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ABOUT THIS DOCUMENT

The clock on/clock off feature is a great way to
track employee attendance, as it enables you to
record the exact hours worked by each employee.
Employees clock on when they start their shift
and clock off when they finish, so that their start
and finish times are recorded accurately.

If you switch on the automatic clock on/clock off
feature, employees will be automatically clocked
on when they log into Shortcuts, ensuring that
employees won’t forget to clock on when they
start their shift.

The clock on/clock off feature is particularly
useful for businesses that use the Walk-in
Manager, as only clocked on employees will be
allocated visits.



CLOCKING ON AND OFF IN THE PERFORMANCE
SCREEN

W
Click on the main menu. < SHORTCUTS
~ & 11:27 AM
2 Tue,1Mar'lé
) Clock On
Click on the performance (2D
icon. / —
v \ &
. .
. Find Employee Lucy
Click on the relevant Message

employee picture to select
the employee.

v

Rostered to Work from 9:00 AM to 2:00 PM

You can use the find Clocked off at2:16 PM on the 26/02/2016. VERESEE
employee button to Employee Services Breakdown Current Monih: 1/053/2016 to 31/05/2015 All prices are Eq GST
quCkly find a SpeCiﬁC Body Treatments Injectables Makeup Mens Cuts Hair Colouring
emp | oyee Clients Tanning Facials Hair Styling Ladies Cuts ‘Waxing & IPL
Today 6 1 1 0 1 o} 0 0 1 1 3
. Business 8 1 1 (4] 2 0 1 0 2 1 3
Click the clock on/clock
Week 6 1 1 0 1 0 0 0 1 1 &
Off bUtton Business 8 1 1 0 2 0 1 0 2 1 3
Month 6 1 1 0 0 0 0 1 1 3
. Business 8 1 1 0 2 0 1 0 2 1 3
Click yes to clock on/clock
off. Employee Dollars Breakdown
Service Rebook Retail Service Retail Sundry Total Avg/Client Points
# # # $ $ $ $ $ #
Today 8(9) 0 8 $518.18 $392.09 $0.00 $910.27 $151.71 0
Business 11 0 8 $649.99 $392.09 $4.82 $1,046.90 $130.86 0
Week 8(9) 0 8 $518.18 $392.09 $0.00 $910.27 $151.71 0
Business 11 0 8 $649.99 $392.09 $4.82 $1,046.90 $130.86 0
Month 8(9) Q 8 $518.18 $392.09 $0.00 $910.27 $151.71 0
Business 11 0 8 $649.99 $392.09 $4.82 $1,046.90 $130.86 0 &

Information - Shortcuts Point of Sale

@ Clock Anna Onat 11:29 AM?
< e %

Page 1



USING AUTO CLOCK ON

Click on the setup menu.

Click on the configuration
icon.

Click on the sales setup
menu.

Click on the Point of Sale
icon.

Tick the ‘auto clock on
employees at logon’ box.

Click done. Employees
will then be automatically
clocked on when they log
into Shortcuts.

|<none>

<none>

F Sell Products

F Sell Services

¥ Sell Sundry

~ Allow Pay off Accounts

I Low Stock Warning

I Ask to Rebook

¥ Require Discount Reason

Require Refund Reason

Create Walkin Manager Visits at POS

Confirm Employee on Service for Level Pricing
¥ Disallow Cash Out from Credit/EFT Card

~ Automatically Show Appointments

Allocate Employee Points on Product Sales

v Sellservices deactivated since booking

¥ Update Appointment Book on Service Change

I Enforce employees be clocked on before being used in POS

¥ UseEnd Of Day

W Enter float at start of End of Day
" Use Start of Day

I Auto-populate EFT Takings

" Auto Clock Off Employees
Number of EOD Employees

Clock Off Delay (minutes)

¥ Auto Clock On Employees at logon

¥ Allow Tips
I Give Tips Directly From Register
~ Allow Tips to Business
I" Enter Tips when Clocking Off
I Prompt for Tip on Card Payment
I Limit Tip to

I Limit Tip to

& % of sale
$|0 fixed amount

[

Thank you for your enquiry today. This quote is valid for 14 days.

<

Enable Quotes

Done

SHORTCUTS

2:32 PM
Tue, 5 Apr'16
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CLOCKED ON EMPLOYEES ON THE APPOINTMENT

BOOK

Employees who are
currently clocked on will
have a clock icon next

to their name on the
Appointment Book.

Off
Off
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Full Head Highlights Kelly Roberts
0400 444 000 1/4 Head Highlights
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!‘\i SHORTCUTS

" 2:45 PM
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CLOCKING ON AND OFF IN THE WALK-IN MANAGER

¥
a Click on the main menu. it ar Est Wait Tot Wait s In Service Price. Finish Fini 85 suortcuts
Keiran 3 d_t % Patrick 4/30 2:39 PM
L] 2:38PM 3 = 3 $2000 25 3:04PM 0 °
I .ﬂ Anna I .i. James S Tue,5Apr'lé
4:aAle)( 2 938 PM 5 New Checkout ° ,!, Mens Clipper Cut (James) $20.00
Click on the Walk-in F .., : Sam 415
Manager icon. David S oo s . B Ve e
ki 3 e
l!f James™ 10(2:49 PM) o £ cutThroat Shave (Katie) $20.00
Click on the relevant
employee at the bottom of
the screen. H\
Click the clock on/clock e
off button. A
Waiting

£ Lucy B clockort o

(Bt mtlam fren 2:38PM Cut Throat Shave
3:38 PM 2:53PM Mens Clipper Cut
Clients seen
Clients/hour
0.0
Service$/hour
] X =]
a £, 2 L K1 <
Katie James Anna Lucy Chris ) n
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MARKING EMPLOYEES AS AWAY / RETURNED

If an employee is away for a short time (e.g. performing reception work), they can be marked as ‘away’ so that they won’t be allocated visits. This will be recorded in your
employee attendance records.

8% snortcuts

Click on the main menu.

Patrick

3 Tk A
2:38PM - g

New Checkout

4/30 )

- g $2000 25 3:04PM -~ 2:39 PM
Tl 5 Tue,5Apr'16
o ,‘, Mens Clipper Cut (James) $20.00

Sam 4/15
= $2000 10 2:49PM
‘ Katie

3
2:38PM 3

Click on the Walk=-in
Manager icon.

3:04PM 25 5] 10(2:49PM)

o L cutThroat Shave (Katie) $20.00

Click on the relevant P
employee at the bottom of S
the screen.

5

.'F SHORTCUTS
Click the away button to Waiting
mark the employee as

away.

2:39 PM
S Tue,5Apr'i6

$2000 24 3:04PM

$20.00

Y Ty [© T

<Unspecified> N $2000 9 2:49PM

5 2:38PM Cut Throat Sh:
When the employee Clockedonsince  253DM  Mens Clipper Cut

returns, click on the s

. . 0
employee again, then click
return.

$20.00

Clients/hour
0.0

Service$/hour
$0.00

The colour of the a 8 a y) K1 <

employee’s button Katie James Anna Lucy Chris > A
indicates their status.

D 1y B clocor

Away since 2:39:42 PM,
for O minutes

Darkest: not clocked on.

Dark: currently away but
still clocked on.

Clocked on since
2:38PM

Clients seen
o

Light: currently clocked Gl

on. Service$/hour
$0.00

Lightest: due to start a

b 3 2 y <) 4 <
shift but not yet clocked K;‘tle James A.%a Chris Lucy Michael o >
on.
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QLD 4006
Tel: +617 3834 3232

www.shortcuts.com.au

UK AND EUROPE

Dalton House
Dane Road, Sale
Cheshire M33 7AR
Tel: +44 161 972 4900

www.shortcuts.co.uk

NORTH AMERICA
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Tel: +1 714 622 6682

www.shortcuts.net
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