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Managing Portal user accounts

Manage Portal user accounts to control who can log in to your company on the Portal and
what they can do.

Note: Portal user accounts can log into the Portal, but they cannot log into the Point of
Sale. For more information on user accounts that can log into the Point of Sale, see
Managing point of sale user accounts on page 37.

Also see:

= Portal User Maintenance screen on page 20.
= Portal User report on page 32.

What you can do:

= Creating a portal user account on page 3.

» Finding a portal user account on page 6.

= Editing a portal user account on page 8.

= Editing a portal user account's password on page 10.

= Editing a portal user account's permissions on page 13.
= Suspending a portal user account on page 16.

= Deleting a portal user account on page 18.
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Creating a portal user account

Create a Portal user account when you want a new person to be able to access your
company in the Portal.

Note: Portal user accounts cannot log into the Point of Sale. See Creating a point of sale
user account on page 38.

To create a new Portal user account:

._.,ﬂ Company

1. Press in the main menu bar.

2. Press Users > Portal Users > User Report.

'i“ Home @ sales M customers [l Products & vision [l Company €5 History % Suggestions

“_] Company Maintenance »
| Ledger / Cash Book  »
%3 Franchise Maintenance »
. Fashion Maintenance »
11 site »
= Access

=, Support

0 users 3 Portal Users | [ § User Report
& Employee » I8 site Allocation

1y Favourite Groups

>
4
8| POT Emulator »
14
14

__;| Industry

7 Favourites
[} User Messages

@ Dashboard Editor

The Portal User report is displayed

1t repert o Favounes | Portal User Report - Example Company

Creste New Portal User Login First Name Sumama Emal Accass Ssqunty Enablsc Dats Expiry Last Log
Addresa Level Changed  Oate On
Exarols Sandra Boyd Lazter Full v 16/02/2012 14/11/201£4/12/2014,
damin 15:40:03
bob Bob Bire Marster v 05/2017 17/02,/201%
oI 16:02:03

3 Press | Create New Portal User |

4. The Portal User Maintenance screen is displayed.
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Logn Name:

| Name | Security | Restriction | Services |

Fst Nama: i Sumams;

Pestion:

Phone: Fax:
Mobile: i

Email:

Expiry Date! | 17/02/2016 -

tdla togout; 30 | (Minutss)
Language:  Austraian i=]

Menu Colour:  Top Menu -

Meny Font;  Verdana «| meny sze! (10 px [+

CEDSTTIET

5. Type the Login Name for the user account.

6. Type the First Name and Surname of the new Portal user.
7. Press the Security tab.

The Security tab is displayed.

Logn Kame: Example .
| Name " Secuity | Restrction | Servioes |

o Yyt Master Adminigtrator

R s Al

Parmission Leval: 'Full .

Default Site: (Chadstone It

Default Menu! Company Dsfault -

Default Login Screen (Company UAL L

Show Statistics:

Number Of Horizental Growps: 3 =

Your Passworg:

User Sassword:

CESEUET O
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8. Type your administrator password in the Your Password field.

9. Type the new user account password in the User Password field.

Portal User Maintenance

Logn Kame: Example

SOt
Jeer Type = rats
Report Access: All
Permmission Level Full
Default Site; Chadstone

Default Many Company Default

Default Login Screen Company URL
w Statistics

Number Of Horzontsl Groups: 3

Your Passwors

User Passwore

[ save

10. Press kd Save )

The new account is created.
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Finding a portal user account

Find a Portal user account when you want to view or edit the account details, including the
password, or suspend or delete the account.

To find a Portal user account:

._.,ﬂ Company

1. Press in the main menu bar.

2. Press Users > Portal Users > User Report.

j} Home 8 Sales ,?- Customers B Products B4 Vislon Company 44 History + Supgestions

Company Maintenance »
Il Ledger / Cash Book »
“a Franchise Maintznance »

1. Fashion Maintenance »

) site ’
- ATCOSS »
Support »
B POY Emulator »
2 Users < e [ y——"
i Industry » B Employee » 180 < Allocator
. Cashboard Eddtor
The Portal User report is displayed
ass mepert to Esveuries | POMtal User Report - Example Company
Craate New Sortal User Logn First Nene Surname | Email Access Security Enabled Oiate Expary Last Log
Address Levs Changed Date Or
Exampls  Sanors Baryd tasts Full 7

by Bob Birg (BT v

3. Press the Login of the user account you want to open.

The Portal User Maintenance screen is displayed.
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| Portal User Maintenance

Login Name: Example

First Name:  Sandra

Last Update:  16/02/2015
Expiry Date:  14/11/2018
Jdetogeut: 30
Language: Australian
Menu Colour:  Top Meny
Menu Fent:  Vercana
Menu Style:  Normal

L Lsar Enabled

Name - Secunity | Restricbon | Sarvicas |

Sumame! Bow

Fax:

(Mnutes)

Menu Sze: 10 px

[RSave) [ New | (Dot | |
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Editing a portal user account
Edit a Portal user account if you want to make changes to the account details.

To edit a Portal user account:

§ Company . .
g in the main menu bar.

1. Press
2. Press Users > Portal Users > User Report.

{l_“ Home ﬂ Sales [@. Customers [l Products & vision __j Company 45 History &% Suggestions

u_i Company Maintenance »
[\l Ledger / Cash Book  »
%z Franchise Maintenance »
. Fashion Maintenance »
155 site »
s Access

=, Support

»
»
8| POT Emulator »
‘?:. Users »

»

5 Portal Users b || g User Report
B, Employee » I8 site Allocation

4 Favourite Groups

_Lj Industry

1 Favourites
[} User Messages

@ Dashboard Editor

The Portal User report is displayed

1 repert o Favounes | POItal User Report - Example Company

Credte New Portsl User Login First Name Sumama Emal ACCRss Ssaunty Enablsc Dats Expry Last Log
Address Level Changed  Oate On
Exarrgla Sandra Boyd Laster Full v 015 14/11/201£4/12/2014,
i 5:40:03
bob Bob Biro Master v 2/05/201¢ 22/05/2017 17/02,/201%
amir 16:02:03

3. Press the Login of the user account you want to open.

The Portal User Maintenance screen is displayed.
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Portal User Maintenance

Logn Kame: Example

Name  Ssounty  Restnction
Fi Name Sanc Sumame B
Pe
hone! Fa
Mobyle
Email
Last Update: 1
Expiry Dats: 8
Idle Logout: 30 Mnutes
Language: Australiar
Menu Colour: Top Menu
Menu Font Verdana Menu Size; 10 po

4. Make the edits as required.

See Portal User Maintenance screen on page 20.
5. Press B 572 |

The Portal user account is edited.
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Editing a portal user account’s password

Edit a Portal user account's password when they have forgotten it or are otherwise unable to

update it themselves.

To edit a Portal user account's password:

._.,ﬂ Company

1. Press in the main menu bar.

2. Press Users > Portal Users > User Report.
'_"L\ Home # Sales ,?— Customers [ Products 33 Vision 48 Company €4 History & Supgestions
‘ . Company Maintenance
| Ledger / Cash Book »
“a Franchise Maintenance »

1. Fashion Maintenance »

13 site ’
- ATCOSS ’
% Support »
B POY Emulator ’
;". Users ’ ‘é—;a_ﬂ;‘l‘(l;_lj;rl § User Report
4 Industry » O Employee » 180 < Allocanor

@ Cashboard g: tor
The Portal User report is displayed
ass mepert to Esveuries | POMtal User Report - Example Company
Craate New Sortal User Logn First Nene Surmmame | [Emal Access Security Enabled Oate Expary Last Log
Address Levs Changed Date On

Exampls  Senars Baoyd tasts Full 7 316/02/201% 14/11/201€ 4/12/2014,

by Bob Bire {ae1= 7

3. Press the Login of the user account you want to open.

The Portal User Maintenance screen is displayed.
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Portal User Maintenance

Login Name: Example

ame  Ge &
First Name Sandra Sumame Boyd
Poat

Fheooa Fax

Motale

Emai

Last Update 13

Expiry Data 4

Ide U 30 Mnute:
Language: Australian

Menu Colour: Top Meny

Menu Fent Verdana Menu Sze: 10 o
Manu Style: Norma

b Save
4. Press the Security tab.
5. The Security tab is displayed.
Portal User Maintenance
Login Name: Example
iame = Secunty -
User Type: Master Acminestrator
Report Accers: Al
Permiszicn Level: Full
Defauk Site: Chassione
Defauk Menu: Company Default
Defauk Login Screan Company URL
Show Statstics
Numbes Of Horzonts Groups
i Save

6. Type your administrator password in the Your Password field.
7. Type the new user account password in the User Password field.
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W User Mﬁnun-nm

Login Name: Example

Name - Secunity | Restnchon
User Type:
Report Accers:

Permisnicn Level:

Defauk Ste:

Defauk Menu:
Defauk Login Screan
Show Statstics:

Number Of Herzonts Greups;

Services
Master Acminestrator
al

Full

Chagstone

Company Default

Company URL

3

Your Password:

User Password:

8. Press |ﬂ|

12

B Save || New || = Delets

The Portal user account password is changed.
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Editing a portal user account’s permissions

Edit a Portal user account's permissions when you want to change what areas or how much

of the Portal they can access.

To edit a Portal user account's permissions:

._.,ﬂ Company

1. Press in the main menu bar.

2. Press Users > Portal Users > User Report.

'."L\ Home # Sales ‘?- Customers

B Products M Visior

} Company €

History & Supgestions

o4 Company Maintenance »

Il Ledger / Cash Book

»

“a Franchise Maintenance »

1. Fashion Maintenance »

) site

- ATCOSS

% Support

B POT Emutator
2 users

o Industry

The Portal User report is displayed

Portal User Report - Example Company

Al Repert to Favourittes

Craate New Sortal Dser Logn First Nene Surname  [Emal Access Security
Address Lavws
Exampis Sanars Boyd 15357 Full

) Bob Bre {ae1=

3. Press the Login of the user account you want to open.

The Portal User Maintenance screen is displayed.

AMC Convergent IT Portal Documentation

» 3 Fortal Users B (B User Report
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Us es335¢8
@ Cashboard Editor
Enabled Oate Expury Last Log
Changed Date On
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Login Name: Example

| Name | Security | Resticbon | Services |

Firet Name:  Sandra sumame: | Boyd

Pheoa: Fax:

Last Update:  16/02/2015

Expiry Data:  14/11/2018 -
Jdetogout: 30 (Mnutes)
Language: Australian -

Menu Colour; Top Menu =

Menu Feot:  Vercana + Menu Sze: |10 pa [=

& Usar Enabled

HSave ([ New | [mwDelete | |

4. Press the Security tab.
The Security tab is displayed.

Portal User Maintenance
Login Name: Example i
Name | Security | Restrichon | Secvices |
User Type: [Master Acminstrator =
Report Accers: Al
Permmismicn Level: ”Fuill -
Defauk Siee: [Chasstone <
Defauk Menu: Company Default
Show Statistics:
Nurmber Of Herizootsl Greups: |3 -
Your Password:
User Password:
A Save [ New | [wmDelete | |
To edit:

= The level of permissions the user account has within the Portal, select the level
you want from the User Type drop-down list.
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= The areas of reports the user account can access, select the area from the
Report Access drop-down list.

= The areas of the Portal the user account can access, select the area from the
Permission Level drop-down field.

5. Press | Save |

The Portal user account is edited.

AMC Convergent IT Portal Documentation
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Suspending a portal user account

Suspend a Portal used account when you want to disable it so it can't be used, but you don't

want to delete it.

To suspect a Portal used account:

._.,ﬂ Company

1. Press in the main menu bar.

2. Press Users > Portal Users > User Report.

ﬁ: Home @ Sales ,?- Customers [ Products 38 Vislon Company € History ¥ Supgestions

o4 Company Maintenance #
Il Ledger / Cash Book »
“a Franchise Maintenance »

1. Fashion Maintenance »

13 site ’
- ATCO5S »
% Support »
B POY Emulator ’
2 users S ol uaara o] 1 ueer esor
ll 1ndustry * B Employee » 180 < Allccator
@ Cashboard Editor
The Portal User report is displayed
ass mepert to Esveuries | POMtal User Report - Example Company
Craate New Sortal User Logn First Nene Surmmame | [Emal Access Security Enabled Oate Expary Last Log
Address Levs Changed Date On

Exampis Sanars Boyd l557= Full 7 36/02/201% 14/11/201£4/12/2018,

b Bob Bir {ast= )

3. Press the Login of the user account you want to open.

The Portal User Maintenance screen is displayed.
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Portal User Maintenance

Login Name: Example
Name - Security | Restricbon | Sarvices
First Name:  Sandra Sumame!  Boyd
Position
Pheoa: Fax:
Motale:
Email:
Last Update:  16/02/201%
Expiry Date:  14/11/20186 v
Idetogout: 30D (Mnutes)
Language: Australian
Menu Colour; Top Menu B
Menu Fent:  Verdana * Menu Sze: 10 px »
Menu Style:  Normal
& Usar Enabled
T Save (7 New | = Dsiete |

4. Clear the User Enabled field.

Portal User Maintenance

Login Name: Example

Name - Secunity | Restricbon | Sarvices
First Nama:  Sandra Sumame! [ Boyd
Position
Fhooa: Fax:
Motale:
Email!
Last Update:  16/02/201%
Expiry Date:  14/11/2018 Y
Idetogout: 3D (Mnutes)

Language: Australian
Menu Colour:  Top Menu -

Meny Font:  Verdana * Menu Sze: 10 px »
Marv Style:  Normal

I save | ([ New | [meDelete |

5. Press .

The Portal user account is suspended.

AMC Convergent IT Portal Documentation
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Deleting a portal user account

Delete a Portal user account when you want to remove it completely from the Portal.

* Important note: Deleting users that have operated the Portal is not
recommended, as it removes the audit trail for that user's actions within the Portal. You
can suspend a user account without deleting it. Suspended user accounts cannot be used
to log into the Portal. See Suspending a portal user account on page 16.

To delete a Portal user account:

m;:] Company

1. Press in the main menu bar.

2. Press Users > Portal Users > User Report.

& vision €5 History % Sugaestions

# sales

=

{’,_“ Home ‘@ Customers |llj Products .._I Company

‘ijintenance »
|L-] Ledger / Cash Book
% Franchise Maintenance »

. Fashion Maintenance »

11 site

= Access

=, Support

B POT Emulator

‘?_ Users

>

C3 Portal Users »

_;J Industry

»
»
2
»
»

3. Employee »

The Portal User report is displayed

Add Report to Favountes

Portal User Report - Example Company

|8 User Report

532 Site Allocation

4 Favourite Groups
i Favourites

[} User Messages

@ Dashboard Editor

Crebte New Portsl User Login First Name Sumama  Emal Accass Ssqunty Enablsc Dats Expiry Last Log
Addresa Level Changed Oato On
Exarrola Sandra Boyd Lazter Full 7 / 1214/11/201£4/12/2014,
g 15:40:03
Dob 8ob Biro tarstey v 2] 4 0 7/02,/201%
4 22:03125 5:02:03

3. Press the Login of the user account you want to open.

The Portal User Maintenance screen is displayed.

18
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Poﬁdrlhcr Maintenance

Login Name:

Nama * Sscurity | Restriction | Sarvices

First Name:

Peson:

Phone!

Mobyle!

Email

Last Update:

Expiry Dsts:
1dle Logout:

Language:

Menu Colour:

Menu Font
Menu Style:

IV

4. Press |

Example

Sandra

16/02/2015%
14/13/2018
320
Australian
Top Menu
Verdana
Nomal

User Enabled

== Dalate |

Sumame: Boyd

(Mnutes)

Menu Size; 110 px

[ Save

The Portal user account is deleted.
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Portal User Maintenance screen

Use the Portal User Maintenance screen to maintain portal user account details such as:
= Passwords.
= Security settings and access restrictions.

= Sjte defaults.
= | ook and feel.

Note: Any changes to a Portal user account require a password from a user with a
Company Administrator or higher user type.

Opening the Portal User Maintenance screen

To open the Portal User Maintenance screen:

mﬂ Company

1. Press in the main menu bar.

2. Press Users > Portal Users > User Report.

'_:l:" me W 3sles B cCustomers [ Products B Visior 4 Company 45 History ¥ Supgestions
. Company Maintenance »
.l Ledger / Cash Book 3
“a Franchise Maint=nance »

1. Fashion Maintenance »

19 site ’
- ATCOSS »
Support »
B POT Emulator ’
2 Users » [T Fortal Users ¥ g User Resort
i 1ndustry * B Employee » 180 < Allocane f

The Portal User report is displayed
ass mepert 1o Esveuries | POMtal User Report - Example Company
Craate New Sortal User Logn First Nene Surmmame | Emal Access Security Enabled Oate Expary Last Log
Adoress Levs Changed  Date on
Exampls  Senos Boyd tastar  Fyll 7

bty Bob Bire faste v

3. Press the Login of the user account you want to open.

The Portal User Maintenance screen is displayed.
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Portal User Maintenance

Login Name: Example

Namea = Secunty | Restnchor Servicas

First Name: Sandra Sumame! Boyd

Pesition

Phooa: Fax:
Motale

Email!

Last Update: 16/02/2015
3

Expiry Data 2018
Jdle Logout: 30 (Mnutes)
Language: Australian

Menu Colour: Top Menu
Menu Fent Vercana Menu Size: |10 px
Mearv Style: Normal

» Usar Enabled

o Save New || we Delete

Portal User Maintenance screen key fields and buttons

All tabs

Field Description

Login Name The name used to log into the Portal.
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Name tab

Portal User Maintenance

Logn Name; |Example

Name Sacurnty Restrichot

First Name; Santra Surname; | Boyd
Position

hone Fa

dobde

Emad

Last Update: 16/02/2015

Expury Data:  14/11/2018

1dle Logout: 30 (Minutes)
Language: Australian

Menu Colour: Top Menu

Menu Font:  Verdana Menu Size: |10 px
Meny Style: Normal

User Enabled

i Save New == Délete

Use this tab to maintain the user account details and preferences.

Field Description

First Name  The user's first or given name.

Surname The user's surname.

Position The user's position within your company.
Phone The user's phone number.

Fax The user's fax number.

Mobile The user's mobile phone number.
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Field Description
Email The user's email address.
Last The date this user account was last updated.
Update
Expiry Date  The date this user account automatically expires.
Idle Logout  The number of minutes this user account can be inactive on the Portal
before being automatically logged out.
Language The language the Portal is displayed in for this account.
Menu Select the colour and position of the Portal main menu.
Colour
Menu Font  The font used for the Portal.
Menu Size The height in pixels of the main Portal menu.
Menu Style  The text style of the main Portal menu:
= Regular or normal font.
= Bold.
User Select to enable this user to access the Portal.
Enabled

AMC Convergent IT Portal Documentation
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Security tab

Portal User Maintenance

Defaul Meany Company Default

Default Logn Screer Company URL

i Save New == Delete
Use this tab to maintain the user account's:

= Permissions and security settings.

= Passwords.

= Default settings.

Field Description
User Type Select the level of access the user account has to the Portal.

Master Full access to all levels of the Portal.
Administrator
Company Access to all functions and configurations
Administrator within a single company.
Company User Access to all functions within a company, but

not to the company configuration or settings.
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Field

Description

Site
Administrator

Access to all functions and configurations
within a single site.

Supervisor Access to all functions within a site, but not
the company or site configuration settings.

User Access to a limited set of functions within a
site.

No Access No Portal access.

Report Access Select which reports the user account has access to.
All Access to all Portal reports.
Inventory Access to all inventory reports.
Frequent Shopper  Access to the frequent shopper reports.
Balance Access to the balance and financial reports.
Sales Access to the point of sale reports.
User Access to the user and employee reports.
No Access No access to Portal reports.

Perrr;ission Select the areas this user account has access to.

Leve

Note: The following permission levels are default areas. You can

edit these permission

Permission Levels option under Company Maintenance in the main

levels or define your own using the

AMC Convergent IT Portal Documentation
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Field

Description

menu.

Cashup Access to the Point of Sale cashup reports, or
allows an operator to perform cash-up on a PDT.

Debtor Access to Debtor Maintenance.

Debtor Access to debtor invoicing.

Invoicing

Debtor Read-only access to debtor statements.

Statements

Full Full access to all Portal systems.

Full Debtors  Full access to the debtor system.

Full TRS Full access to the POSPORTAL Point of Sale.

Inventory Access to Inventory Maintenance, procurement
and suppliers.

Loyalty Access to customer loyalty systems.

No Access No Portal access.

Read Read-only access to Portal reports, no ability to

change data.

Default Site Select the default site to be used for this user account.
Note: This site is automatically selected for this user where
relevant. The user may select to use other sites if their User Type
26 AMC Convergent IT Portal Documentation



Field

Description

has sufficient access levels.

Default Menu

Select the default main menu area to be opened after logging in.

Note: This configuration is only used with side menus, and has no
effect on other menu configurations.

Default Login
Screen

Select which screen is displayed immediately after this user account
logs into the Portal.

Company URL A blank page with the menu bar.

Dashboard Buttons  Show links to favourite reports as buttons.

Dashboard Reports  Show links to favourite reports as links.

Favourite Reports View reports marked as favourite.

Show Statistics  Display company statistics when first logging in to the Portal.
Number of The number of groups to use when displaying grouped favourite
Horizontal reports.

Groups

Your Type your password in to save changes to the user account.
Password

User Password

Type a new password in to change the user account's password.

‘ Note: You do not need to type a password here to change the
~account details. Only type a password here to change the user

AMC Convergent IT Portal Documentation
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Field

Description

account password.

28
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Restriction tab

Portal User Maintenance

oQn Name; [Example

r t Re (
Monds rt Micdnight Eng 1
Tuesda art Midnght End A
Weonesday Start: | Mionght Eng: 11 PM
Thursday Start:  Mionaght End: |11 °M
Friday Start:  Midught End: 11 PM
turca art dignaght Ef M
SUNG3 rart lichaght En oM

Restnct logn with same

[P address of the sarver

i Save New == Délete

Use this tab to maintain access restrictions to the Portal.

Note: Restrictions may not be enabled on your Portal configuration.

Field Description
Day of Week Select if the user account is permitted to log into the Portal
on this day.
Start Select the earliest time the user account is permitted to log

into the Portal.

End Select the latest time the user account is permitted to log
into the Portal.

Restrict login with same Select to only permit this user account to log in to the
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Field

Description

IP address of the server

Portal from the same IP address as the Portal server itself.

30
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Services tab

Portal User Maintenance

Logn Name; Example

Emamil; example@exampleCo,cor

i Save New == Délete

Use this tab to maintain linked services to the user account and the account email.

Field Description

Select any additional login services linked to this account, such as Facebook,
Services  Yahoo or Google.

Note: This may be not enabled on your Portal.

Email Type the user's email address.
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Portal User report

Use the Portal User report to find and create user accounts with access to your Portal
company.

Opening the Portal User report

To open the Portal User report:

£ Company . .
E in the main menu bar.

1. Press
2. Press Users > Portal Users > User Report.

@ Home @ sales M customers [l Products & vision | [ company €5 History % Suggestions

_‘g Company Maintenance »
[\-] Ledger / Cash Book  »
iy Franchise Maintenance »
ﬁ‘ Fashion Maintenance »
15 site »
= Access

=, Support

2 users 3 Portal Users || § User Report

& Employee » I8 site Allocation

>
4
8| POT Emulator 4
14
4

_‘_J Industry

'y Favourite Groups
7 Favourites
[} User Messages

@ Dashboard Editor

The Portal User report is displayed

s gt 10 Favourees | Portal User Report - Example Company

Crebte New Portal User Login First Name Sumama Emal ACcRss Ssaunty Enablsc Dats Expiry Last Log
T P Address Level Changed  Oate On
Exarols Sandra Boyd Master Full v 16/02/2015 14/11/201£4/12/2014,
1

4:39 15:40:03
16 22/05/2015 17/02,/201%

16:02:03

Dok Bob Biro EERLY v
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Portal User report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

| Add to Favourites |

Press to add this report to your Portal favourites for easier
access.

Create New Portal User
l ‘ Press to create a new Portaluser account.

See Creating a portal user account on page 3.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field
selections.

Field Description

Login/ The user's login name.

Name

First The user's first or given name.
Name /

Name

Surname The user's surname.

Email The user's email address.
Address
Access The user type denoting how many privileges the user has on the Portal.
Level
Master Full access to all levels of the Portal.

Administrator

Company Access to all functions and configurations within a
Administrator single company.
Company User Access to all functions within a company, but not

to the company configuration or settings.

Site Administrator  Access to all functions and configurations within a
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Field Description

single site.

Supervisor Access to all functions within a site, but not the
company or site configuration settings.

User Access to a limited set of functions within a site.

No Access No Portal access.

Security/  The area the user account has access to on the Portal via the Portal web

portal or a PDT.
User

Level
Note: The following permission levels are default areas. You can edit

these permission levels or define your own using the Permission Levels
option under Company Maintenance in the main menu.

Cashup Access to the Point of Sale cashup reports, or allows an
operator to perform cash-up on a PDT.

Debtor Access to Debtor Maintenance.
Debtor Access to debtor invoicing.

Invoicing

Debtor Read-only access to debtor statements.
Statements

Full Full access to all Portal systems.

Full Debtors Full access to the debtor system.

Full TRS Full access to the POSPORTAL Point of Sale.
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Field Description
Inventory Access to Inventory Maintenance, procurement and
suppliers.
Loyalty Access to customer loyalty systems.
No Access No Portal access.
Read (Ij?ead-only access to Portal reports, no ability to change
ata.

Enabled If selected, this user account is currently enabled for use in the Portal.

Date Date this user account was last updated.

Changed

Expiry Date this user account expires.

Date

Last Log Date this user account was last logged in.

On
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Managing point of sale user accounts

You can create Point of Sale user accounts to allow your employees to log into the Point of

Sale to process transactions and perform certain portal actions such as ordering stock or
stocktaking via PDTs. Point of Sale users cannot log into the Portal web system.

Also see:

= Employee Maintenance screen on page 65.
= Point of Sale User report on page 60.

What you can do:

Creating a point of sale user account on page 38.

Finding a Point of Sale user account on page 40.

Editing a point of sale user account on page 42.

Changing a point of sale user account's login name on page 44
Changing a point of sale user account's password on page 46.
Creating a point of sale supervisor on page 52.

Editing a point of sale user account's permissions on page 49.
Suspending a point of sale user account on page 55.

© O N o g A~ w Db e

Deleting a point of sale user account on page 58.
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Creating a point of sale user account

Create a new Point of Sale user account to permit a new staff member to log on and use the
Point of Sale and areas of the Portal via a PDT.

Note: Only Point of Sale user accounts can log into the Point of Sale. Point of Sale user
accounts can also log into the Portal if you give them permission to do so. See Editing a
point of sale user account's permissions on page 49

To create a new Point of Sale user account:

§ Compan . .
E e in the main menu bar.

1. Press
2. Press Users > Employee > Employee Report.

’_‘l_“ Home 5 Sales _@ Customers |l Products E Vision _.j Company | ‘: History &% Suggestions

|| Company Maintenance »
|.) Ledger / Cash Book  »
%3 Franchise Maintenance »

. Fashion Maintenance »

15 site »

= Access 4

=, Support 4

¥ POT Emulator 4

8 users » |E3 Portal Users »

(2] Industry » B Employee » & Awards

‘Q Employee Report
E’ Login Report

| @ New Timesheet

|7} Timesheets

@ New Roster

E Rosters

ﬁ Schedule User

[E* schedule Report
ﬂ Schedule Customers
& Cashup

[l view Journal

The Point of Sale User report is displayed.

aad mapeit 1o ravsurmes | Point of Sale User Report

Craats New Emgloves Logn Name Passwor Systam User Superye fce Suspery Status Aot Pwe Awargs  Sslary | Pomtion Schedul Schecul

* Laved £k Exr Espr Postion Enatied

Site: i Susan 1111 1 Full 7 7 wil 7
. At
Chadstone Expre
B B 4423 NG wa
Portsl ot
Scoess Expre

100  andrew 100 s Rl v ¥ wil s
oot
Expre

19 e & No wa ]

Portal Net
dioess xore

3 Press | Create New Employee |
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4. The Employee Maintenance screen is displayed.

Employee b ance for Chadst

tiwm - Dolte b Save

Type the name that should appear on the Point of Sale in the POS Name field.
Type the name that should appear on the Portal in the Portal Name field.

© N o O

Press the Passwords tab.

The Passwords tab is displayed.

Emplayee Malntenance for Chadstone

9. Type the password the user will use to log into the Point of Sale.

Emplayee Maintenance for Chadstone

10. Press S .

The Point of Sale user account is created.
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Finding a Point of Sale user account

Find a Point of Sale user account when you want to edit it, change the password or suspend
the account.

To find a Point of Sale user account:

._.,ﬂ Company

1. Press in the main menu bar.

2. Press Users > Employee > Employee Report.

/A.'\""I v ™ sale B Customar B Products 88 Vision 4 Compaty € Hatoey » Sugyestor

4 Company Maintenance ¢
|l Ledger / Cash Baok ’

S Franchige Maintenance »

T. Fashion Maintenance *

5 site '
- Access ’
Support »
# 7DT Emulator ’
O Users » ‘l? Portal Users »
s Induszry ’ .Q‘ Employee » 0 Awards

_“ Employee Report
’? LOGIN Report
$ Neo T hee

T EELT

ashu
aw )
The Point of Sale User report is displayed.
s et 1o Faveantes | PoINt of Sale User Report
Create Nea Employes Login  ‘Nama Passwor System User Supena Pnce Suspeni Status Acce owa Award  Salary  Postion. Schecul Schedul
. Lovel Ece Eapr Poation Enablec
Site 1 Suzan Full 7 v L] c 1 v
Not
Chadstore E-p‘rc
g Bnan 4444 2 No wil 0
Portal ot
Acces: Expre
100  Andrew 100 5 Full 7 v wil 0 v
ot
Expre
pir} Scfie 10 6 No will ( o
Poctal Mot
Acress Expre

3. Press the Login of the user account you want to open.

The Employee Maintenance screen is displayed.
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Employee Maintenance fo: cn:m.

Name 1_ Passwords | Security | Aopount_:jj Salary __ Leave Dates |
System Number: 1

POS Name: 'Susan
Portal Name: |Susan

Login Name: 1

(- Find | ([ New | [ Dolte | [[Sove | (3 Reset|
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Editing a point of sale user account

Edit a Point of Sale user account when you want to change their name or other details.

To edit a Point of Sale user account:

1. Press

m;:] Company

in the main menu bar.

2. Press Users > Employee > Employee Report.

AN

{i Home M sales

_@ Customers

i Products & vision

__j Company |

44 History

% Suggestions

|| Company Maintenance »
[\2] Ledger / cash Book
%3 Franchise Maintenance »

1. Fashion Maintenance »

»

15 site »

i=s Access 4

=, Support 4

¥ POT Emulator »

8 users » |E3 Portal Users »

(2] Industry » B Employee » ;& Awards

The Point of Sale User report is displayed.

Add Rapedt to Favourtes

Craats New Emgloves

Site:

Chamstone

Point of Sale User Report

Logn Nome Passwoy Svatam User Superye fce
: Lave £k
1 Susan 1111 1 Full v ~
fo B 4443 N
Portal
Scoess
100 aAndrew S Rl 7 7
19 Sche 10 & No
Poral
Apees

Susperd Status  Acct
Ewr

f

"

3. Press the Login of the user account you want to open.

The Employee Maintenance screen is displayed.

42

3 Employee Report
E* Login Report

|@ New Timesheet

|7} Timesheets

@ New Roster

E Rosters

ﬁ Schedule User

i- Schedule Report
ﬂ Schedule Customers
& Cashup

[l view Journal

Pwe Awarg | Sslary | Postion Schedul Schecul
Expr Postion Enatied
wil 28 oty o 1 7
Not Aug- Rate
pre 2016
Wi & W
et Yar- Ra
ore. 2003
wil 28 Mo b
ot A Rate
e 5
wi &
et
xpre

AMC Convergent IT Portal Documentation



Employee Maintenance for Chadstone

MName | Passwords | Security | Account | Salary | Leave Dates

System Number: 1

Login Name: 1
POS Name: Susan
Portal Name: Susan

|/~ Find | [[7] New | | = Delete | [|] Save | [ ) Reset |

4. Make the required changes.

See Employee Maintenance screen on page 65.

5. Press |ﬂ|

The changes are saved.
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Changing a point of sale user account's login name

Change a Point of Sale user account's login name when you want to change the username or
operator name they use to log into the Point of Sale.

Note: This does not change the name displayed on the Portal or the Point of Sale. See
Employee Maintenance screen on page 65.

To change a Point of Sale user account login name:

i Company . .
E in the main menu bar.

1. Press
2. Press Users > Employee > Employee Report.

A_.‘} Home @ sales M customers [l Products & vision [.] company ' € History &% Suggestions

[l Company Maintenance »
|-l Ledger / Cash Book  »
%z Franchise Maintenance »
. Fashion Maintenance »
11 site »
= Access

=) Support

B POT Emulator

‘& Users

_‘_J Industry

B3 Portal Users »

v v v v v

B Employee » % Awards

‘9 Employee Report
E| Login Report

| @ New Timesheet

|7} Timesheets

ﬁ New Roster

E Rosters

B Schedule User

E' Schedule Report
f_‘g Schedule Customers
& Cashup

[L2] view Journal

The Point of Sale User report is displayed.

s it o raveumss | Point of Sale User Report

Craate New Emoloves Logn Name Passwor Svatam User Superye fnce Susoerd Status Aot P Awars Sslary Postion Schedud Schecul
* Lave £k Exr Expr Fostion Enatied

Site: 1 Susan 1111 1 Full 7 s 28 wHourly o 1 4

]
XL

S s B

Chamstone

foan  Bne 4443

Portal

2=

coess

m
R oRE R

SL£E R

3. Press the Login of the user account you want to open.

The Employee Maintenance screen is displayed.
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Employee Maintenance for Chadstone

| Passwords " Security ” Account " Salary " Leave Dates |
System Number: 1

Login Name: |1 |
POS Name: |Susan |
Portal Name: |Susan

(] ([New | (= odte| (@ swve] (@ Rt

4. Type the new login into the Login Name field.

Employee Maintenance for Chadstone

| Passwords " Security ” Account " Salary " Leave Dates |

Systerm Number: 1

Login Name: |1 |
POS Name: |Susan |
Portal Name: |Susan

(] ([New | (= odte | (5w (@ Reset

5. Press .

The new login name is saved.
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Changing a point of sale user account's password

Change the Point of Sale user account password to change the password used to log into the
Point of Sale.

To change the Point of Sale user account password:

46

1. Press

i Company . .
E in the main menu bar.

2. Press Users > Employee > Employee Report.

Drome Msales Bcustomers B Products B vision

| Company Maintenance ¢

|l Ledger / Cash Baok ’
Sa Franchuge Maintenance »

T. Fashion Maintenance *
5 site '
- Access
Support
8 70T Emulator

O Users

> v v v «

3 Industry

The Point of Sale User report is displayed.

Point of Sale User Report

Acd Report to Favoontes

Crepte Nea Emploves Logn Name Passwor System User Supena Pnce Suspeni Status Acce
. Lovel Ece Exor

Site: i Sutsan 1111 1 Full 7 v wil

ot

Chadstone Exrice

un  B8oan 4444 2 No wil

Portal fct

Accese Expre

100 andeew 100 5 Full v v wil

fyct

Expre

i0 Scfie 10 6 No wil

Portal Pt

Acress Exprs

Press the Login of the user account you want to open.

The Employee Maintenance screen is displayed.

4 Compaty € Hatoey

| i@ Portal Users »

5 Employee » g fuards

_“ Employee Report

A

feport

" A RE J 2 Y

]
|

Pwd Awarc  Salary  Postion Schecul Schadul

Expr Poation Enablec
28+ Mourly c 1 v
Aug- Rate
2016

Hourty 0 2
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Employee Maintenance for Chadstone
Namae | Passwords | Security  Account | Salary | Leave Dates
System Number; 1
Login Name: 1
POS Name: Susan

Portal Name: Susan

. Find | || New | | w=Delete | ] Save | | g) Reset
4. Press the Passwords tab.
The Passwords tab is displayed.
e for Chad
Password Raguired Trhus

Allow Change Paseworc:  False

Forca Change Password:  False

Force Unigue Passwors:  False
Password Life Span; 0

Limit Grace Logins! Falee

Grace Logn Number

Ramanng Gracs Legm S

Passwond Expiry 10/08/2015

Find New e Delate | (L) Save

5. Type the new password into the Point of Sale.
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48

for Chad

Noane - Fassworde  Setucity  Account - Sslary

Legve Dates

[;’Riﬁwbﬁj:

6. Press |ﬂ|

The new password is saved.

Password Raguired:
Allow Change Paseworc:
Forca Change Password:
Force Unigue Passwore:
Password Life Span;
Limit Grace Logins:
Grace Logn Number:
Rarmaning Gracs Logm

Passwond Expiry

Thus
alie
Falze

False

Find | [ New w=Delate | ) Save | | g Hesat
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Editing a point of sale user account's permissions

Edit a Point of Sale user account's permissions to allow or deny:

= Access to certain areas of the Portal.

= The ability to send price changes from the Point of Sale to the Portal.

= The ability to authorise certain Point of Sale actions.
= Access to the Point of Sale setup screens.
To edit a Point of Sale user account's permissions:
i Compam . .
1. Press e " in the main menu bar.
2. Press Users > Employee > Employee Report.
Trome Msales B customers B Producs B vl ) Compaty &=
1’ _:"'V::n, Maintanance »
L Ledger / Cash Book »
Wi Franchige Maintenance »

T Fashion Maintenance *

EH site
Access

Support

% P07 Emulator

L users

Industry

The Point of Sale User report is displayed.

acs rupart o Faveantes | POINt Of Sale User Report

Crepte New Emploves Login  ‘Namae Passwoc System User Supera Pnce Sus
. Lovel Ece
Site: i Susan 1111 L Full 7 v
Chadstone
Brun Bnm 4444 e
Portal
Accese
100 % Jl il 7 v
19 Scfie (

3. Press the Login of the user account you want to

The Employee Maintenance screen is displayed.
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open.

»

» |2 Portal Users »

v 8 Employee »

Awards

_‘\ Employee Report

3
|\ 2

T

" 3

eport

Awarc  Salary Poation Schecul Schedul
Poation Erablec

G

v
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Employee Maintenance for Chadstone

Name | Passwords | Security | Account | Salary
System Number;

Login Name:
POS Name:

Portal Name:

4. Press the Security tab.
The Security tab is displayed.

Employee Maintenance for Chadstone

Name | Passwords | Security | Account | Salary

User Secunty Level:

Schedule User:

POS Price Edit:
POS Supervisor:

Access to POS Setup:

Schedule User Position:

Leave Dates

Susan

Susan

Find New | | w= Delete |

b Save |

&) Reset

Leave Dates
Full
True
1

e

Tru
True

True

Find New | w= Delete |

b Save |

&) Reset

5. Select the Portal areas the user account can access from the User Security Level

50

drop-down list.
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Employee Maintenance for Chadstone

Name | Passwords | Secunity | Account | Salary | Leave Dates

User Secunty Level: Full

Schedule User: True
Schedule User Position: 1

POS Price Eait: Trus
POS Supervisor: True
Access to POS Setup: True

Find New | | == Delete | [ Save | | §) Reszt

6. Select True:

= |nthe POS Price Edit drop-down list to allow the user account to send price
changes from the Point of Sale to the Point of Sale.

= In the POS Supervisor drop-down list to allow the user account to authorise
Point of Sale actions that require a supervisor.

= Inthe Access to POS Setup drop-down list to allow the user account to access
the Point of Sale setup screens.

Employee Maintenance for Chadstone

Name  Password Securty | Account | Salary | Laawve
Schedule User:
Schedule User Position:

POS Price Ecit:

POS Supervisor: True
Access to POS Setup: True
Find New == Delete | | Save | | §) Reset

7. Press |ﬂ'.

The new password is saved.
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Creating a point of sale supervisor

Create a Point of Sale supervisor so they can perform or authorise restricted actions at the
Point of Sale. Which Point of Sale actions require supervisor authorisation depends on your
Point of Sale configuration. Examples of restricted actions include advances, handovers,
changing the terminal settings and applying discounts.

To create a Point of Sale supervisor:

Ell Company

1. Press in the main menu bar.

2. Press Users > Employee > Employee Report.

/;\-- me W al 2 ome B Product 'S Compaty & y &<
| Company Maintenance ¢
| Ledger / Cash Book ’
ol Franchige Maintenance »

%+ Fashion Maintenance *

E site ’
Access g
Support »
® 707 Emulator »
,l-. Users » |2 Portal Users »
Industry v 8 Employee » 3 Awards
_O Employee Report
L ) Aepart
$N
-
- e
~
o i
1 - -
-
»
-
& C

'

The Point of Sale User report is displayed.

A rupart 1o raveantes | POINE Of Sale User Report

Create New Emploves Login  Namae Passwoc System User Supana! Pnce Suspeni Status  Acct ¢ Salary Pustion Schecul Schecul
. Lovel Ece Poation Enablec
Site 1 Suzan 5111 1 Full v 4 v 7
Chadstore
Bran B 4444 Mo 0
Portal
Access
100 =~ C F 7 v v
i0 Sche | 14 L
May
Alre Ex - 2016

3. Press the Login of the user account you want to open.

The Employee Maintenance screen is displayed.
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Employee Maintenance for Chadstone

Name | Passwords | Security | Account | Salary | Leave Dates
System Number: 1
Login Name: 1
POS Name: Susan

Portal Name: Susan

Find New we Delete |

4. Press the Security tab.
The Security tab is displayed.

Employee Maintenance for Chadstone

Name | Passwords | Security | Account | Salary | Leave Dates
User Secunty Level: Full
Schedule User: True
Schedule User Position; |1
POS Price Edit: True
POS Supervisor: True

Access to POS Setup: True

Find New we Delete |

i Save

b Save

&) Resst

&) Resst

5. Select True In the POS Supervisor drop-down list to allow the user account to

authorise Point of Sale actions that require a supervisor.
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Employee Maintenance for Chadstone

Name | Passwords | Security | Account | Salary | Leave Dates
User Security Level:  |Full .

Schedule User: (True I
Schedule User Position: |1

POS Price Edit: |True .

POS Supervisor: True v

Access to POS Setup: |True v

(- Find | [[7 New | [ == Delete | ([ 'Save | g Reset ||

6. Press .

54

The supervisor settings are saved.
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Suspending a point of sale user account

Suspect a Point of Sale user account if you don't want the user account to have access to the
Point of Sale for a period of time. For example, if the employee goes on leave.

To suspect a Point of Sale user account:

._.,ﬂ Company

1. Press in the main menu bar.

2. Press Users > Employee > Employee Report.

Drome Msales Bcutomirs B rroducs B ] Compaty & sty (3 Supgestor

g Company Msintenance ¢
L Ledger / Cash Baok »
Wi Franchge Maintenance »
T. Fashion Maintenance *
£ site ’
- Access
Support

"

o Users

13
»
® 707 Emulator ’
’ l? Portal Users »
L]

s Induszry ‘Q‘ Employee » 0 2o
_" Employee Report
';—‘ LOGIN Report

3
\ 2

(T EEPTT

i

The Point of Sale User report is displayed.

Acd Report to Favoontes Point of Sale User Report

Create New Emploves Login  ‘Nama Passwor System User Supena Pnce Suspenit Status

Acct Pwd Awarc  Salary  Postion Schecul Schecul
. Lovel Ece Exp Expr Poation Enablec
SHte: 1 Susan 1311 L Full 7 v G 1|
Chadstone
Brun Bnm 4444 2 Mo 0
Portal
Alres
100 Indrew i il 7 7 L v
19 Scfie 0 NG L °
Poctal

3. Press the Login of the user account you want to open.

The Employee Maintenance screen is displayed.
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Employee Maintenance for Chadstone

Name | Passwords | Security | Account | Salary | Leave Dates
System Number: 1

Login Name: 1
POS Name: Susan
Portal Name: Susan

R [T [ LI e

4. Press the Account tab.
The Account tab is displayed.

Employee Maintenance for Chadstone

Name | Passwords | Security | Account | Salary | Leave Dates

Status:

User Suspended: |False
Account Expires:  False
Account Expiry: 28,’08/2010

Account Active; | 16/01/2003 -
Last Login: 17/02/2015

J Find | [[7New | [w=Delete | [[J Save | ) Reset

5. Select True from the User Suspended drop-down list.
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Employee Maintenance for Chadstone

Name | Passwords | Security | Account | Salary | Leave Dates

Status:
User Suspended: |False
Account Expires: |Falss
Account Expiry: | 28/08/2010
Account Active; | 16/01/2003
Last Login: 17/02/2015
- Find | [ New | [wmDelete | [[] Save | [§) Reset

6. Press Iﬂl

The user account is suspended and cannot be used to log into the Point of Sale.
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Deleting a point of sale user account

Delete a Point of Sale user account when you want to remove them entirely from the Point
of Sale and the Portal.

% Company

1. Press in the main menu bar.

2. Press Users > Employee > Employee Report.

B Home M sales M customers [l Products & vision | [ Company 45 History & Suggestions
ﬁ Company Maintenance »
Liﬂ Ledger / Cash Book  »
i34 Franchise Maintenance »
£ Fashion Maintenance »

Site »
= Access 4
2 Support »
|5 POT Emulator 4

Use ‘ Portal Users » |
(2 industry D Employee » |y Awards
& Employee Report
E Login Report
| @ New Timesheet
|7 Timesheets
B New Roster
Rosters
] schedule User
E Schedule Report
5 Schedule Customers
Cashup
(L] view Journal

The Point of Sale User report is displayed.
| aaimapst o rasurnes | POINt Of Sale User Report

i num| Logn nmlmmv- Suum'm- Susperd Status  Acct (P m sahv mwm
- e e B B T Posbon Enatied
Sitw: suun i 1l V) 7 wa 28 mw o 3t
! Net  Aug- Rate
Chamtone - | Ekprs 2016
‘Boan  Boan 4443 2 Ne wa 4 Moy ] 2
Portal Not e Rate
| Acoess Expre 2003
1100 andrew 100 s Rl 7 7 Wil 28 Mourly ° - e
i Mot Aug- Rate
| Expve 2018
U] Scfig 10 & No Wl 13- oy ° &
Portal Net o May- Rare
Acoees Expre 2016

3. Press the Login of the user account you want to open.
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The Employee Maintenance screen is displayed.

Employee Maintenance for Chadstone

MName | Passwords | Security | Account | Salary | Leave Dates

Systern Number: 1

Login Name: 1
POS Name: Susan
Portal Name: Susan

|~ Find | [[7] New | [ = Delete | [F] Save | [ ) Reset |

4. Press [LE'EJEE].

ThePoint of Sale user account is deleted.
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Point of Sale User report

Use this report to find and create employees that can access the portal or the Point of Sale.

Opening the Point of Sale User report

To open the Point of Sale User report :

[ Compan . .
= e in the main menu bar.

1. Press
2. Press Users > Employee > Employee Report.

’ﬁ_‘ Home @ sales M customers [ Products & vision | company | 45 History (% Suggestions

|| Company Maintenance »
|| Ledger / cash Book  »
i Franchise Maintenance »
'ﬁ Fashion Maintenance »
115 site »
s Access

=, Support

¥ POT Emulator
‘S, Users

._._!| Industry

53 Portal Users »

vy v v v v

‘Q_ Employee » & Awards

‘9 Employee Report
IE" Login Report

|@ New Timesheet

|7} Timesheets

g New Roster
Rosters

Schedule User

B schedule Report
ﬁ Schedule Customers
& Cashup

[L2] view Journal

The Point of Sale User report is displayed.

aadmapert o ravsuss | Point of Sale User Report

Craats New Emgloves Logn Name  Passwor Systam User Superve fice Suspers Status  Acct Pwe Awarg  Sslary | Pomtion Schedul Schecul
s Lave £k Exgr Expr Postion Enatied
Site: 1 Susan 1111 1 Full v 7 v 28. Hourly o $i
Net Aug- Rate
Chamstone Expre 2016
o Briw 4443 2 M wa 24- Moty 0
Portsl Net Jarr- Rate
Acoees Expee 2003
100 aAndrew 100 s Al 7 7 wil 28 Moty ] - I

ot Aug- Rate
Expve 2018

10 Sohe 10 & No Wi 13- oty ) ]
Portal Net May- Rare
dcoess Expre 2016
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Point of Sale User report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

il Press to add this report to your Portal favourites for easier

access.

Create New Employee )
| poyee] Press to create a new Point of Sale user account.

See Creating a point of sale user account on page 38.

Site Select the site to report on.
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field

selections.
Field Description
Login/ The user's login name.
Name
First Name/  The user's first or given name.
Name
Password The user's password for the Point of Sale.
System # Code from 1 to 9999 that represents the operator to the Portal. This
allows the Portal to identify users even if the users change their login.
Note: System numbers 1 to 5 are usually cash drawers, where several
operators share a single cash drawer.
Security / The area the user account has access to on the Portal via the Portal web
portal or a PDT.
User Level
Note: The following permission levels are default areas. You can edit
these permission levels or define your own using the Permission
Levels option under Company Maintenance in the main menu.
Cashup Access to the Point of Sale cashup reports, or allows
an operator to perform cash-up on a PDT.
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Field Description

Debtor Access to Debtor Maintenance.
Debtor Access to debtor invoicing.

Invoicing

Debtor Read-only access to debtor statements.
Statements

Full Full access to all Portal systems.

Full Debtors Full access to the debtor system.

Full TRS Full access to the POSPORTAL Point of Sale.

Inventory Access to Inventory Maintenance, procurement and
suppliers.

Loyalty Access to customer loyalty systems.

No Access No Portal access.

Read Read-only access to Portal reports, no ability to

change data.

Supervisor If selected, this user account can provide supervisor authorisation on the
Point of Sale.
Price Edit If selected, this user account is authorised to send price changes from the

Point of Sale to the Portal.

Suspended If selected, this user account has been suspended and cannot access or log
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Field

Description

into the Portal or Point of Sale.

Status Employee status, such as "on leave".
Acct Expr Either:
=  Will Not Expire if the account is configured to not expire at a set
date.
= The date the account expires.
Pwd Expr Date the password for this account expires.
Award Award rate for this employee, which sets the employee's base salary.
Salary Salary as determined by the employee's award rate and any variations,
used for calculating time sheets.
Position Employee's position within your company.
Scheduler Ordering of employee buttons in the scheduling system. Lower numbers
Position appear earlier.
Scheduler If selected, this employee is available within the scheduling system.
Enabled
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Employee Maintenance screen

Use the Employee Maintenance screen to maintain Point of Sale user accounts and
employee records including:

= Point of Sale passwords.
= Security and access settings.
= Employee position, salary, award and leave dates.

Note: You do not require an administrator's password to change the Point of Sale user
account settings.

Opening the Employee Maintenance screen

To open the Employee Maintenance screen:

i Company . .
E ' in the main menu bar.

1. Press
2. Press Users > Employee > Employee Report.

A_n‘} Home f Sales ﬂ Customers [l Products &3 vision _J Company l € History % Suggestions

{id Company Maintenance »
[\ Ledger / Cash Book  »
%z Franchise Maintenance »
1 Fashion Maintenance »
15 site »
= Access

=) Support

j;‘_, Users B3 Portal Users »

»
»
¥ POT Emulator »
»
»

(2] Industry ;Q Employee » & Awards

‘ﬁ Employee Report
E’ Login Report

|@ New Timesheet

|7} Timesheets

ﬁ New Roster

E Rosters

ﬁ Schedule User

E" Schedule Report
[3 Schedule Customers
& Cashup

[L2] view Journal

The Point of Sale User report is displayed.
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Al Rapert to Favourtes

Craate New Emgloves

Chamstone

3. Press the Login of the user account you want to open.

The Employee Maintenance screen is displayed.

Point of Sale User Report

Logn  Name  Passwor Systam User Superwe ice Suspery Status  Acct
£k

* Laved Exr
1 Susan 1111 1 Full 7 7 wi
Not
Expre
Boan  Bnan 4443 2 No wa
Portsl et
Scoess Expre
10 Andrew 100 L 2T v 4 wil
foct
Expve
10 Sche 10 & No Wi
Portal Net
dipess Expre

P Awars | Salary | Postion Schedul Schecyl
Expr Postion Enatied
28 Hourly o 1 7

Aug- Rate
016
24 Wourly 0
Jan- Rate
2003
28~ Moty e 3 >
Aug Rate
2018
13- oty 0 6
May- Rare
2016

Employee Maintenance for Chadstone

MName | Passwords

Security | Account

System Number: 1
Login Name: 1
POS Name: Susan

Portal Name: Susan

Salary | Leave Dates

|/~ Find | [[7] New | | = Delete | [|] Save | [ ) Reset |
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Employee Maintenance screen key fields and buttons

Name tab

Employee Maintenance for Chadstone

MName | Passwords | Security | Account | Salary | Leave Dates

System Number: 1

Login Name: 1
POS Name: Susan
Portal Name: Susan

| )~ Find | |[7] New | | ==Delete | [[] Save | | &) Reset |

Use this area to maintain the names used on the Point of Sale and Portal.

Field Description
System Number identifying the user account in the database.
Number

Login Name The name used for logging into the Point of Sale.

Note: Some services such as Pay at Table require the login name to
contain only numbers.

POS Name The name displayed on the Point of Sale.

Portal Name The name displayed on the Portal.
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Passwords tab

Employee Maintenance for Chadstone

Mame | Passwords | Security | Account | Salary | Leave Dates

Password: 1111
Password Reguired: True
Allow Change Password: | False
Force Change Password: |False

Force Unigue Password: |False

Password Life Span: 30
Limit Grace Logins: False
Grace Login Number: 5

Remaining Grace Login: (5

Password Expiry: 28/08/2016

| s~'Find | |[7] New | | == Delete | |[] Save | | £) Reset

Use this area to maintain the user account password and password rules.

Field Description
Password The password to log in to the Point of Sale.
Password Select if a password is required for this account to log into the Point
Required of Sale.
Allow Change Select to allow this user to change their password on the Point of
Password Sale.
Force Change Select to require this user to change their password on their next
Password login to the Point of Sale.
Force Unique Select to require the user to choose a password they haven't used
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Field

Description

Password

before each time they change their password.

Password Life
Span

Type the number of days a password is valid for, after which it
automatically expires.

Limit Grace Select True to limit the number of times a user can log in if their
Logins password has expired.

Grace Login Type the total number of times a user can log in after their password
Number has expired.

Remaining Grace
Login

If their password has expired, this tracks the number of times
remaining that a user can log in with their expired password.

Password Expiry

Date the current password expires.
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Security tab

Employee Maintenance for Chadstone

Mame | Passwords | Security | Account

User Security Level:

Schedule User:

Schedule User Position:

POS Price Edit:
POS Supervisor:

Access to POS Setup:

Salary | Leave Dates

Full

True

1

True

True

True

| o~ Find | |[7] New | | == Delete | |[J Save | |{) Reset |

Use this area to maintain the access and this user account has to the Point of Sale and

Portal.
Field Description
User Select the areas of access this user has to the Portal.
Security
Level . . ..
Note: The following permission levels are default areas. You can
edit these permission levels or define your own using the Permission
Levels option under Company Maintenance in the main menu.
Cashup Access to the Point of Sale cashup reports, or
allows an operator to perform cash-up on a PDT.
Debtor Access to Debtor Maintenance.
Debtor Access to debtor invoicing.
Invoicing
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Field Description
Debtor Read-only access to debtor statements.
Statements
Full Full access to all Portal systems.

Full Debtors Full access to the debtor system.

Full TRS Full access to the POSPORTAL Point of Sale.

Inventory Access to Inventory Maintenance, procurement and
suppliers.

Loyalty Access to customer loyalty systems.

No Access No Portal access.

Read Read-only access to Portal reports, no ability to

change data.

Schedule Select to include the user account in the scheduling system.
User
Schedule Type the order in which the user account should appear in the scheduler.

User Position

POS Price Select True to allow this user account to send price changes from the
Edit Point of Sale to the Portal.
Select True to allow this user account to authorise actions on the Point
POS
. of Sale.
Supervisor

AMC Convergent IT Portal Documentation

71



Field

Description

Access to Select True to allow this user account to access the POSPORTAL Point
POS Setup of Sale setup.
Note: Access to the iZen Point of Sale setup is restricted to
supervisor access. See Creating a point of sale supervisor on page
52.
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Account tab

Employee Maintenance for Chadstone

MName | Passwords

Security || Account | Salary | Leave Dates

Status:

User Suspended: |False
Account Expires: |False
Account Expiry: |28/08/2010

Account Active: 16/01,/2003

Last Login: 17/02/2015

| o~ Find | [ ] New | | = Delete | | save | | @) Reset |

Use this area to maintain the user account's expiry and status.

Field Description
Status Note on the status of the account, such as "on leave".
User Select True to suspend the user. Suspended users cannot log into the
Suspended Point of Sale.
Account Select True to force the account to automatically expire on a set date.
Expires
Account Select the date the account automatically expires.
Expiry

Note: This date is ignored if Account Expires is set to False.
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Field Description
Account Select the date from which the account is active.
Active
Tip: You can set a future date to create accounts for employees that
have not started work yet or who are returning from a long absence.
Last Login Date the user account last logged into the Point of Sale.
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Salary tab

Employee Maintenance for Chadstone

Mame | Passwords | Security | Account | Salary | Leave Dates

Position:
Award: Hourly Rate

Award Variation: |$0.00

| s~'Find | |[7] New | | == Delete | |[] Save | | £) Reset

Use this area to maintain an employee's award rates and company position.

Field Description
Position Position the employee holds within your company.
Award Award level applicable to the employee, which determines their base
salary.
Award Any adjustments to the award rate of the employee. If no award rate is
Variation selected, this is the employee's salary.
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Leave Dates tab

Employee Maintenance for Chadstone

Mame | Passwords | Security | Account | Salary | Leave Dates

Upcoming Rostered Leave Dates:

Date Full Day Half Day

|' J— Find | | ] New | | == Delete | |n Save | | ) Reset |

Use this area to view dates the employee is on leave.

Field Description
Date Date the leave is scheduled.
Full Day Selected if the leave is a full day.
Half Day Selected if the leave is a half day or less.
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Rosters Maintenance

Use the Roster Maintenance screen to:

= View and maintain an employee's roster for a specific week or month. See View
rosters for a specific employee or date on page 84.

= Add roster entries for an employee. See Add or edit a roster on page 86.
= Copy one or more roster entries. See Copy a roster on page 89.

= Make a roster recur a selected number of weeks or months. See Set a roster to recur
on page 94.
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Opening the Roster Maintenance screen

To open the Roster Maintenance screen

=i Compan . .
C man in the main menu bar.

1. Press
2. Press Users > Employee > New Roster.

4}_‘ Home @ sales M customers [l Products & vision d Company | 45 History  {# Suggestions

|| Company Maintenance »
[\ Ledger / Cash Book  »
i Franchise Maintenance »

% Fashion Maintenance »

15 site 4

== Access »

2, Support »

¥ POT Emulator »

D users » |E3 Portal Users »

(2 Industry » B Employee » ;= Awards

‘97 Employee Report
IE* Login Report

| @ New Timesheet

|7} Timesheets

New Roster
Rosters

Schedule User

B schedule Report
ﬁ Schedule Customers
& Cashup

[L2] view Journal

The Roster Maintenance window is displayed.

| Roster Malntenance

Roster

Sxe Chacstons Date: 15

Employes:  Susar Cogry Roster To: 11/05/2015

Copy Tu Susan Number of Recurrng Months: 4]

2y Month v Day: A

Date Stact Time (MMMM)  Fmish Tirme (HHIMM)  Break Start Time (MM:Braab Duration (15 mms Blks) #ub Doy Leave? Total Hours<brs o
Frigay 01 May 2019 9:00 am 500 M Mocay 2 o 73 -

Saturday 02 May 201 10030 &AM 636 ™ Maday 2 Ne 75|

Sundsy 0) May 2015 0 No 0

Monday 04 May 2015 9100 AM 500 M 0:00 AM 0 No S

Tuesday 03 M s 0 No ¢

Weanesday OG May 2( o No o

Thurssay 07 May 201 o Nao o
Fcsy 08 May 2015 0

i Save | == Delte | Copy | Recurmg
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Roster Maintenance screen key fields and buttons

Selection fields

Use these fields to:

= manage how the roster is displayed

= select which month or week's roster to display

= select the date and employee to copy roster entries to
= select how many months or weeks a roster recurs.

Field Description
Site Select the site you want to manage rosters for.
Employee Select the employee whose roster you want to view or maintain. See

View rosters for a specific employee or date on page 84.

Copy To
Py Select the employee you want to copy a roster to.
Note: You can select the same employee as in the Employee field
if you want to copy an employee's roster entries to another date in
their roster.
By

Select to display the roster for:

= one week

Note: The day your week starts on is configured in the
Portal and may differ from this documentation.

= one month.

The Recurring roster feature operates differently depending on this

AMC Convergent IT Portal Documentation 79



Field

Description

field selection:

= |f you recur a roster while in Week view, the roster is copied by
day-of-the-week, so that Monday's roster entry recurs on
Mondays, ignoring what date in the month it falls on.

= |If you recur a roster while in Month view, the roster is copied
by date, so that the first-of-the-month roster entry recurs on the
first-of-the-month,ignoring the day of the week.

See Set a roster to recur on page 94.

Day

Select to display the rosters for:

= A specific day of the week. For example all Mondays in the
month.

= All days.

Note: This field is only displayed when the Month view is
selected in the By field.

Date

Select the month or week you want to view the roster for. See View
rosters for a specific employee or date on page 84.

Note: You must click on another field after changing the date to
make the Roster grid update. For example, select a new date and
then click the By field.

Copy Roster To

Select the date you want to copy the roster entries to.

For example, if you want to copy the roster entries to December 15th,
the Copy Roster To date should be December 15th. See Copy a
roster on page 89.

Number of
Recurring
Months

Type in the number of months you want to repeat the currently
displayed roster.

For example, if you want the current month's roster to repeat for
another two months (running for three months in total) type 2. See Set

80
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Field Description

a roster to recur on page 94.

Note: This field is only displayed when the Month view is
selected in the By field.

N f .
R:cTJtr)?irng Type in the number of weeks you want to repeat the currently
Weeks displayed roster.
For example, if you want the current week's roster to repeat for
another five weeks (running for six weeks in total) type 5. See Set a
roster to recur on page 94.
Note: This field is only displayed when the Week view is selected
in the By field.
Roster grid

Datu

Start Time (HH:MM)  Fiuzh Time (HH:MM) Break Start Time (HH: Break Duration (15 mins Bics) Full Day Leave? Total Hours<beacls
5:00 PM Midday 2 73

Use these fields to:

create and maintain roster entries for the employee
select roster entries to copy.

Field Description

Date

The date of the roster entry.

Note: In Month view, every second week is displayed in blue
font to help you see weeks easily.
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Field Description

(SIEIaHrt_ I\'le\r/ln)e The time the employee’s shift starts.

Times round down to 15 minute blocks and can be written as:

=  Twelve-hour time with AM and PM, for example 11:45am, or
5:00PM.

= Twenty-four-hour time, for example 11:00 or 17:00
= Decimals, for example 11.75 or 5.

Finish Time . oL
(HH:MM) The time the employee's shift ends.

Times round down to 15 minute blocks and can be written as:

=  Twelve-hour time with AM and PM, for example 11:45am, or
5:00PM.

=  Twenty-four-hour time, for example 11:00 or 17:00
= Decimals, for example 11.75 or 5.

Break Start Time . ,
(HH:MM) The time the employee's scheduled break starts.

Times round down to 15 minute blocks and can be written as:

=  Twelve-hour time with AM and PM, for example 11:45am, or
5:00PM.

= Twenty-four-hour time, for example 11:00 or 17:00
= Decimals, for example 11.75 or 5.

Break Duration .
(15 mins BIks) The number of 15 minute blocks the employee takes as a break.

Breaks are scheduled as a single period.
For example, if the employee has:

= a half-hour break, their Break Duration is 2 (2 x 15 is 30
minutes)

= an hour, their Break Duration is 4 (4 x 15 is 60 minutes).

Full Day Leave?  Select if the employee is rostered for a day of leave.

Total Hour i i i
otal Hours The total hours the employee is rostered to work this day, excluding
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Field Description

click save to breaks.

Update ) . i
For example, if the employee is rostered to start at 10:00AM, finish
at 4:00pm and has a break duration of 2 (30 minutes), their total
hours for the roster entry is 5.5.

Note: This field is read-only, you cannot update the value
manually. If you have changed a roster entry, you must save the
roster grid to update the Total Hours field.
Buttons
Field Description
d Ssave Save any changes made to the roster and update the Total Hours fields.
== Delete | Clear the selected roster entry.
Copy Copy the selected roster entries:
= to the employee selected in the Copy To field
= at the date selected in the Copy Roster To field.
See Copy a roster on page 89.
Recurring | Make the currently displayed roster recur for the number of weeks or

months selected in the Number of Recurring Weeks / Months field. See
Set a roster to recur on page 94.
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View rosters for a specific employee or date
You can view employee's rosters for selected weeks or months.

To view an employee's roster:

§ Compan . .
E e in the main menu bar.

1. Press
2. Press Users > Employee > New Roster.

’i“‘ Home @ sales M customers [l Products & vision | [ Company 45 History (% Suggestions

|| Company Maintenance »
|, ) Ledger / Cash Book  »
iy Franchise Maintznance »
1. Fashion Maintenance »
115 site »
= Access

=, Support

¥ POT Emulator

‘5‘) Users

vy v v v v

B3 Portal Users »

(2] Industry £ Employee » ;= Awards

‘Q Employee Report
E’ Login Report

|@ New Timesheet

|7} Timesheets

g New Roster
Rosters

B Schedule User

E Schedule Report
ﬁ Schedule Customers
& Cashup

[L2] view Journal

The Roster Maintenance window is displayed.

Roster Maintenance

Roster

Srs Chacstons Date 11/05/2015

Employes:  Susar Cogry Roster To: 11/05/2015

Copy o Sussr Number of Recurmn Months:

2y: Montt Day: AS

Oate Stact Time (MMIMM)  Fmish Time (HHIMM)  Break SLart Time (M- Boasl Duration (15 mme Blks) Ful Doy Leave? Total Hours<brs»ow
Fricay 01 May 2019 9:00 am 500 ™ Mocay 2 ho 7.5

Saturday 02 May 201 10030 &M 630 ™ Maday 2 Ne 7.5

Sundsy 0) May 201 Ne¢ 0

Monday 04 May 2015 0100 AM 500 M 0:00 AM

0
0
0
0 No 0
o
0

i Save | == Delste | Copy | Recurmg

3. Select the site the employee belongs to from the Site drop-down list.
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4. Select the employee you want to view from the Employee drop-down list.

The employee's roster is displayed.

5. Select the date you want to view in the Date drop-down calendar.

6. Click on another field.

Note: The Roster grid updates the date once another field has been selected.

The employee's roster for the selected date is displayed.
See Rosters Maintenance on page 77

7. Select if you want to view by Month or by Week from the By drop-down list.

Note: Changing the By view also changes how recurring rosters work. See Set a
roster to recur on page 94.

You can:

= Add or edit the employee’s roster entries. See Add or edit a roster on page 86.
= Copy the employee's roster entries to another date. See Copy a roster on page 89.

= Set the employee's roster to recur for a selected number of weeks or months. See Set
a roster to recur on page 94.

AMC Convergent IT Portal Documentation 85



Add or edit a roster
You can add or edit an employee's roster using Roster Maintenance.

To add or edit an employee's roster:

§ Compan . .
E e in the main menu bar.

1. Press
2. Press Users > Employee > New Roster.

’_‘l_“ Home Q Sales _@ Customers |l Products E Vision __j Company ‘: History % Suggestions

|| Company Maintenance »
|, ) Ledger / Cash Book  »
%3 Franchise Maintenance »

1. Fashion Maintenance »

15 site 4

i=s Access 4

=) Support 4

¥ POT Emulator »

8 users » |E3 Portal Users »

(2] Industry » B Employee » ;& Awards

3 Employee Report
E’ Login Report

|@ New Timesheet

|7} Timesheets

@ New Roster

E Rosters

ﬁ Schedule User

i- Schedule Report
ﬂ Schedule Customers
& Cashup

[l view Journal

The Roster Maintenance window is displayed.

Roster Maintenance
Roster
3 Chacstons Date (
Employes:  Susa Cogyy Roster To
Cspy 16 Susy Number of Recurrn Maonths:
2y Montt: Cay: A

St Time (MMIMM)  Fmish Time (HHIMM)  Break S1art Time (HM:Boaab Duration (15 mme 8lks) #ul Doy Leave? Total Hours<br»ow

9:00 am 500 M Mcocay 2 o

10030 &M 630 ™ Masay 2 Ne 7.5
( N¢

0100 AM SO0 M 0:00 AM C Nt
0 Nt
0

i Save | == Delste | Copy | Recurmg

3. Select the site the employee belongs to from the Site drop-down list.
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4. Select the employee you want to view from the Employee drop-down list.

The employee's roster is displayed.

5. Select the date you want to view in the Date drop-down calendar.

6. Click on another field.

Note: The Roster grid updates the date once another field has been selected.

The employee's roster for the selected date is displayed.
See Rosters Maintenance on page 77

7. Select if you want to view by Month or by Week from the By drop-down list.

Note: Changing the By view also changes how recurring rosters work. See Set a
roster to recur on page 94.

8. Select the date in the Roster grid where you want to add or edit a roster entry.
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Roster Maintenance

Date Stact Time (MMM Fimnish Time (HHGMM) | Break Start Time (MH:Braal Duration (15 mme Blks) #ul Doy Leave? Total Hours<br» ok

9. Type the Start, Finish and Break Start times and the Break Duration you want to
add or edit for this roster date.

See Rosters Maintenance on page 77.

10. Click B S3ve |

Note: Unsaved changes are lost if you change the selection fields to show a new
view, date or employee. Save your changes often.
The changes are saved and the Total Hours fields are updated.
You can also:

= Copy the employee's roster entries to another date. See Copy a roster on page 89.

= Set the employee's roster to recur for a selected number of weeks or months. See Set
a roster to recur on page 94.
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Copy a roster

You can copy roster entries from one employee to another, or from one date to another for

the same employee.

Note: If there are existing entries in the roster dates you want to copy to, those entries

are overwritten with the copied entries.

To copy a roster entry:

i Company
1. Press e

2. Press Users > Employee > New Roster.

A_.‘} Home @ sales M customers [l Products & vision

in the main menu bar.

[] company € History

[l Company Maintenance »
|-l Ledger / Cash Book  »
%z Franchise Maintenance »

1. Fashion Maintenance »
15 site »
= Access

=) Support

B POT Emulator

£_ Users

v v v v v

H__J Industry

B3 Portal Users »
D Employee »

% Suggestions

The Roster Maintenance window is displayed.
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% Awards

‘? Employee Report

E| Login Report

| @ New Timesheet
|7} Timesheets

ﬁ New Roster

E Rosters

B Schedule User
=

[= Schedule Report

[5 Schedule Customers

& Cashup
[L2] view Journal

89




90

Roster Maintenance

Date Stact Time (MMM Fimnish: Time (HHGMM) | Break SLart Time (MH:Braak Duration (15 mme Blks) #ub Doy Leave? Total Hours<brs ok

Select the site the employee belongs to from the Site drop-down list.

Select the employee you want to view from the Employee drop-down list.

The employee's roster is displayed.

Select the date you want to view in the Date drop-down calendar.

Click on another field.
Note: The Roster grid updates the date once another field has been selected.

The employee's roster for the selected date is displayed.
See Rosters Maintenance on page 77

Select if you want to view by Month or by Week from the By drop-down list.
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see [Chadstone - Date: 11/0572015 = |
| Emoloves: [Susan 1] Cooy Roster Tox 11/05/2015 I=l |
Copy Tor | Susan . Numbar of Racurring Months: 0
| & et - | osv: m <]
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92

8. Select the roster entries in the Roster grid you want to copy.

Roster Malntenance

Number of Recurrng Manths

Day: AS

St Time (MMM Finish Time (HHIMM)  Break Start Time (HM: Braad

Ouration (15 mme Blks
9100 AM

Fulb Doy Leave? Total Hours<b

w > O
3 5:00 Moy N
>y 2 [

- May ¢ AM oM 0 oM 2 N

1 Aoy 00 AM $:00 MM Moday N
tay 1
loncay May 2

1ay Moy 3
- ) May

B Save | ==Delsts | Copy | Recurrmg

9. Select the employee whose roster you want to copy the entries to from the Copy to
drop-down list.

Note: You can copy an employee's entries to their own roster by selecting the
same employee for both the Employee and Copy To drop-down lists.

10. Select the date you want the copied entries to appear from the Copy Roster To drop-
down calendar.
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11. Click .

The roster entries are copied to the Copy Roster To date.

Loy

Roster

szs: Chacstons . Date: 11/05/2015 -

Employes:  Susan - Ctgry Roster To: 11/05/2015 [+

Copy Tar  Susan - Number of Recurmng Manths: o

2y Month v Day: AY

Oae [SactTime (o) | Fish Tene OM:MN) |Sruak Start Time (4:Braak Ouraton (13 meis Biks) Ful Doy Leave Total Hours<trsdh |

Mencay 04 May 2015 9100 AM 5:90 9 Micay 2 ta 78 *|

?Wv 0= May 2012 o No om

Waanesday 05 May 24 10:00 aM 6:00 oM 3:00 2™ 3 Ha 1.5I

Thursésy 07 May 201 9100 AM 5:00 M Maday 2 o 78|

Sunday 10 May 2013 0 No 0 ‘

Moncay 11 May 201% 9:00 A 5:00 "M Macay 2 No 7S

Tuesday 12 May 2015 0 Ne g

Wanesday 13 May 2 10100 AM 6:00 7 1:00 P 2 "o 75,
/i Save | == Delete | | Copy | | Rocurmmg |

You can also:

= Add or edit the employee's roster entries. See Add or edit a roster on page 86.

= Set the employee's roster to recur for a selected number of weeks or months. See Set
a roster to recur on page 94.
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Set a roster to recur

Set a roster to recur if you want to repeat an existing roster for a number of weeks or
months. You can set a roster to recur on a monthly or weekly basis by selecting a Weekly
or Monthly view from the By drop-down list. You should use:

= The Weekly view if you want the roster entries to appear on the same day of the
week.

For example, Monday's entry always appears on the Monday of each recurring week,
regardless of what date it is.

= The Monthly view if you want the roster entries to appear on the same date of the
month and ignore what day of the week it is.

For example, the entry for the first of the month always appears on the first of each
recurring month, regardless of what day of the week it is.

Note: Choose your recurrence type based on whether your rosters repeat on dates or on
days of the week, not based on how long you want a roster to recur. For example, if you
roster your employees on a weekly basis and you want the roster to recur for three
months, count the number of weeks you need and use a weekly recurrence.

To set a roster to recur:

| Company . )
1. Press " """ inthe main menu bar.
2. Press Users > Employee > New Roster.

{}.}Home _‘f‘Sales _’f- Customers |[lj Products &1 vision | _J Company 44 History % Suggestions
1“: Company Méintenance >
|| Ledger / cash Book  »
;'J"J Franchise Maintenance »

2
ii“ Fashion Maintenance »

|12 site ,

: = Access »

| =) Support 4

¥ PDT Emulator >

‘_. Users "l'r} Portal Users » |

gq, Industr'z' '71:03 Employee » ?1\; Awards

‘_O Employee Report
LT’ Login Report

7 Timesheets
[ New Roster
f:aj Rosters
}S Schedule User
|[® schedule Report
E’g Schedule Customers
5 Cashup
wL__} View Journal

The Roster Maintenance window is displayed.
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Roster Maintenance

He - Delete o Rocumme

3. Select the site the employee belongs to from the Site drop-down list.
4. Select the employee you want to view from the Employee drop-down list.

The employee's roster is displayed.
5. Select the date you want to view in the Date drop-down calendar.
6. Click on another field.

Note: The Roster grid updates the date once another field has been selected.
The employee's roster for the selected date is displayed.
See Rosters Maintenance on page 77
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7. Select if you want your roster to recur by Month or by Week from the By drop-down
list.

Hoster Maintenance

Oate Stact Time (HH-MM)  Finish Thime (HH:MM)  Break Start Tene (HM: Brwak Durateon (13 m Full Day Leave? Total Hours«<be>dick ¢
Moncay 11 May 2013 9:00 am 200 ™M Muicay

10:00 AM 6:00 MM $:00 "M

b4 Save | == Dalets | Copy | Recurring

8. Type the number of weeks or months you want the roster to repeat in the Number of
Recurring Weeks / Months field.

Note: Any existing roster entries within the recurring period are overwritten by
the recurring roster.

Copy To Sutar I Number of Recurrng Weeks

Viaekd

9. Click | Recuring |

The roster entries are repeated for the selected number of weeks or months.

Tip: If you want to check that your rosters are correct, you can change the date or
switch to the Monthly view. See View rosters for a specific employee or date on
page 84.

You can also:

= Add or edit the employee's roster entries. See Add or edit a roster on page 86.
= Copy the employee’s roster entries to another date. See Copy a roster on page 89.

96 AMC Convergent IT Portal Documentation



Glossary

Account

An account is a general ledger structure that categorises particular kinds of income or
expenditure for financial reports. Accounts may also be called Ledgers in the Portal.

Aged balance

An aged balance is an amount of money owed that has been adjusted to factor an interest
rate applied over time. For example: you owe a creditor $1000, with a 10% interest. You
pay $700, leaving $300 still to pay. After the interest period elapses, 10% interest is applied
to the remaining $300. Your aged balance is now $330.

Balance

A balance is the total amount of money owed either by yourself to a creditor, or by a debtor
to you. A balance may be:

= Positive, indicating money is owed.
= Zero, indicating no money is owed.

= Negative, indicating the party who owed money has over-paid. For example, if you
pay a creditor $1000 when you only owed $999, your balance would be -$1.

Barcode

A barcode is a string of numbers that links to an item. Items can have multiple barcodes
assigned to them. Some barcodes called Price Embedded Barcodes encode information such
as the quantity, weight or price of the item into the barcode. You can configure different
types of price embedded barcodes in the Portal.

Batch (kit manufacture)

When manufacturing kits, a batch identifies a single point in time where a specified number
of kits were manufactured together.

Batch (stock take)

When performing a continuous stock take, a batch identifies a collection of items scanned at
one time by one or more PDTSs.

Brand

A brand is a means of identifying items that belong to the same product line. Items can only
have one brand, but items from different suppliers may have the same brand.
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Company

A company represents your organisation within the Portal. A company can have one or
more sites, representing physical locations of stores, including online stores. Some Portal
configurations and features affect the entire company, other configurations can be specified
per site.

Complete Order
A customer order is complete when:

=  The order has been fulfilled on the Portal.

= The order has been marked as paid in full on the Portal or the customer has paid the
remaining amount on the Point of Sale.

= The order has been collected or delivered.
Contract

A contract is a set of rules dictating the price, quantity and incentives offered by a supplier
for a specific item, used by the Portal when calculating the best supplier to purchase a
particular quantity of that item. Each contract relates to a singly supplier and item, and you
can have multiple contracts for each supplier and each item.

Controlled purchase order / Controlled requisition

A controlled purchase order or requisition cannot be finalised until it has been authorised by
Head Office.

Cost matrix / price matrix

A cost matrix or price matrix is a means by which the Portal can automatically calculate the
price of an item at each price level based on the item's supplier cost. You can create
multiple cost levels, so that the price levels of an item that cost $5 might be calculated very
differently from an item that cost $10.

A price matrix can be:

= Department-based, where all items within a department follow the same cost level
rules.

= Supplier-based, where all items from the same supplier follow the same cost level
rules.

Only one method can be used. You can also elect to use neither.
Credit adjustment

A credit adjustment adds credit to a balance, decreasing the amount of money owed. For
example, if you owed a creditor $100, a $10 credit adjustment would mean you owed $90.
Credit adjustments are usually used to correct errors. If you need to decrease money owed
due to a refund or return, you should use a credit note instead.
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Credit limit

A credit limit is the maximum amount of money a debtor is allowed to owe your
organisation at any one time. For example, if a debtor's credit limit is $1000 and they
already owe $900, they can only go into debt to the value of another $100.

Credit note

A credit note adds credit to a balance, decreasing the amount of money owed. It is usually
created when a balance needs to be adjusted due to a return, refund or rebate.

Creditor

A creditor is an entity to whom your company owes money. They may be a supplier,
providing the items your company sells, or they may provide another service, such as a
cleaner. The Portal treats suppliers and creditors the same. They have a balance tracking
how much you owe them, and a credit limit that determines how much your company is
allowed to owe them at a time.

Creditor payment

A creditor payment is a Portal record of paying invoices or debit adjustments. More than
one invoice or debit adjustment may be paid either partially or in full in a single payment
record. Creditor payments are a Portal record only and are not connected to your bank
account.

Cross-reference

A cross-reference records the supplier's internal item code for an item to streamline the
ordering process. Cross-references can make stock receipting easier, if suppliers use their
internal codes on delivery dockets. Cross-references are also required to use the Portal Data
Interchange (PDI) feature.

Colour

A colour is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Customer

A customer is a person or organisation who purchases items in advance, to be collected or
delivered at a later date. Customers may also have debtor accounts, where they are allowed
to owe money to your organisation and can pay off that debt via the Point of Sale.

Debit adjustment

A debit adjustment debits a balance, increasing the amount of money owed. For example, if
you owed a creditor $100, a $10 debit adjustment would mean you owed $110. Debit
adjustments are usually only used for corrections. If you need to record a charge due to an
order of goods or services, you should use an invoice.
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Delivery docket

A delivery docket is a type of stock receipt that records the incoming stock without creating
a creditor invoice. Delivery dockets can not record delivery fees or discounts. You can
match delivery docket stock receipts to creditor invoices.

Department

A department is a means of categorising items in your inventory. Items can belong to only
one department. Depending on your Portal configuration, you may have up to five levels of
departments in a heirarchy, by default called Departments, Sub Departments, Categories,
Sub Categories and Ranges.

Note: This documentation uses the Portal default names for these levels: Department
and Division. Your Portal may be configured to use different names, but the function is
the same. You can see the names and levels your Portal uses in the Department Layers
tab of Company Maintenance.

Department promotion

A department promotion is a promotion that applies to all items within a specific
department. A department promotion allows you to provide a discount for the items
purchased, either immediately or as a credit voucher. The promotion can be restricted to
only provide a discount if a minimum number of items or minimum sale amount is reached.

Discount
A discount is a reduction in the price of an item. Discounts can apply to:

= A selected item, calculated either per-unit or per-line.

= The whole transaction, calculated per-unit or per-line for every item in the
transaction.

Note: Some items may have discount maximums. If the discount you select is greater
than the maximum discount allowed for the item, the item is only discounted up to its
maximum level.

Per-unit discounts can:
= Reduce an item's price by a percentage of the original price. For example, 10% off.
= Reduce an item's price by a flat amount. For example, $1 off.
= Set the per-unit price to a set amount. For example, $5 per item.
= Set the price of the item to its cost price plus a set amount.

= Remove the tax of an item.

Per-line discounts can:
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= Cap the total price for an item line to a predetermined amount. For example, the line
total may be anything up to a maximum of $10.

= Set the total price for an item line to a predetermined amount. For example, the line
total is $10.

A discount may also prompt the operator for a discount amount.

Note: The item and transaction discounts available and the item discount maximums are
configured in the Portal.

Note: Special discounts such as some senior citizens or disability discounts make an
item tax exempt. If a tax exempt discount is applied, the customer must supply their
Senior Citizen or Tax Exempt ID during the tender process in order to receive the
discount. The Point of Sale displays the discount as if from the normal tax-inclusive
price.

Division

Divisions are top-level classifications for departments in your company. The Portal offers
two kinds of divisions to support the Oracle financial interfaces: Reporting and Financial.
Each department belongs to a single reporting division and a single financial division.

DSD

A DSD is an external supplier that is not part of your company. You may configure
different rules and restrictions for direct suppliers than are used for the company warehouse.
You can also restrict sites to use only warehouse suppliers and prevent them from ordering
from direct suppliers.

Employee

An employee is a member of your company staff that you want to roster on to your staff
schedule. Employees may or may not have access to Portal and Point of Sale systems.

Fashion

Fashion is the Portal feature that allows you to create variation of items, such as different
colours, sizes and styles of the same item. The default labels of colour, size and style can be
changed to something that suits your inventory.

Fixture

A fixture is a physical structure or area within your site that contains stock. This may
include gondolas, counters, refrigerators, back-room receipt trolleys, tables, wall sections or
any other area that regularly contains stock on your site. Fixtures are used primarily during
stock take.
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Group promotion

A group promotion is a promotion that applies to all items within a group that you define. A
group promotion allows you to provide a free item or a discount for the items purchased,
either immediately or as a credit voucher. The promotion can be restricted to only provide a
discount if a minimum number of items or minimum sale amount is reached.

Group purchase order

A group purchase order is a purchase order that combines the requisitions from several sites
into one purchase order. Stock levels can be allocated to each site during the creation of the
order.

Inventory

The inventory is the Portal feature of maintaining all items that you offer for sale in your
company.

Invoice

An invoice details an amount owed by an entity such as your company or a debtor, and the
goods or services that incurred that cost. An invoice usually details the period of time by
which it must be paid.

You can also receipt stock using an invoice. An invoice stock receipt automatically creates
an invoice for that creditor in your Portal records, and allows you to record additional
information such as delivery fees and discounts.

Inter-branch transfers (IBT)
An inter-branch transfer is a transfer of stock from one site within a company to another.
Item

An item represents a good or service provided by your organisation. Items are added to
transactions in order to sell or return them. An item will include information about its:

= Barcode.
Note: An item can have more than one barcode.

= Description.

= Unit of measurement, for example an item may be sold by weight or as individual
units.

= Price per unit of measurement.

Items also have additional information stored on the Portal, such as stock on hand,
promotions and discount maximums.

102 AMC Convergent IT Portal Documentation



Item options

Items can be modified with options to detail the customer's specific request. For example, a
coffee order may contain soy milk or extra sugar. The options available for each item must
be configured in the Portal.

Item variation

An item variation is an item that uses Fashion variations of colour, size and style. The
default labels of colour, size and style may be renamed for your Portal configuration.

Journal

A journal is a unique code identifying a date, site and terminal for a transaction within the
Portal.

Kit

A kit is an item that is made up of several other items in your inventory. The kit item itself
does not have a stock-on-hand. Instead, when a kit item is sold, the stock-on-hand of the
component items is decreased accordingly.

Label

A label is attached to an item and displays information about that item, such as the item's
price, best before date and quantity, cooking or nutritional information, or a barcode. Labels
can be printed via the Point of Sale.

Ledger

A ledger is a financial category or general ledger grouping that a transaction corresponds to
for accounting purposes. For example, Expenses, Staff Salary, etc. The Portal uses a ledger
for the Trail Balance Profit report. Your Portal may be configured not to use other ledgers.

Ledger type

A ledger type is a category or grouping of ledgers for accounting and reporting purposes,
such as Income or Expenses. Your Portal may be configured not to use ledgers.

Line minimum

A line minimum is the minimum number of different items that must be in a transaction to
trigger an effect, such as a promotion. Each unique item in a transaction creates its own
line. Multiple units of the same item are recorded on the same line. A line minimum of 3
requires 3 unique items to be purchased.

Manufactured Kit

A manufactured kit is an item that is made up of several other items in your inventory. The
kit item must be manufactured on site before it can be sold, and the stock-on-hand of the kit
item is tracked by the Portal. When you manufacture a kit, the stock-on-hand of the
component items is decreased and the stock-on-hand of the kit item is increased
accordingly.
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Matching

Matching is the process of linking a delivery docket receipt with a creditor invoice you have
created in the Portal. Invoice-type stock receipts automatically create a creditor invoice and
do not need to be matched.

Menu area

A menu area is a category of items designed to group items into meal types during table
service. For example, coffees, mains, desserts. Menu areas control which modifier items
can be applied to which prime items.

Modifier item

A modified item is an item in your inventory that is used to add a modification to another
item, such as adding 'soy milk' to a coffee. While modifier items can have costs and add to
the price of the item they are modifying, they cannot be sold directly on the Point of Sale.

Open transaction

An open transaction is a transaction that has not yet been finalised. For example, a creditor
invoice that has not been paid.

Operator

An operator is a staff member who uses the Point of Sale to process transactions or manage
the cash drawer. Each operator is identified by a unique operator code and password that
they use to log into the Point of Sale. Operator codes are unique to each site, but do not
have to be unique within a company.

Pack

A pack represents the number of units that an item is supplied in. For example, you may sell
cans of softdrink individually, but they are be ordered in packs of 24 from the supplier. This
is different to a referral, where both the single can and the pack of cans are tracked in the
inventory.

Pallet

A pallet is a set of cartons containing items that are grouped together as a specific collection
so they can be tracked from supplier through to sale via barcodes. A pallet usually has a
special barcode that encodes the number of cartons it contains, while each carton has a
special barcode detailing the quantity of items it contains and their expiry dates.

Pallet barcodes may also be linked electronically to the carton barcodes.
Payment terms

Payment terms is the number of days after issuing an invoice that a creditor expects to be
paid. Common payment terms are 21, 30, 60 or 90.
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PDT

A PDT, or portable data terminal, is a small hand-held device with a touchscreen and an in-
built scanner that can interact with the Portal to sell, order or count stock via the PDT
software interface. PDTs are registered as terminals for a site, just as full Point of Sale
terminals are, and require operators to log in to use them.

Portal Data Interchange (PDI)

The Portal Data Interchange (PDI) is a Portal feature that allows two separate companies
that both use the AMC Convergent IT Portal to streamline their procurement process by
automating the creation of customer orders and stock receipts between the companies.

Permission

A permission is a configuration that determines whether an operator is allowed to perform a
specific task. For example, the ability to authorise purchase orders or change employee
records may be restricted to certain individuals.

Portal operator

A Portal operator is someone with login credentials to your company's Portal. What a Portal
operator can do depends on their permissions. A Portal operator cannot use their Portal
login to log into the Point of Sale.

Point of Sale operator

A Point of Sale operator is someone with login credentials to your site's Point of Sale and
PDTs. Depending on their permissions, they may have limited access to some Portal
functionality through a PDT, but they cannot use their Point of Sale login to log into the
Portal.

Point of Sale supervisor

A Point of Sale supervisor is a Point of Sale operator with some additional permissions to
do things like authorise changes to the Point of Sale terminal, authorise gift voucher returns,
or anything else that your Point of Sale configuration requires a supervisor's authorisation
for. Their supervisor status is separate from any Portal permissions they may have.
Depending on their permissions, they may have limited access to some Portal functionality
through a PDT, but they cannot use their Point of Sale login to log into the Portal.

Price change

A price change updates the Portal with new prices for each price level of an item. Price
changes can only be performed by operators with sufficient Portal privileges.

Price level

The Portal inventory system can store multiple price levels. For example, you may have one
price level for retail customers and another for corporate or wholesale customers. The Point
of Sale can be configured to use the appropriate price level when a debtor or customer is
added to the transaction.
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Prime item

A prime item is an item that can be sold normally through your Point of Sale. Most of the
items in your inventory are likely to be prime items.

Procurement

The procurement system is the set of Portal features that manage and maintain the act of
replenishing your stock levels, including managing creditors, contracts, requisitions,
purchase orders, stock receipts, returns, adjustments and stock take.

Promotion

A promotion is a Portal feature which lets you create sophisticated rules to offer discounts,
free items or rebates when the customer purchases a particular set of or combination of
items. The Portal allows you to create promotions based on departments, suppliers, or your
own custom item groups.

Promotion group

A promotion group is a group of items you define that either is used to trigger a promotion,
or has the effects of the promotion applied to it. You can use the same group for multiple
promotions.

Purchase order

A purchase order is a request to an individual supplier to purchase a set quantity of specific
items. Purchase orders can be created manually, automatically created from finalised
requisitions, or generated using procurement configurations.

Rebate

A rebate is an amount of money offered back to the customer by a supplier as an incentive
to purchase. As opposed to a discount, special or promotion, where your company covers
the lost profit from the price reduction, the supplier is responsible for reimbursing your
company.

Rebate group

A rebate group is a collection of rebate item groups, used to easily control start and end
dates of rebates.

Rebate item group

A rebate item group is a collection of rebate items, where each item has its rebate rules
defined.

Receipt

A receipt is the printed record of a transaction, including the items, quantities and prices,
any loyalty information, the tenders submitted and the operator, the terminal and date the
transaction took place at.
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Referral

A referral is a connection between two items in your inventory, where one is considered
part of the other. For example, if your inventory tracks both individual cans of softdrink and
crates of 24 cans, you can use a referral so that purchasing a single can (Selling item)
depletes your stock of crates (Stock item) by 1/24th. This is different to using packs, as both
individual cans and whole crates of items are tracked in your inventory.

Referred item

A referred item is an item that is depleted by the sale of another item. For example, if your
inventory tracks both individual cans of softdrink and crates of 24 cans and sells the cans
individually, the referred item is the crate of cans, which is depleted every time an
individual can is sold. Referred items are also called Stock items in this documentation.

Requisition

A requisition is a list of items requested by a particular site. Each item is given a requested
supplier, and all items are included in a single requisition, even if they are from different
suppliers. Finalising a requisition can automatically open a purchase order for the
appropriate suppliers. Requisitions from multiple sites may be combined into a group
purchase order for a supplier, if your Portal is configured to permit group purchase orders.

Roster
A roster is a schedule of when specific staff members are supposed to work.
Sale minimum

A sale minimum is a minimum transaction amount used to trigger a promotion or other
effect. For example, a sale minimum of $10 requires that at least $10 of items are purchased
in a single transaction.

Selling item

A selling item is an item that uses a referral to track its stock levels on a different item. For
example, if your inventory contains both individual cans of softdrink and crates of 24-cans,
and your company sells the individual cans but tracks stock of the crates of 24 cans, then
the individual can is the selling item.

Size

A size is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Note: This should not be confused with an item's size as defined in the Details tab of
Inventory Maintenance, which details how units of an item should be measured and sold.
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Snap count

A snap count is a record of the stock-on-hand of an item or set of items at the time of the
snap count, as tracked by the Portal. Snap counts are used for calculations and reporting.

Special

A special is a temporary reduced price given to a specific item for a period of time. Where a
promotion applies to a group of items, a special applies only to an individual item.

Stock adjustment / write-off

A stock adjustment is a record of increasing or decreasing an item's stock-on-hand, with a
reason. For example, stock was found after stock take, or stock has been damaged.

Stock item

A stock item is an item that is referred to by another item, to track the stock-on-hand. For
example, if your inventory contains both individual cans of softdrink and crates of 24-cans,
and your company sells the individual cans but tracks stock of the crates of 24 cans, then
the crate of 24 cans is the stock item.

Stock on hand

Stock on hand is the number of units of a particular item a site currently has. It is updated
automatically by stock receipting, transfers, adjustments and sales, and compared against
stock take numbers to determine shrinkage.

Stock receipt

A stock receipt is the process of recording stock incoming from a supplier to a site. Stock
receipts record the supplier, date, item and quantities, including any items that were
received but not ordered, or items that were listed but not delivered. Stock receipts may use
a delivery docket, which is a plain record of incoming stock, or an invoice, which creates a
corresponding creditor invoice in the Portal to link with the stock receipt.

Stock return

A stock return is the process of returning stock to a supplier because it is faulty or otherwise
unsuitable for sale. Stock returns record the date, item and quantity being returned and the
reason for each item being returned.

Stock take

A stock take is the process of counting all units of stock at a particular site to obtain an
accurate stock-on-hand level. Stock takes can either be continuous, where stock is counted
while the site is still open for trading, or manual, where all stock is counted in a single
session while the site is closed for trading.
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Style

A style is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Supplier
A supplier is a creditor from whom you purchase items in your inventory.
Supplier promotion

A supplier promotion is a promotion that applies to all items marked as purchased from a
specific supplier. A supplier promotion allows you to provide a discount or supplier rebate
for the items purchased, either immediately or as a credit voucher. The promotion can be
restricted to only provide a discount if a minimum number of items or minimum sale
amount is reached.

Terminal

A terminal is the tablet or other device that runs the Point of Sale. Each terminal is
connected to the site via the base station, and is identified by a unique terminal number,
which is recorded in every transaction made by the terminal.

Point of Sale Transaction

A Point of Sale transaction is an exchange of items, which represent goods or services
provided by your organisation, for payment. Transactions include all the relevant
information about the exchange:

= The date, time, site and location of the transaction.
= The operator who performed the transaction, and which terminal they used.
= The items purchased or returned and in what quantities.

= The amounts and types of payments provided, including any change or
reimbursement provided to the customer or redeemed loyalty points.

Note: Transactions cannot be finalised until they balance. That is, the amount
owed by the customer is zero, and any amount that has been overtendered has
been issued as change.

The loyalty number linked to the transaction, if applicable.

You can view what is currently included in the transaction in the Transaction list of the
Point of Sale.

Note: In the Portal, a transaction also refers to an exchange of money, such as the
payment of a creditor, or a debit adjustment.
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Transaction line

A transaction line is an entry in the Transaction list that
contains an item and its quantity. If more than one unit
of an item is added to a transaction, the units are
grouped into a single line. Actions such as price
overrides, voids, discounts or refunds then apply to all
units in the line.

Warehouse

Chacken Drunvstk

6 583kg N x $2 99/kg $19.68
Crown Lamb Roeast

1.426kg N x $12 09%g $18.62
Total: $38.20
Credit Card $20.00
CASH $50.00
Change $31.80

A warehouse is a supplier that represents your company's central warehouse, used when

sites order some or all of their inventory from Head Office rather than directly from
external suppliers. You may configure different rules and restrictions for warehouse

suppliers than are used for direct suppliers. You can also restrict sites to use only warehouse
suppliers and prevent them from ordering from direct suppliers.
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