selected.
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# Note:

Touch-screen users, tap the desired cell to select the day you want to copy the
schedule from.

Figure 5-10 Copying the Monday Schedule

Tec 11112017

Frome 11052017

Sat
11117

Mon
11617

Wed
11T

Fri
1T

Tue
11T

2:00 AW
100 PM
&00PM
2:00PM
2:00 M
500 PM S00PM 500 PM S00PM 500 PM
wwon Saks | Commies imsian Sk o msion Saks
. a:00 AM a:00am 2:00 AM 2:00 AM 2:00 AM
- 1:00 P 1:00 PM 1:00 P 1:00 PM 1:00 PM
0:00 AM 2:00 AW 2:00 AM 2:00AM 2:00 AM
5:00 PM 500 PM 5:00 PM 500 PM 500 PM
Clark, Vanessa 500 PM 200 AM
2161333333333 9:00 PM S00PM
IventaryStack AdminktrativelBack..
9:00 AM 2:00 AW 2:00 AM 200 AM 2:00 AM
b — o e 500 PM 500 PM 500 PM 500 PM 500 PM
ormine: 48 mxion Saks | Commiss imsian Saks wwian Sakos mmion Saks
-1

Xstore Classic prompts for the day (or days) you want to copy the selected day schedule
to. In this example, select the day or days you want to copy Monday's schedule to, and
press Enter.

Ackd Marual Ak Shift Ehange Shift Dedete Shift
Ehift Fram List

Select the Copy Day Schedule option from the Edit menu.

Figure 5-11 Copy Day Schedule Form

Copy Day Schedule

Select the days of the week to populate from the Monday scheduls

Sunday
Tuess day
Wednes day
Thurs day
Friday

Eaturdny

“
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# Note:

To select multiple days, use the Spacebar to select each day. In this example,
Monday's schedule is copied to Thursday, and Friday.

Xstore Classic copies the schedule to each day you selected. The system totals the
scheduled hours for the week as you build the schedule and the scheduled budgeted
amount (if configured for your store).

Figure 5-12 Copied Day Schedule

Employes Schedule B = He .0 Schedule Amount: 0.00 From: 11082017 To: 1112017

Bum Wad Fri
118617 118147 11BHT 11T
9:00 AW 9:00 AM 2:00 AW 9:00 AN 2:00 AN
1:00 PM 100 PM 1:08 PM 100 PM 1:00 PM
Geresrs | Sanbess:

E00 PM 500 PM E08 PM

a:00 PM S:00PM a:08 PM 5:80 PM a:00 PM
Gernera | Sakes

Sat
1HIAT

Bisscte, Camile TSR]
Wiorking: 20.00

300 AN 500 AW 9:00 AW
e (Ereak: 1.20 500 FM 520PM 500 FM 500 PM 500 PM
Viorking: 40.00 . & o a c 7 i =
2:00 AN 500 AW 2:08 AM 00 AN a:00 AM
s -
B, e A 1:00 FI RETLE 1:08 FBE RETLE] 1:00 PM
Garwrn | S Gureral S bkes
ol 2:08 AM 500 AM 2:08 AM .00 AM a:08 A
: 500 PM s00PM 500 PM se0PM 500 PM
Clark, Vanessa 500 FM 500 AM G T
2161333333333 A 2:00 PM s008M s00 BM .00 bW
atdnge 28 I Sioch Administrath ! InventoryStack InverioryStock
9:00 AN 9:00 A 9:08 AM 9:90 AWM 9:00 AM
5 reak:
D : : ! ':u w S00FM AT S00 FM T 500 FM
arking: 40 o o - o -

Co
Actd Nausal Copy Day Save Changes.
Shift Schedule

4. Continue scheduling all employees for the week as needed. Select Save Changes on the

Edit Menu to save your schedule.

# Note:

If configured, Xstore Classic warns of an attempt to schedule an employee when
it conflicts with your store's hourly constraints or other restrictions.

Copying a Week Schedule

Use this option if your weekly schedules are relatively consistent from week to week. For
example, if your weekly summer staffing needs are similar, use this option to set up one week's
schedule and copy it from week to week. Once the existing schedule is copied to the week you
are scheduling, you can easily adjust the schedule as needed.

ORACLE

1
2
3
4

At the Employee Scheduling Maintenance menu select Employee Schedule.
At the Schedule Weeks form, select the week that you want to schedule and press Enter.
At the Weekly Summary screen, select the Edit option.

Select the Copy Week Schedule option.
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Figure 5-13 Copy Week Schedule Option

Employee Schedule ule Hours: 0 S chedule Amount: 000 From: 11122017 Toc 11MBZOIT

Sun Man Tue Wed Thu Fri Sat
1HaT 111317 111417 111817 1MHEMT 11177 1MHeMT

Bissetie, Camille

Black, Jeff

Chen, Hai

Clark, Vanessa
NEFFFRFER

Doa Santos, Mar..,

Back Help Ak Manust el 5 hift Change Ghift | Delets Shitt Copy Doy Copy Week
Fhift From List Schedulk Schedule

5. Xstore Classic displays a list of weeks that have been scheduled previously. Use the up
and down arrow keys to select a week from the list and press Enter to continue.

Figure 5-14 Copy Week Schedule

Copy Week Schedule
Select the date of the schedule you want to copy.

e T

11nsRnT - 11127
inRsEnT 14T
inRzRNMT 10RBRDAT
nsERnT 10T
AN0RZTT 10142017
00T 10MTR20AT

Xstore Classic copies the schedule from the displayed week to the selected week. The
system totals the scheduled hours for the week as you build the schedule and the
scheduled budgeted amount (if that is configured for your store).
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Employss Schedule

Schadule Hours: 200,00

Chapter 5

Creating An Employee Schedule
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m.' 5:00 PW S00PM 5:00 PM S0RPM 540 PM
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Break: 000 9:00 AM 9:00 AM 5:00 AWM 2:00 AWM 5:00 Am
ok 2080 1:00 PR 1:00 M 1:00 214 1:00 PM 1:00 P11
ket GeneralSaks General Saks
ek 000 9:00 AW 9:00 AW 9:00 AW 2:08 AW 9:90 AW
e 500 FWM S00FM 500 W SO00FM 500 FM
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= Firesh: 0.00 5:00 PW 9:00 AN S00PM S00PM
63 wmz, . z080 2:00 PW S00PM 08PN 980 PM
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reak. 010 a:00 AU a:00 AM .00 AM 2.08 AM .00 AM
Wiorking: 40,00 800 F.ﬂ ) S:HDP!ﬂ . §:00 F?‘ L S0 P.“ ) S0 P.H .

Aicl Nanual Acd SR Delete Shift Copy Day Sawe Changes
Shift From List Fchedule

6. Continue scheduling all employees for the week and make any edits as needed. Select the
Save Changes option to save your schedule. Refer to Editing a Schedule for more

information about changing schedule information.

Editing a Schedule

Use this function to make changes to an existing employee schedule for a designated week.

ORACLE"

# Note:

Schedule records from previous days cannot be edited.

1. Atthe Back Office Main Menu, select Employee and press Enter.

=]

2. Atthe Employee Menu, select Employee Scheduling Maintenance and press Enter.

3. At the Employee Scheduling Maintenance Menu, select Employee Schedule and press

Enter.
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Figure 5-16 Employee Scheduling Maintenance Menu

Employee Scheduling Maintenance

Main Menu ¢ Employes ¢ Employes Scheduling Maimenance

2 Whairtnm Employes Tirse O

3 Shilt W iniers nes

4. Xstore Classic prompts for a schedule week. Use the up and down arrow keys to select the
week that you want to edit, and press Enter to continue.

Figure 5-17 Schedule Weeks List

Schedule Weeks
Salect a week.

End Date
TbR2RT 10202097 -
102002017 1Ao7
TU0sRIT G RIFILE
11227 - 1M B201T
11217 MR B204T
MRez;M? - 12m2rRo4T
12nEEmy - 12maoar =
-
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# Note:

The current week is selected by default. You cannot edit a record from a date that
is earlier than the current date.

5. Xstore Classic displays the Employee Schedule screen for the selected week. This is the
view used to edit the existing employee schedule. Select the Edit option to begin editing
this employee schedule.

# Note:

You can select the Print Schedule option to print the displayed schedule on the
report printer.

9/8/12 - 9714713

f1E9:00 RH = 5:00 P B
900 RM = 5:00 PM R t ek Fi i I Al
1900 AM - 4:00 PM Fo ¥ | |

00 AM - 3;90 FH Comn ion Sale i L0005 s BALES

00 AM - 3:00 PH Administrative/Back offa Idsz HIH
100 AM - 1:00 PH Ganmeral Sales Id: L000: :CASHIEF

100 AM - 5:00 MM Commiaaior 1l

:00 AM - 5:00 PH Adminiabrat

00 AM = 1:00 PH it 1 Sals : 10 s CASHTEF

00 AM = 5:00 PM Commizzior 1l g i s BALES

G0 AM - 5:00 FH Admir

00 AM - 1:00 FM Gone salex Id: 10007 iChSHIEE
Pt ki

e

6. Xstore Classic provides several options for editing an existing schedule.

Figure 5-18 Weekly Summary Scheduling Screen - Edit Mode

Schedule Amount: 0.00 From: 1122017 To: 11M8R0IT
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Change Shift - Use this option to edit an existing shift on the schedule. See Changing a

Shift.

Delete Shift - Use this option to remove a shift from the schedule. See Deleting a Shift.

You can also add shifts to the schedule as needed. Refer to Adding a Manual Shift Adding
a Pre-Defined Shift, Copying a Day Schedule, and Copying a Week Schedule for more
information.

Changing a Shift

Use this option to edit an existing shift for an employee on the schedule.

In edit mode, select the shift you want to change. Use the arrow keys to navigate the
scheduling screen grid. The highlighted area indicates the selected shift in the grid.

¢ Note:

Touch-screen users, tap the desired cell to select the shift you want to change.

Figure 5-19 Selected Cell Containing the Shift to be Changed

Alves, Tomas
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n b 9:00 AW 9:00 AM 9:00 AM 2:00 AWM 9:00 AM
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reaks 000 8:00 AW 2:00 AM :00 AM 2:00 AM 5:00 AWM

S00 PM

500 PM

5:00 PW

00 PM

5:00 PM

Select the Change Shift option.

les
Help A Marual Change Shift Copy Day
Shaft Schwdule

ales

Xstore Classic displays the Employee Scheduling Data form that shows the current

schedule information for the selected shift. Change the information as required:
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Figure 5-20 Employee Scheduling Data Form

Employee Scheduling
Employes Schadule Data

Erlisr @ sl el lere and end e, and sebeel 8 werk eade lar:
Brrown, Sarah
Mandny, Mesermber 13, 2017

S it Start Time "

Shift End Time " pi-00 PM

Wark Cade i ﬂ
Numlszr o NesnWarking Hee D Hezurn 1] Mirm

* Shift Start Time - Enter the starting time for this shift.
e Shift End Time - Enter the ending time for this shift.

«  Work Code - Select a work code for this shift.

*  Number of Non-Working Hours - Enter the hours and/or minutes that are counted as
non-working hours, such as meal breaks.

Select Ok to continue.

Xstore Classic displays the Weekly Summary Scheduling screen showing the shift you
changed for the employee/day. Information shown here includes the starting and ending
times, the work code, the time allotted for breaks, and the amount of working time. The
system also totals the scheduled hours for the week as you build the schedule and the
scheduled budget amount (if configured for your store).

Figure 5-21 Schedule before Shift Change

Empkoyes Schnduls Betwduls Hours: 20008 Bchodule Amourt: 0,00

Hun L] Tue Wied
11T TIAEHT 1indn? 11HET

Hwwche, Camdls

Wia ck, i
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Figure 5-22 Schedule after Shift Change
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5. Make additional schedule changes as needed and select the Save Changes option to
save the edited schedule.

# Note:

If configured, Xstore Classic warns you if an employee's schedule conflicts with
hourly constraints or other restrictions as determined by your store.

Deleting a Shift

Use this option to remove a shift from the schedule for a selected employee/day.

1. Select the shift you want to remove from the schedule. Use the arrow keys to navigate the
scheduling screen grid. The highlighted area indicates the selected shift in the grid.

¢ Note:
Touch-screen users, tap the desired cell to select the shift you want to remove.

2. Select the Delete Shift option. Xstore Classic displays a prompt to verify that the selected
shift is the one you want to delete.
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Figure 5-23 Delete Shift Verification Prompt

Employae Schedule

Are you sure you want to delete the selected schedule?
Schedule Record for:
2017-11-13
Work Code: ADMIN
Start Time:09:00:00 AM
End Time:05:00:00 PM

3. Press Yes to delete the shift from the schedule.

Xstore Classic displays the Weekly Summary Scheduling screen, removing the shift you
deleted for the employee/day. The system also recalculates the scheduled hours for the
week and the scheduled budget amount (if configured for your store) as you edit the
schedule.

4. Continue making any changes to the schedule as needed and select the Save Changes
option to save the edited schedule.

Maintaining Employee Time-Off Schedules

To create and edit time-off events, Xstore Classic prompts you for information such as the type
of time-off period (whole day, half day, partial day), whether the time-off period spans multiple
days or a single day, and the dates and times of the time-off period. This information is shown
during the employee scheduling process, alerting you to scheduling exceptions if you try to
schedule an employee with previously approved time off for the time period you are
scheduling.

Adding Time-Off Periods

Use this function to add employees' time-off requests to the schedule.

From the Back Office Employee Scheduling Maintenance menu, select the Maintain
Employee Time Off option and press Enter.
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Figure 5-24 Employee Scheduling Maintenance Menu

Employee Scheduling Maintenance

Main Menu ¢ Employes » Employes Scheduling Mainkenance

1 Ermphayes 5 edke

2 Maintain Employes Time O

4 Shilt Wio el noes

1. Xstore Classic prompts you to select a schedule week. Select the week for the time-off

event and press Enter to continue.

Figure 5-25 Schedule Weeks List - Time Off

Time Off Weeks

Select a week.

1015207 127
10RIRMT 10REZMT
1nRaM7 14T

1122017 BT
11HaeiT - TEERHT
11607 - 12022017
=
-
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# Note:

The current week is selected by default.

Xstore Classic displays the Employee Time Off Scheduling screen showing any
previously scheduled time-off events for this week. Select the Add Time Off option to
create a new time-off event for an employee.

Figure 5-26 Employee Time Off Scheduling Screen

TINSZNT
1HAZT

Employee Time Off Scheduling ~|:

‘" I W W

# Note:

Select Previous Week to view time-off from the week before the week that is
displayed.

Select the Next Week option to view time-off for the week after the week that is
displayed.

To view any other time-off schedule, select the Change Week option to select a
specific schedule date from the list of weeks.

Xstore Classic prompts for the employee's information. Enter the employee's information
and select Process to continue.
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Figure 5-27 Employee Search Form

Employae Lookup

Enter search criteria.

Employee ID
Last Name

First MName

"“

4. Xstore Classic displays a list of employees who match the search criteria. Select an
employee from the list and choose Select & Continue.

Figure 5-28 List of Matching Employees

Employee Lookup

Source; StomPrimary

Smith, Jahn

NEYD Hrece Incianitind Ploary
Solon, OH 4418

Sakthi, Shrea

INEOO Erece Inciomirind Ploany
Saodon, OH 44 1K

Schranz, Johann
Trmmis rmirsmns 51

IKESS Gz Puntigam
A LT i

5. After the employee has been selected, Xstore Classic prompts for the type of time-off
event information. Select the time-off type to continue:
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Figure 5-29 Time-off Event Type Prompt

Employea Time Off

Select the type of time off request.

« Select the Full Day option if the employee has requested time off for the entire day or
days.

» Select the Half Day option if the employee has requested half of the day off, such as
morning or afternoon.

» Select the Partial Day option if the employee has requested part of the day, such as 2
hours off.

6. Xstore Classic prompts for the time-off event date. Enter the starting time-off date and
select Save Changes to continue.
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Figure 5-30 Time Off Date Prompt

Scheduling Time Off
Schaduling Time Off

Plense mrber the Gime ol dabs,

Tirne Off Dole

e FULL DAY - If you chose the full day option, Xstore Classic prompts for the number of
days for this time-off event. Enter the number of full days the employee has requested
off and select Save Changes to continue. Go to step 7.

Figure 5-31 Number of Days Prompt

Scheduling Time Off
Schaduling Time OFf

Erder the numbsr of days off inchuding the start date

F
Misnier of Days

« HALF DAY - If you chose the half day option, Xstore Classic prompts for the part of
day. Select whether the time off is morning (AM) or afternoon (PM). Go to step 7.
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Figure 5-32 Half Day Time-Off Prompt

Employee Time Off

Which half day?

# Note:

The number of hours allotted for the half-day time-off option is determined by
your store's policy.

* PARTIAL DAY - If you chose the partial day option, Xstore Classic prompts for the start
and end times. Enter the information as required and select Save Changes. Go to
step 7.
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Figure 5-33 Partial Time-Off Prompt

Scheduling Time Off
Scheduling Time Off

Please mnier the start and end fime for time off.

F
Tirmaz OF Stsrt Tirmas

Tirne 0ff End Tirne: i

“ “ -~

7. Xstore Classic prompts for the time-off reason. Select a reason for the time-off event from
the list and press Enter to continue.

Figure 5-34 List of Time-Off Reasons

Resson Code
Select a mason code from the list.

dury Duty

Personal Time Off

Xstore Classic adds the employee's time-off event to the Employee Time Off Scheduling
screen for the selected week.
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Figure 5-35 Employee Time Off Scheduling Screen

1esz07

Empleyee Time Off Scheduling I: P —

e e
Smith, Joe TUBAT 11817 10:00 AM -3:00 PM Medical

Edlit Time O | Remewe Time.
oft

# Note:

Time Off Exception

If the employee has already been scheduled to work on that day (or days), the
system prompts you that there is a time-off exception.

e Select the Add to Schedule option to schedule the employee's time off as
requested.

e Select Back to cancel the request.

Time Off Exception

Sarah Brown has already been scheduled from
Thursday, November 9, 2017 09:00:00 AM through
Thurseday, Movember 9, 2017 01:00:00 PM.

Ara you sure you want to continua?

A Ta
Eshedule
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Removing an Employee Time-Off Period

Use this function when an employee wants to cancel a previously scheduled time-off. This
function removes the time-off event from the schedule.

1. From the Back Office Employee Scheduling Maintenance menu, select the Maintain
Employee Time Off menu option and press Enter.

Figure 5-36 Maintain Employee Time Off Menu Option

Employee Scheduling Maintenance

Main Menu » Employe= » Employes S cheduling Maink=nanoe

1 Ermployes 5ebedulke

2 Mainisin Emploges Time Of

4 Shitt Wa sl i nes

2. Xstore Classic prompts for a schedule week. Select the week for the time-off event and
press Enter to continue.
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Figure 5-37 Schedule Weeks List

Time Off Weaks
Belect a week.

Y
Begin Doie End Dt
1052017 1021207
102017 A0REREIT
1092017 Tinaze?

1122017 1B
1122017 - 11282
MRezNT - 1200212417
=
s

# Note:

The current week is selected by default.

Xstore Classic displays the Employee Time Off Scheduling screen showing the
previously scheduled time-off events. Select the employee time-off event you want to
remove from the schedule and select the Remove Time Off option.

Figure 5-38 Employee Time Off Scheduling Screen - Remove Time Off Option

1T
112N T

Employee Time Off Scheduling *IV

11BMT 11T 10:00 AM -3:00 PM

Edit Time O Remaowe Time.
=
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# Note:

Select the Previous Week and the Next Week options to view the time-off
schedule for the week before, or after, the current week you are viewing. To view
any other time-off schedule, select the Change Week option to select a specific
schedule date from the list of weeks displayed.

3. Xstore Classic prompts you to confirm the time-off event to be removed from the schedule.
Press Yes to remove the selected employee time-off event. Xstore Classic removes the
selected time-off event from the schedule.

Figure 5-39 Confirm Employee Time Off Prompt

Employeae Time Off

Are you sure you want to remove the selected time off
request for Joe Smith?

Editing an Employee Time-Off Period

Use this option to change an employee's previously scheduled time-off request. You can
change the type of time off (full day, half day, or part of day), change the time-off date, the
number of days for the time-off period, the time-off hour duration, and the time-off reason.

1. From the Back Office Employee Scheduling Maintenance menu, select the Maintain
Employee Time Off menu option and press Enter.
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Figure 5-40 Maintain Employee Time Off

Employee Scheduling Maintenance

Main Menu ¢ Employes ¢ Employes S cheduling Maintenance

1 E i ke 56 bes ke

2 Maintain Employes Time O

E] Shitt W erienn nes

2. Xstore Classic prompts for a schedule week. Select the week for the time-off event and
press Enter to continue.

Figure 5-41 Schedule Weeks List

Schedule Weeks
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Bagin Date Erd Daea
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# Note:

The current week is selected by default.

Xstore Classic displays the Employee Time Off Scheduling screen showing the
previously scheduled time-off events. Select the employee time- off event you want to
change and select the Edit Time Off option.

Figure 5-42 Employee Time Off Scheduling Screen - Edit Time Off

1T

112N T

o T T
‘

Employee Time Off Scheduling *IV

11BMT 11T 10:00 AM -3:00 PM

‘m D "“t*d “
=

# Note:

Select the Previous Week and the Next Week options to view the time-off
schedule for the week before, or after, the current week you are viewing. To view
any other time-off schedule, select the Change Week option to select a specific
schedule date from the list of weeks displayed.

Xstore Classic prompts for the type of time off (full day, half day or partial day), the time off
date, and other information as required. Refer to Adding Time-Off Periods for detailed
information about the time-off prompts.

Enter/select the time-off information as required. Xstore Classic replaces the employee's
original time-off event on the schedule with the updated request.

Printing the Time-Off Schedule

You can print the Employee Time-off Summary Report from both the Employee Time Off
Scheduling screen and from the Back Office Employee Scheduling Maintenance menu.

ORACLE
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Figure 5-43 Employee Time Off Summary Report

ORACLE Time Off Summary

Date Range: 010112

Mame I Date Time Reason

Printing the schedule from the Employee Time Off Scheduling screen (Print Schedule
button) prints the current schedule shown on the screen.

Printing the schedule from the Back Office Employee Scheduling Maintenance menu
prompts you to select a week to be printed.

Figure 5-44 Employee Schedule Report Menu Option

1 Employee Performance

2  Emploves Schedule Detail Report Time Off Summary
3  Employee Time Off Summary Report

Date Range  [TNEPRPSTR

ANITR0T

Employee Schedule Reports a
Main Menu » Reporting » Employee Reports » Employee Schedule Reports

Spociic Dai [~ ]

Show Criteria

Today [1VITFANT . WATIEIT)
Currant'Week [10M1S2017 . 10021/2017)

Gurmant Wonth (1VO12017 - 1W0E207)
Currant Quarker (IOO2017 . 12312017
Curmant Yesr 0101UANT - 12302017
Yot rday [10E2017 . 10718/2017]
Pravious Week [1VEZ017 - 10/1472017)

# Note:

Refer to the Oracle Retail Xstore Point of Service Reports Guide for detailed
information about running reports
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Maintaining Employee Shifts

To make employee scheduling easier, you can create and edit pre-defined shifts that may be
applied during the employee scheduling function.

Creating a New Shift

Use this procedure to create a new shift to be used during employee scheduling.

1. From the Back Office Employee Scheduling Maintenance menu, select the Shift
Maintenance menu option and press Enter.

Figure 5-45 Shift Maintenance Menu Option

Employee Scheduling Maintenance

Mair Menu ¢ Employse ¢ Employes Scheduling Maimenanos

1 Employes 5 cheduke

2 Mmintain Emplogoes Times OF

2. Xstore Classic prompts for the shift information. Select the New option to create a new
shift type.
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Figure 5-46 Shift Criteria Prompt

Shift Maintenance
Enfter shift search criteria

shift Name |
Shift Desc

Waork Gode v

3. Xstore Classic prompts for the shift detail information. Enter the information for the new
shift:

Figure 5-47 Shift Detail Prompt

Shift Maintenance
Enter ehift delaile

r
Shilt Harme=

&hift Dese |

F

Start Time
F

Ervd Tirnes

Hlurmiber ol Mon-Warking Hm Heura MWlires

Wark Code | =

“- N w

« Shift Name - Enter a name for this shift. This is the label that is shown in the list of
pre-defined shifts.
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*  Shift Description - Enter a short description for this shift.

e Start Time - Enter the starting time for this shift. If you enter the time as military time, it
is converted to a.m. or p.m. For example: 16:00 is converted to 04:00 PM.

« End Time - Enter the ending time for this shift. If you enter the time as military time, it
is converted to a.m. or p.m. For example: 16:00 is converted to 04:00 PM.

*  Number of Non-Working Hours - Enter the hours and minutes that are counted as
non-working hours, such as meal breaks.

Work Code - Select a work code for this shift.

4. Select the Save Changes option to create the new shift.

# Note:

During employee scheduling, this new shift is available as an option in the pre-
defined list of shifts. See Adding a Pre-Defined Shift for detailed information
about using the Add Shift From List schedule option.

Editing an Existing Shift
Use this procedure to change the information for a pre-defined shift.

1. From the Back Office Employee Scheduling Maintenance menu, select the Shift
Maintenance option and press Enter.

Figure 5-48 Shift Maintenance Option

Employee Scheduling Maintenance

Mair Menu ¢ Employses ¢ Employes Scheduling Mairmenanos

1 Emploryees 5 cheduk:

2 Maintain Employes Tires OF

3 Shilt Mairisnance

2. Xstore Classic prompts for the shift information. Enter the required information and select
the Process option to continue. If you do not enter any information, Xstore Classic
displays a list of all shifts.
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Figure 5-49 Shift Maintenance Form

Shift Maintenance

Enfter shift search criteria

Shift Name
Shift Desc

Waork Gode - |

If more than one pre-defined shift matches the search criteria you entered, Xstore Classic
displays a list of shifts. Select the shift you want to change from the list and press Enter to
continue.

Figure 5-50 Shift List

Shift Maintenance
Select a shift.

Work Code Hame

CASHIER Cashier - AM

CASHIER Cashiar - PM 5:00 P -5:00 PM
ADMIN Manager - AM G:00 AM - S:00 PM
ADMIN Manager - PM 5:00 PM -5:00 PM
SALES Sales - AM Q:00 AM - S:00 PM
SALES Sales - PW 5:00 PW -5:00 PM
CASHIER Cashier « Al Weekend) B:D0 AM - 1:30 PM

-
--

3. Xstore Classic displays the shift's detail information.
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Figure 5-51 Shift List Detail Example

Shift Maintenance
Enter ghift detaile

r
Shift N ASHIER_AM

F
Shilt Deme  Cashieer - AN

F
Start Time  05:00 AM
r
End Time:  071:00 Pl
Number af Hon-WorkingHme 0 Hours 1] Klins

F
Work Cade  General Sakes - |

# Note:

To delete the shift entirely, select the Delete Shift option here. The deleted shift
will no longer available as an option when setting up employee schedules.

4. Change the shift information as needed and select the Save Changes option to continue.

Schedule Reports

# Note:

Refer to the Oracle Retail Xstore Point of Service Reports Guide for detailed
information about creating these reports.

Schedule reports are available from the Schedule Reports menu.

1. At the Back Office Main menu, select Reporting and press Enter.
2. Atthe Reporting menu, select Employee Reports and press Enter.

3. Atthe Employee Reports menu, select Employee Schedule Reports.
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Figure 5-52 Employee Reports Menu

Employea Reporis

Main Menu ¢ Reporting # Employes Reports

1 Emgloyss Schadule Reports

2 Emplkyen Taxhs

4. Select a report from the Schedule Reports list.

Figure 5-53 Schedule Reports List

Employee Schedule Reports

Main Menu » Reporting ¢ Employes Reports ¢ Employes Schadule Reporis

| Employes Performance

2 Employes Schadule Deta il Report

3 Employes Time O Summary Repart

Employee Time Off Summary Report

The Employee Time Off Summary Report provides a listing of employees who have
scheduled time off during the weekly period selected for the report. For every employee
selected, the report shows the date, amount of time off, and the reason for the time off.
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Figure 5-54 Time Off Summary Report

ORACLE Time Off Summary

Mame D Date Time Reason

See Printing the Time-Off Schedule for more information.

Employee Performance Report Overview

This report shows employee performance information within a selected date range for a
specified work code (or all codes), for an individual employee, or for all employees.

This report includes the following employee information:

e Total scheduled hours for an employee or all employees

e The hours worked by the employee

e The difference between the scheduled hours and the hours worked
e The employee's total sales amount for the period

e The number of sales for the period

e The average dollar amount per sale

* The average number of sales per hours worked

Figure 5-55 Employee Performance Report

ORACLE Employee Performance

Schedule Detail Report Overview

ORACLE

This report shows employees scheduled for each day in a selected week. It contains the
following information:

 Date
 Employee name
*  Work Code

e The individual start and end times and hours scheduled for sales and non-sales (work
code)
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«  Total hours for each employee per day

e Areport total for the schedule week is shown on the last page of the report

Figure 5-56 Employee Schedule Detail Report

ORACLE Employee Schedule Detail

Date 8] Name Work Code Start T

me End Time Hours
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Message Maintenance and Task Management

Messages can be viewed from both the Register Login screen and the Back Office Login
screen. You may also be able to view messages from the transaction screens depending on
your store configuration.

Task Management is a feature that encompasses tasks assigned to associates in a store for
completion as well as tasks that are customer-focused such as appointments. Tasks have
workflows associated with them so at any time a manager can easily see the current status of
the task. This section also includes instructions on how to use the Black Book feature to view
your associate's primary customers.

The following topics are covered:

e Creating and Maintaining Messages
— Creating a New Message
— Editing a Message
— Deleting a Message
* Reviewing Task Management Information
— Viewing Task Progress

— Viewing Black Book Customers

Creating and Maintaining Messages

Messages are for information purposes only and require no action by the employee. Messages
may be downloaded from the corporate office, and messages can also be created and
maintained at the store level using the Back Office Message Maintenance menu option.

Messages can be store-based or register-based and provide the ability for both the corporate
office and the store managers to share information with all employees.

Messages can be maintained at the corporate office or using the Back Office functions. Only
store-created messages can be edited at the store level. Messages from the corporate office
cannot be changed or deleted.

Perform the following steps to create and maintain messages:

1. Atthe Back Office Main Menu, select the Employee menu option and press Enter.
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Figure 6-1 Employee Option - Main Menu

Main Menu ‘
Wain Menu

4 Hardware o
5 Iventory D
6 Reporting b
TooOTil b

2. Atthe Employee menu, select the Message Maintenance menu option and press Enter.

Figure 6-2 Employee Menu

Employee i‘
Main Menu ¢ Employes

1 Ermplyes: Mainbsm nes 1]

F Empleryes 5eladuling W inbermmes 1]

k] Ernter Trainng Made
4 M ga Malntenancs

5 T and Alendanos 1]

3. The Employee Messages search form displays. You have the following options on the
search form:
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Figure 6-3 Employee Messages Search Form

Employees Massages
Enfer criteria to search for a message.

Start Date
End Date

Priority

» To create a new message, select New Message. See Creating a New Message.

* To find an existing message:
— Enter the search criteria in the search fields provided and select Process.
Search fields include:
* Start Date: The date the message is to be displayed.
« End Date: The date the message is to be removed from the message list.
e Priority: The message importance: High, Medium, Low.
<OR>

» Leave all the search fields blank and select Process to return a list of all active, store-
level messages.

See Editing a Message and Deleting a Message.

Creating a New Message

Messages can be displayed on all registers, or only a specific register. However, all employees
can see the messages. Messages cannot be directed to specific employees or employee
groups. Any messages created are automatically flagged as Store Created.

1. Atthe Employee Messages search form (Figure 6-3), select New Message.

# Note:

You can also create a new message by selecting the New Message option from
the Employee Messages list. See Figure 6-6.
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2. Enter data as required to create a new message:

Figure 6-4 Employee Messages - New Message Form

Employees Messages
Message Maintenance

Store Created: Yes

Start Date F'IIZ||'31I'2|]‘IT

End Date " 11/30/2017

Pricrity © Madism d
Register Specific No I_
Registar #

Meaamge URL:

Massaga llrSiﬂl‘l up newy for the annwal assaciate appreciation picnic,

“ ‘ -

e Start Date: The date the message is to be displayed.

* End Date: The date the message is to be removed from the message list.
e Priority: The message importance: High, Medium, Low.
* Register Specific/Register #:

— Register Specific: Yes or No - If no, the message is displayed on all registers. If
yes, the message is only displayed on a specific register.

— Register #: If Register Specific is set to yes, this is the register on which the
message is displayed.

* Message URL.: If applicable, enter a URL address. The URL will appear as an
attachment to the message. See Figure 6-5 below.

* Message: The message text.

* Select Save Changes to create the new message.
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Figure 6-5 Register Store Message with URL attachment

0 ©

IMF O TASKS GOALS MESSAGES KEYPAD

¥ Clean up sales racks.

Ask customers if they want to view néw products.

EE-:I;H LR Ml for the annual associale apprecialion pcnic

REGISTER LOGIN

Scan or key your employee ID to sign on.

Editing a Message

Only messages created at the store level can be edited or deleted. For this reason, any
messages downloaded from the corporate office are not displayed in the list of messages
returned from a message search.

# Note:

To find and display the list of store-created messages, refer to step 3

1. Atthe Employee Messages list, use the up and down arrow keys to select and highlight a
message, then press Enter to display the Employee Messages maintenance form.
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Figure 6-6 Employee Messages List

Employee Messages
Belect a message to maintain from the et below.

Start Diate M=szage
1R TRZIIT Clean up sales racks.

! TUOSZENT Axk customens if they want bo wiew new products
INITZ01T Sign wp now for the annual sssociaie apprecistion picnic.

2. At the Employee Messages maintenance form, select Edit Message to make the fields
active and available for editing.

Figure 6-7 Employee Messages Menu Option

Employes Messages

Message Maintenance

Stome Created: Yes

Start Date 1003012017

End Data 11/30/2017

Priority  Madium kd
Ragistar Spacific Mo u
Register #

Message URL:

Message  Sign up now for the annual associate appmciation picnic.

3. Atthe active Employee Messages maintenance form, make your changes as needed:
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Figure 6-8 Employee Messages Maintenance Form - Active View

Employees Messages
Message Mainlenance

Store Created: Yes

Start Date " [LIERELIE

End Date " 11/30/2017

Priority " Madium
Register Specific Mo
Ragistar #

Measage URL:

.. . . . .
Massage © Sign up now forthe annual asscciate appeciation picnic

e Start Date: The date the message is to be displayed.

* End Date: The date the message is to be removed from the message list.
e Priority: The message importance: High, Medium, Low.
* Register Specific/Register #:

— Register Specific: Yes or No - If no, the message is displayed on all registers. If
yes, the message is only displayed on a specific register.

— Register #: The register on which the message is displayed. This only applies if
Register Specific is set to Yes.

* Message: The message text.

4. After making your changes, select Save Changes to apply your edits to the message.

Deleting a Message

Only messages created at the store level can be deleted.

1. Atthe Employee Messages list (Figure 6-6), use the up and down arrow keys to select and
highlight a message, then press Enter to display the Employee Messages maintenance
form.
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Figure 6-9 Employee Messages Maintenance Form - Delete Message

Employes Massages

Message Mainte nance

Stom Ceated: Yes

Start Date

End Date

Priority

Register Spacific
Register #

Massage URL:

Mecesage

1W3rzoiT

11730/2017
Medium hd

Ho kd

Sign up now faor tha annual associate appmciation picnic.

At the Employee Messages maintenance form, select Delete Message to delete the

message.

At the Delete Message confirmation prompt, select Yes to remove the message. If you do
not want to delete the message, select No to return to the Employee Messages search

form.

Figure 6-10 Delete Message Confirmation Prompt

Delete Message

Are you sure you want to delete this message?
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Reviewing Task Management Information

Use the My Task screen to review all tasks assigned to associates (see Viewing Task
Progress). Use the Black Book to view primary customers assigned to your associates (see
Viewing Black Book Customers).

Viewing Task Progress

1. From the Back Office select Associate Tasks > My Tasks.
2. Use the filter bar to search by Associate, Activity, Status, Start Date, or End Date. To filter:

a. Select a Heading or Date field from the filter bar:

Figure 6-11 Filter Bar

Date Start Tinw

nEnnt E:00 PM

Brnam is in the hul elosst

1HsEnT 1108 AM 1 hour Appaintment Clossd

17 11:08 AM & heurs TOOO In Progress

¢ Note:
You can also use the following menu options to filter:
e Associate List Filter
e Activity List Filter
e Status List Filter

b. If you selected:

 Associate - select a value and then select OK.
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Figure 6-12 Associate List Filtering

Filter by Associate

Seloct an ssscciate to filter the results,

Tiflanis Thomgasn AIBHTY
Maahi Qarakl LERELLRE TS b
Damon Wightaen LERELIALLE 6
Oigs Vycs AATIN0 DA
ki My LErELL L]

* Activity - select a value and then select OK.

Figure 6-13 Activity Filtering

Filter by Activity

Seloct an sctivity to filter the results.

AT
APPINTMENT
EVENT

Toon

e  Status- select a value and then select OK.
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Figure 6-14 Status Filtering

Filter by Status

Select a status fo filter the results.

Open
In Progroas
Cancellad

Clesed

«  Start Date - override the default value.

+ End Date - override the default value.

Figure 6-15 Date Filtering

Task Details

Enter the task information

End Dale 1282617

Xstore Classic displays tasks that meet your filter values.
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Figure 6-16 Filtering Results

Sastus AN End Date 12182017

Duratien Activity

s 11:00 AM 1 hour Appantmant open
Glean Bacx Aism

kAT

Viow Notes Bt Tank Bagin Tak Roopen Task | Complats Task | Cancel Task View Custormer | Mere.

Table 6-1 Task List Fields

|
Field Description

Priority (P) The Importance of the task (High (indicated by an
exclamation mark), Medium (none), or Low (indicated by a
down arrow).

Date The date the task should be started.
Start Time The time the task should begin.
Duration The length of time for the task.
Activity Type of task.

Description Detailed description the task.
Customer The customer assigned to the task.

Note: Select View Customer to view the Tasks tab of the
Customer Maintenance screen which displays all tasks
assigned to the customer. See description in the Oracle Retail
Xstore Point of Service Classic User Guide for more
information.

Status Indicates the progress of the task:
Open - The appointment is open, but not started.

In Progress - The appointment has been started, but not
completed.

Cancelled - The appointment has been cancelled and cannot
be reopened or edited.

Closed - The appointment has been completed and cannot be
reopened or edited.

Associate The employee or employee group responsible for completing
the task.
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# Note:

The Oracle Retail Xstore Point of Service Classic User Guide for editing
tasks and adding comments.

Viewing Black Book Customers

Oracle Retail Customer Engagement Cloud Services only

1. From the Back Office select Associate Tasks > Black Book. The Associate filter prompt
displays.

2. Select an associate and press Enter.

Figure 6-17 Associate List Filtering

Filter by Associate

Salect an assocciate to filer the msults.

e r—

James Jores 103
Jeff Black 104 I
Jean Gagron 200
Marie Dubots 201
Shrmon Johmman Fall

Steplon Wielsr

Xstore Classic displays the primary customers assigned to the associate you selected.

Figure 6-18 Black Book Screen

My Customers Associate Gayle Graham
e " S I S
Lewi Aaron levifaaronDgmail.com 954-392 3344
Lise Aaron lmeraaronf@yahoo.com 386-627-6129
Sabrina Aarcn sabrinaaaarondlya hoo.com 918.784-T410
Steve Aaron stevesaaronilyahoo.com 712-346-8385
Natalie Aseton geraldelileyf@gmail com 441.231-5465
Peter Abate peterda batef@gmail com 360-793-0593
Peter Abate dawnrarygmail.com A400-526-T159
Pamela Brown pamekbrowniZgmail.com 521-225-2222 = 13212
Brenda Zanghi michaelhpierceflyaboo.com B16.003.7827
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Table 6-2 Black Book Fields

Field Description

Customer Name The primary customer's name.

Email The primary customer's email address.
Phone The primary customer's phone number.

To view the customer information, select View Customer. The Customer Maintenance
screen displays the purchase history. Select Back to return to the Black Book screen.

# Note:

Refer to step 3 (Purchase History Tab) as well as theOracle Retail Xstore Point of
Service Classic User Guide Customer Maintenance chapter.
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Payroll and Timecard Maintenance

Payroll Maintenance refers to the system functions that allow you to view, analyze, edit, and
post weekly payroll information to the home office. Payroll information includes the daily hours-
by work assignment-for each employee for a given week, including overtime hours. This payroll
information for each week is derived from the timecard shift data.

Timecard Maintenance refers to system functions that allow you to view and edit timecard
entries created through the clock-in/clock-out process. You may also create new timecard
entries and void existing ones, whether they were created automatically or manually. For
example, use Timecard Maintenance to modify an employee's timecard when the employee
fails to clock-in or clock-out properly. Timecard entries also directly translate into payroll data,
assuming the payroll data is not modified later.

< Note:

Refer to Employee Scheduling for information about scheduling and maintaining
employee time-off events such as vacations and other times when employees may
not be available for work, creating and maintaining employee work shifts and
assigning employees to defined work shifts.

The following topics are covered:

* Accessing Back Office Payroll & Timecard Maintenance Functions
e Payroll and Timecard Maintenance

— Payroll Maintenance Tab

— Payroll Comments Tab

— Timecard Maintenance Tab

— Timecard Comment Tab
* Reports

— Posted Timecard Report

— Open Timecard Report

— Payroll Summary Report

— Payroll Detail By Employee Report

Accessing Back Office Payroll & Timecard Maintenance
Functions

Associates with the proper security permissions may access Payroll Maintenance and
Timecard Maintenance from the Back Office Employee Maintenance and Payroll menu.
Use these functions to maintain the timecard entries that were created through the clock-in/
clock-out process and the payroll entries that were derived from the timecard entries.

ORACLE -
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In addition to the employee payroll and timecard maintenance functions, a Posted Timecard
Report and a Payroll Report are also available.

1.
2.

3.

Select the Back Office option.

After logging in to the Back Office (see Accessing the Back Office), select the Employee
option from the Main Menu.

Figure 7-1 Employee Option

Main Menu
ain Menu

5  Irwvensory O
§ Reporting b
ToOTi in

Select the Time and Attendance option from the Employee Maintenance and Payroll
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Figure 7-2 Time and Attendance Option
Empl
M Mers b Employee il

1 Emiphoyres Ml e nee &
2 Employee 5eheduling W sl nm noe +
3 Enter Training Mode

4 Wesssgs Maintermnes

-] Tirme amd Attendanoe

# Note:

Because each Xstore Classic menu is configurable, the button functions and the
menu options on your system may appear in a different order or have different
text than the examples shown in this manual.

4. Select one of the options from the Time and Attendance menu.
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Figure 7-3 Time and Attendance Menu Options

Time and Attendance

Main Mznu ¢ Employes » Time and Attendance

z Paynall & Tireeca ¢ Maimienn nes
a Paymall Detail By Empleyes

4 PayrelSumreary

5 Poeted Toremcard

[ Fepgenerate Payrall File

The following options are available:

* Payroll & Timecard Maintenance - Select this option to maintain employee payroll
records. Refer to Payroll and Timecard Maintenance.

« Payroll Summary - Select this option to run the Payroll Report. Refer to Payroll
Summary Report.

« Payroll Detail By Employee - Select this option to run the Payroll Detail By Employee
Report. Refer to Payroll Detail By Employee Report.

* Posted Timecard - Select this option to run the Posted Timecard Report. Refer to
Posted Timecard Report.

* Open Timecard Report - Select this option to run the Open Timecard Report. Refer to
Open Timecard Report.

* Regenerate Payroll File - Select this option to recreate the payroll file.

Payroll and Timecard Maintenance

Use the Payroll and Timecard Maintenance menu option to maintain Payroll and Timecard
information.

# Note:

The payroll categories are configurable, so the categories available on your system
may differ from the examples shown here. The starting work day of the week display
is also configurable. Your first day of the week may be different from the day shown in
the example.
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1. Atthe Time and Attendance Menu, select the Payroll and Timecard Maintenance option.
Oracle Retail Xstore Point of Service prompts for the payroll week you want to manage.
Select a payroll date from the list and select OK to continue.

Figure 7-4 Payroll Week List

Payrall Week

Salect a payroll pariod

Begin Dale End Date

TARE2ET 12M3T

TAWTEAT TRTAT
ARG F-ILH] - VLR
11STINT - TR
18TWIHIT — TR T
1MIHTINT - TIRIET

2. Oracle Retail Xstore Point of Service displays the Employee Lookup form, prompting for
employee information. Enter the criteria you want to use for finding the employee payroll
record you want to review and select Process.

Figure 7-5 Employee Lookup Form

Employee Lookup
Entar search criteria.

Employes ID

Last Name

First Narme
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* If you enter an employee ID and Oracle Retail Xstore Point of Service finds it, the
name is displayed in a list. Press Enter to continue.

* If your search criteria produce more than one record, you must select the record you
want from the list and press Enter.

Figure 7-6 Employee Results List

Employes List
Salect an empleyoe

e Bilsastis, Camils
104 Blwck, Jofl

T Bircrwry, Sasah
e Chan, Hal

When you have located and selected the employee, Oracle Retail Xstore Point of

Service displays the Payroll Maintenance record for the employee. The record includes
the following tabs:

— Payroll Maintenance Tab
— Payroll Comments Tab
— Timecard Maintenance Tab

— Timecard Comment Tab

Payroll Maintenance Tab

ORACLE"

Use the Payroll Maintenance tab to verify and enter payroll hours for a selected payroll
period. All payroll records should be reviewed manually and saved before the payroll finish
date. This includes hours automatically fed to payroll from the timecard clock in/ clock out
records. Posted payroll information is uploaded to the home office at closing.

You must find and display an employee payroll record for a specific payroll week so that you
may view it or change it.

7-6



ORACLE

Chapter 7
Payroll and Timecard Maintenance

Figure 7-7 Payroll Maintenance Screen

Payroll Maintenance *IV Store: 48 « Seare_401

Payroll Siart D ¥ Payroll Reviewed Date: 101THT
Payroill End D Payroll Post Date: 102ET

T I : | =

Employse List | Edit
NanWorkdng

Payroll Maimenance

Emplayee I0: 108 Emplayes Name: Smith, Jahn Dega ripent:

Tue Wied Tha Hat
1WEHT = 10zan 10281 T A2ENT 128N T

non non nan (T an ane =)

non nnn I
1| q q b
T -~ “

The Payroll Maintenance tab shows the following information:

Employee information: Employee ID, name, and department.
The days of the week and the date for each day; for example, Sunday through Saturday.

Regular Hours Worked - These hours are determined from the timecard records and
cannot be changed here. Refer to Editing a Timecard Record for more information on
changing timecard records.

Overtime Hours - These hours are calculated automatically by the system, based on the
overtime rules established by the home office. These hours cannot be changed here. Refer
to Editing a Timecard Record for more information on changing timecard records.

Double Overtime Hours - These hours are calculated automatically by the system based
on the overtime rules established by the home office. These hours cannot be changed
here. Refer to Editing a Timecard Record for more information on changing timecard
records.

Non-Working Hours Categories - These types of payroll hours can be edited in Payroll
Maintenance using the Edit Non-Working Hours option. Examples of non-working hours
include:

— Vacation Hours

— Sick Hours

— Personal Hours

— Other Hours

— Holiday Hours

— Bereavement Hours

— Jury Hours

— Funeral Hours

Total Hours - The total working hours for each category by day and by week.

Totals - The total hours by day and by week.
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# Note:

Refer to Editing a Payroll Record or information about editing non- working hours.

The following options are available from the Payroll Maintenance screen:

Select Employee List to see a list of active employees for the payroll week you are
viewing.

Select Edit Non-Working to edit the hours for the non-working categories. Non- working
categories include Vacation Hours, Sick Hours, Personal Hours, and Other Hours as
determined by your store policy. Hours that are calculated from the timecard records
cannot be edited through Payroll Maintenance. See Editing a Payroll Record.

Select Review Payroll after you have reviewed the employee's payroll record. This
function adds a timestamp to the record along with your ID and the payroll record is now
ready for posting to the home office.

Select Post Employee to post the employee's record to the home office.
Select Post Payroll to post all employees' records to the home office.

Select Previous Employee to move backward or Next Employee to move forward and
view additional employee payroll records for the payroll week.

Use the Previous Tab and Next Tab options to navigate between the tabs on this screen:

— Use the Timecard Maintenance tab to review or edit the timecard records that
correspond to this payroll record. Refer to Timecard Maintenance tab for more
information about editing timecard records.

— Use the Payroll Comment tab to view and/or add a comment.

Select Register to go to the register screens.

The following section covers these topics:

Editing a Payroll Record

Reviewing a Payroll Record

Posting the Employee's Payroll Record

Posting all Employee Payroll Records at One Time
Viewing and Editing Posted Payroll Records
Payroll Posting Day

Editing a Payroll Record

1.

ORACLE

# Note:

Only non-working hours such as sick time, vacation time, personal time, and so on
can be edited from Payroll Maintenance. To edit working hours (derived from the
timecard records), use Timecard Maintenance.

To make a change to a non-working-hour payroll record select the Edit Non Working option
from the Payroll Maintenance screen (Figure 7-7).
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Select a non-working hour payroll record and make the change by typing the number of
hours in the selected field:

Figure 7-8 Payroll Maintenance - Edit Non Working Hours

Payroll Maintenance ~|: Store: 401 -Store

Payroll Maintenance

Employee ID: 100

Sun

10/2211 T
Hours
Worked
Overtime
Hours

Double
Overtime

Vacation
Hours
Sick
Hours

Personal

Hours
Other

Hours

Holiday
Hours

* You can use up to 2 decimal places when entering hours: for example, 2.75 for 2 hours
and 45 minutes.

* You cannot enter more than 24 hours or less than 15 minutes (.25 hours) in a day.
*  Depending upon your store policy, you may have additional time restrictions.

Select the Save option to save the edited payroll record. Oracle Retail Xstore Point of
Service updates the hours for the payroll record.

Reviewing a Payroll Record

ORACLE

After you have verified the information for an employee's payroll record, you can mark this
record as reviewed.

1.

At the Payroll Maintenance screen, select the Review Payroll option to add a timestamp
to the currently displayed employee record.

Press Enter to close the prompt: the payroll has been reviewed. The Payroll Maintenance
screen displays.
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Xstore Classic marks the record as reviewed. This information is displayed in the
information panel at the top of the Payroll Maintenance screen as shown below.

Figure 7-9 Payroll Reviewed Timestamp

r - 10z o X T
Payroll Maintenance ~L Store: 41 « Store_401 | ::::::::‘n:n:‘: ::;:::; ::::::::::D?.:mk TS

Payroll Mainterance Timecard Maintenance yroll Comme Timecard Comment

3. Continue reviewing additional employee records as needed by selecting the Previous

Employee and Next Employee options. When all records have been reviewed, the payroll
records are ready for posting to the home office.

Posting the Employee's Payroll Record

ORACLE

After you have verified the information for an employee's payroll record and marked the record
as reviewed, you can post the record to the home office.

# Note:

You also have the option to post all employee payroll records at once. Refer to
Posting all Employee Payroll Records at One Time for procedural information.

1. To post the employee's payroll record to the home office, select the Post Employee
option.
2. Xstore Classic prompts to confirm the selection. Select Yes to post the employee's payroll

record and Xstore Classic displays a message notifying you that the employee's payroll
record has been posted.

# Note:

If you have not marked this employee payroll record as reviewed before choosing
to post the record, Xstore Classic displays a message asking if you want to post
the record anyway.

Select Yes to post the record or select No to return to the Payroll Maintenance
screen where you can review the payroll record.
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Figure 7-10 Post Employee Payroll Record Confirmation Prompt

Payroll

Post employee 100 payroll for 10/22/17 - 10/2B/177

Press Enter to close the prompt: payroll has been posted. The Payroll Maintenance
screen displays.

Xstore Classic marks the employee's payroll record as posted. This information is
displayed in the information panel at the top of the Payroll Maintenance screen as shown
below.

Figure 7-11 Payroll Posted Timestamp

Payroll Maintenance -|: Storec 401 -Store_401 |

Payroll Start Date: 10221 T Payroll Reviewed Date: 101717
a Payroll Post Date: 02847

Payroll Maintenance

Continue reviewing and posting additional employee records as needed by selecting the
Previous Employee and Next Employee options.

If the system identifies a payroll exception error (as determined by your store's policy)
when you post an employee's payroll record, you are notified that a payroll exception
exists.

If any payroll errors are found, select an employee from the list and press Enter to return
to the employee's payroll record where you can review the record and make changes as
required.
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Figure 7-12 Payroll Errors at Posting

Payroll

Payroll Errore: Ench employes record listed below containg an open timecard entry or
total daily payroll hours over 24,

102 Srnith, Jo

< Note:

To edit an employee's regular hours, you must use the Timecard Maintenance
tab.

Posting all Employee Payroll Records at One Time

You can also post all employee payroll records at the same time rather than individually.

1. To post the entire payroll to the home office, select the Post Payroll option.

# Note:

If the system identifies a payroll exception error (as determined by your store
policy) when you post payroll records, you are notified that a payroll exception
exists. See Figure 7-12

Xstore Classic prompts to confirm the selection.
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Figure 7-13 Post Payroll Confirmation Prompt

Payroll

Post payroll for 10/22/17 - 10§28/17 ?

Select Yes to post the payroll to the home office.

If any records have not been marked as reviewed, Xstore Classic displays a list of
employee payroll records that require review.

* To review a record, select the name on the list and then select OK to display the
Payroll Maintenance screen where you can review the record.

<OR>

» To post payroll to the home office without reviewing the records, select the Continue
Post Payroll option.

7-13



ORACLE

Chapter 7
Payroll and Timecard Maintenance

Figure 7-14 List of Non-reviewed Employee Payroll Records

Payroll

The payrell for the following employess has not yet been reviewed. Please select an

employes to eview.

Employes |D: Employes Hams: Department:

102 Smith, Joe

Comtinue Post
Payrell

When payroll has been posted, Xstore Classic displays a message indicating that the
records have been posted and marks all records with a timestamp for the posted date.

Figure 7-15 Payroll Posted Message

Payroll

Payroll has been posted.
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Viewing and Editing Posted Payroll Records

Once payroll records have been posted, you can view the information at the Payroll
Maintenance screen and edit information if you have the proper security permissions.

1. When you select an option to edit timecard and/or payroll information for a posted payroll
record, Xstore Classic displays a message informing you that payroll has been posted. Any
changes you make to a posted record must be re-posted to the home office manually.

Figure 7-16 Payroll Posted - Edit Message

The payroll has been posted. Manual payroll re-posting
is required if there is any timecard and payroll changes
made afterwards.

2. Select OK to acknowledge this message and make your edits as required.

Payroll Posting Day

On the day payroll must be posted to the home office, Xstore Classic may display a message
indicating that payroll records are due. This message displays when you exit the Payroll
Maintenance function without posting the payroll records. Select Yes to continue maintaining
the payroll records or No, to exit Payroll Maintenance.
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Figure 7-17 Payroll Posting Day Prompt

Today is posting payroll day.

Press Y to return to payroll maintenance or press N to exit.

-

Payroll Comments Tab

To view payroll record comments, use the Previous Tab and Next Tab options to navigate
between the tabs on this screen and select the Payroll Comment tab.

Xstore Classic displays any comments associated with this payroll record. In addition to the
text, the date the comment was added and the ID of the person who created the comment are
also included.

Figure 7-18 Payroll Comments

PayrollStart Duwie: 102247 | Payroll Reviewsd Date:
Payroll End Bate:  10i28147 | Payroll Post Date: 1W2E1T

Payroll Maintenance ~L Siore: 401 -Ssore_404

Fayroll Maintera noe Timecard Mainterance Payroll Comment Timecard Comment

Greated By: 100 Crented Date: 1EEZ01T
Heed o review payrol with Deb.

“ w o -

Adding Comments

An option to add a new comment to this payroll record is also available. You can add additional
comments to a record or add comments to a record that has no current comments associated
with it.
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1. To add a comment to the payroll record, select the Add Comment option (Figure 7-18

above). Xstore Classic displays the Add Comment form.

2. Type a comment and select OK to add the comment to the employee's payroll record.

Figure 7-19 Add Comment Prompt

Add Comment

Enter a comment for the timecard record.

Nead to review payroll with Deb.

Timecard Maintenance Tab

The Timecard Maintenance tab shows the following information:

Figure 7-20 Timecard Maintenance Tab

WDHT | Payrell Riviiwed Date
21T | Payrell Post Date

Payroll Maintenance | Sters:

Timecard Maintenance

Emplayss ID: 19 Emplayes Hame: Smith, Jobn Department:

Thia
1387

AdrminietratveBack offics
12:23 AM
1237 AM

Termwarary Halp
13T AM

12:54 AM ‘

. o " [ ) L)

. .53 L ] o L)
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The days of the week and the date for each day; for example, Sunday through Saturday.

# Note:

The week day order is configurable, so your beginning day of the week may differ
from the first day shown here.

The work code and the times the employee clocked in and out for each work code.

If the employee uses multiple work codes while clocking in during the day, multiple entries
display. For example, in Figure 7-20, on Monday, the employee worked on the selling floor
(Cashier) and then worked in the Back Office (Admin).

An icon Yég associated with a timeclock record indicates that it has been entered or
modified through Timecard Maintenance and it is not the original clock-in or clock- out
record, or that the record has an exception to a timecard rule. Select the record and the
View History option for details about this modified record.

The hours scheduled for each day. Available if the scheduling option is used.
The actual hours worked each day.

The total number of hours worked for the week.

The following menu options are available from the Timecard Maintenance screen:

Payroll Dates - Select this option to view the list of payroll dates. Select a new date from
the list to view the selected employee's timecard record for the new payroll week.

Employee List - Select this option to view a list of active employees for the payroll week
you are viewing.

Edit Timecard - Select this option to edit the timecard record.
View History - Select this option to view the details about a specific timeclock record.

Previous Employee/Next Employee - Select these options to move backward/ forward to
view additional employee timecard records for the payroll week.

Exception List - Select this option to view a list of employee records that have exceptions
for this payroll week. Exception rules are set up by the home office.

Use the Previous Tab and the Next Tab menu options to navigate between the Timecard
Maint tab and the Timecard Comment tab.

Timecard Comment Tab- Select this tab to view and/or add a comment.

This section covers the following topics:

Editing a Timecard Record

Adding a Timecard Record

Changing a Timecard Record
Deleting a Timecard Record

Viewing Timecard Exception Records

Viewing Timecard Record History
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Editing a Timecard Record

1.

2.

To change a timecard record, select the record that you want to change on the Timecard
Maintenance screen and select the Edit Timecard option.

Figure 7-21 Timecard Maintenance Screen
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The following editing options are available:

e Add Timecard record - Use this option to add a timecard record for the selected day.
Refer to Adding a Timecard Record.

* Change Timecard record - Use this option to change a timecard record for the
selected day. Refer to Changing a Timecard Record.

« Delete Timecard record - Use this option to remove a timecard record for the selected
day. Refer to Deleting a Timecard Record.

Adding a Timecard Record

ORACLE"

Select Edit Timecard.
Select the day to be edited and select Add Timecard.

Xstore Classic displays the Timecard Maintenance form. You must select a work code
and enter the start time and end time for the timecard record.
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Figure 7-22 Timecard Maintenance Form
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4. Select the Save Changes option to create the new timecard record.

5. Depending upon your store policy, you may be prompted to enter a comment about the
change to the timecard record. Type a comment and press Enter to continue.

Figure 7-23 Timecard Comment Form
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The system prints receipts for your records and the record is added to the selected day.
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Figure 7-24 Edit Timecard Record Receipt - Forgot to Clock In and Out
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On the Timecard Maintenance screen, this record is preceded by an icon indicating that it
has been modified and is not an original clock in/clock out record.

The system recalculates the actual hours worked for the day, the total hours worked for the
week, and updates the timecard record accordingly.

Changing a Timecard Record

1. Select Edit Timecard.
2. Select the day to be edited and select Change Timecard.

# Note:

If no timecard exists for the day you are editing, select Add Timecard.

Xstore Classic displays the Timecard Maintenance form where you can change the work
code and start time and end times for the timecard record. The data on the form defaults to
the current record information for the selected day.
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Figure 7-25 Timecard Maintenance Form - Timecard Record Insert
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3. Make the changes as needed and then select the Save Changes option to replace the
current timecard record with the edited timecard record.

4. Depending upon your store policy, you may be prompted to enter a comment about the
change to the timecard record. Type a comment and press Enter to continue.

Figure 7-26 Timecard Comment Form
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The system prints receipts for your records and the edited record is updated for the
selected day.

Figure 7-27 Edit Timecard Record Receipt - Forgot to Clock Out
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This record is preceded by an icon indicating that it has been modified and is not an
original clock in/clock out record. The system recalculates the actual hours worked for the
day and the total hours worked for the week and updates the timecard record accordingly.

Deleting a Timecard Record

1. Select Edit Timecard.
2. Select the day to be edited and select Delete Timecard.

3. Xstore Classic prompts to confirm that you want to delete the selected record. Select Yes
to delete the record.
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Figure 7-28 Delete Timecard Record Confirmation Prompt
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4. Depending upon your store policy, you may be prompted to enter a comment for this
change to the timecard record. If prompted, type a comment and select OK to continue.

The system prints receipts for your records.

Figure 7-29 Delete Timecard Record Receipt
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The record for the selected date is deleted as indicated on the Timecard Maintenance
screen.

This record shows DELETED indicating that it has been removed. The system recalculates
the actual hours worked for the day and the total hours worked for the week and updates
the timecard record accordingly.

Viewing Timecard Exception Records

Exception criteria are set up by the home office. For example, an exception may include
employees who worked more than 14 hours per day or employees who worked less than 1
hour per day. Other exceptions include mismatched clock in/clock out records.

1. Atthe Timecard Maintenance screen, select the Exception List option.

2. Xstore Classic displays a list of employees with exceptions for the current payroll date.
Select a name from the list and select OK to view the timecard record with the exception.

Figure 7-30 List of Employees with Timecard Exceptions

Exception List
Select an employes.

3. Xstore Classic displays the Timecard Maintenance tab for the selected employee:

e To view the details about the exception, select the record and then select the View
History option. Refer to Posted Timecard Report for more information.

« To edit the exception record, select the record and then select the Edit Timecard
option. Refer to Editing a Timecard Record for more information.

Viewing Timecard Record History

ORACLE

The timecard record history shows a list of all the activities for a specific record. This
information includes the clock in and clock out times, the work codes, and any edits that
pertain to the record.

1. To view the timecard record history, select the timecard record and then select the View
History option at the Timecard Maintenance screen.
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Xstore Classic displays the history for the selected timecard record.

Figure 7-31 Timecard Record History
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2. Press Esc to return to the Timecard Maintenance screen.

Timecard Comment Tab

ORACLE"

To view timecard record comments, use the Previous Tab and Next Tab options to navigate to
the Timecard Comment tab at the Timecard Maintenance screen.

Xstore Classic displays the comments associated with the current timecard record. In addition
to the text of the comment, the comment's date and time of entry, and the ID of the person who
created the comment are also shown.

7-26



Chapter 7
Payroll and Timecard Maintenance

Figure 7-32 Timecard Record Comments
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Adding Comments

An option to add a new comment to this timecard record is also available at the Timecard
Comment tab. You can add additional comments to a record or add comments to a record that
has no current comments associated with it.

1. To add a comment to the timecard record, use the Previous Tab and Next Tab options to
navigate to the Timecard Comment tab.

2. Select the Add Comment option (Figure 7-32 above).

3. Xstore Classic displays the Add Comment form. Type a comment and press Enter to add
the comment to the timecard record.
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Figure 7-33 Add Comment Form
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The following Payroll and Timecard reports are available:

Posted Timecard Report
Open Timecard Report
Payroll Summary Report

Payroll Detail By Employee Report

Posted Timecard Report

This report shows a day-by-day breakdown of employee timecard records when payroll is
posted. For each employee, the report includes the total hours for each day and for the week.
If this report is printed, it includes signature lines for the employee and manager.

ORACLE

This report includes the following information:

Date

Time In
Time Out
Category
Hours

Day Total
Week Total

Refer to the Oracle Retail Xstore Point of Service Reports Guide for details about this report.
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Open Timecard Report

The Open Timecard Report provides a listing of employees who have timecards with Clock-In
times but who have not yet clocked out from work. The report lists the employee’s name and
ID, the clock-in time and the work code selected at clock-in time. This report inc