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CLOUD POS Cloud Scheduler
Introduction

As a component of Linga rOS software ecosystem, Linga Schedules is a web-based software created for helping
restaurant managers to one-stop management of shifts, time-schedules, time-off, payrolls of the employees.
Integrated with the Linga Back Office application, stores are now able to manage their employees’ information,
roles, settings, shifts, overtimes, time-offs, payrolls, total payments by using Linga Scheduler’s user-friendly
interface. Also, employees can manage their shifts (swapping shifts with other employees or confirming shift
swap request coming from other employees) and permission requests by using Linga schedules.

This document describes features that Linga Schedules offers to its users in order to help them to manage time
scheduling, payroll, permission request activities.

Upgrading Your Linga Account to Use Linga Schedules
Add-On

Enter your credentials and login to your Linga account.

At the top right of the ‘My Stores’ screen, click on the “Upgrade” button.

“ STPsesaEE B

$49.99mo $39.99m0 $9.99m0
Billed in USD annually Billed in USD annually Billed in USD annually
With our Android based self- Scheduling, Timesheets, With our Android based self-
order kiosk, you can deploy Team Communication, SMS order kiosk, you can deploy
kiosks on each table, or setup Notifications, Multiple Role kiosks on each table, or setup
stand up kiosk for customers Types: salaried, multiple stand up Kiosk for customers
to self-order their food... wage rates and Qvertime ta self-order their food...
Show more > calculations - Mobile App Show more >

Coming

SELECT ADD-ON SELECT ADD-ON
@ ADD-ON

SELECTED

o
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CLOUD POS

Enter the number of registers to be added/reduced

plus:
Inventory

Management

Sales & Employee
Dashboar:
Alerts & Notifications.
Email Marketing
Happy Hours

Table/Floor Layouts
Payroll Reporting
Time Clock

hd

Current PRO
Registers: 5

ADD / REDUCE
REGISTERS

U

Enter Number of

Registers.

Select your billing plan

Biling the PRO plan +

Country Level

Enterprise Loyalty
Multi-store Inventory

ons:
Orline Ordering,
Text Alerts, Layalty)

Management Customer Display,

Waitlist, Caller ID

How do you want to be billed?

Annual Billing

Get your bill ance a s
yuse 49.99

Monthly Billing

Get your bill once a
month, *69.99

Cloud Scheduler

Mo /MO
USD billed annually USD billed
monthly
Add-ons:
systemSchedule $2999MO | addons:
systemSchedule $39.99 MO
3 Years Billing 2 Years Billing
Get vour bill ance a — Get vour bill once a P,
H “ H ”
Finally, select “Switch Plan
systemSchedule $29.99 /MO systemSchedule $29.99 /MO

Use coupon code

Please enter your coupon code here:  Coupan code

S\

()

Cancel Subscri

By clicking on the “Switch Plan” button, you are going to be redirected to Credit Card page. You can activate
your new plan by clicking on the “Activate Account” button.

Every 1 year(s)

Employee Scheduling 1
Yearly

SUBTOTAL
Florida (0%)

TOTAL

Payment Information

@ Card Number - xxxeoconk1111
Expiry Date - 11/2024
[+] Add New Card

By clicking ‘Activate Account' you agree to the Terms of Service and

Activate Account
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CLOUD Pos Cloud Scheduler

On the left menu, you can see “Schedule” button which became visible (only for admin users) as your
purchase is completed.

o] & (7] ¥
8 My Stores
(@ Dashboard

%% Products/Items

® Inventory

& Settings
8 Web Order
8 Schedule

£ User Management

From the left menu, click on “Licenses” button to navigate to license settings screen. On the licenses screen,
enable your Schedules license and save your settings. Now, you can start to use your Linga Schedules add-
on!

Licence Settings

WebOrder (Max Texting (Max Customer Display (Max Caller 1D (Max Wait List (Max CaliCenter (Max Schedule (Max

Store Stores:0) Stores : 0) Stores : 0) Stores : 0) Stores :0) Stores : 0) Stores : 1)

Burger

= Z
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CLOUD Pos Cloud Scheduler
Logging into Linga Schedules

Path 1: Enter your credentials and login to your Linga account. Click on “My Stores” on the left menu and then
choose your store.

On the left menu, click on “Schedule”. You are going to be redirected to Dashboard screen of the Linga
Schedules Application.

Note: Only store admins can login to Schedules through the Linga BO.

Path 2: Store admins and employees can also log into the Schedules application by navigating to the “Login
Page” through their browser and then providing their credentials.

LINGA

schedules

& USERNAME

# PASSWORD

When logged in, user is going to be redirected to the “Dashboard” screen of the Schedules application.
Dashboard Screen

Linga Schedules provides a multi-functional yet user-friendly dashboard screen helping users to check their
incoming messages, calendars, weekly schedules and weekly payrolls at a glance.

@ onstsoarn

L) Notifications & Messages [ This Week Your Schedule [ Your Week
ArslanTopcu _— 2019:0019
Approved Time Off Request E i 2019-08-20
“ Arslan Topcu — AvAr.0nat
New Time Off Request i Wi 2019-08-22

Arslan Topgu —
Rejected Time Off Request # Wi 2019-08-24

Arslan Topgu

2019-08-23

2019-08-25

< > August 2019

Dashboard Screen (Admin User)
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CLOUD POS Cloud Scheduler

The Dashboard screen displays with the following details:

* Notification & Messages - Notification & Messages received by the logged in employee.
* This Week Your Schedule - Date of the assigned tasks in the current week.

* Your Week — Payroll details of the current week.

* Calendar — When a task is assigned for an employee, it will be highlighted in the calendar.

N7/
schedules

Q Notifications & Messages This Week Your Schedule Your Week
View all messages 2019-12-31
8:30 AM - 5:30 PM Server (8 hrs ) Scheduled Hours: R
0 mins o 16hrs

@ pasHBoARD P

kemal tosun ?uz?ﬂ-m. 30 PM Server {8 hrs )
Scr.\:ef\.!l?m. Est. Wages: 200
Actual Hours: N
bl 0 mins

Ac‘..:!.‘: Yvagee: 0

¢ ) January 2020

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4

8:30a - 5:30p Server 8:30a - 5:30p Server

Dashboard Screen (Employee)

Using Scheduler for Managing Employee Shifts

Shift management functionalities can be performed at the scheduler screen of Linga Schedules.

Driver (8 hrs) Driver (8 hrs)
Test driver
16 hrs / $0
8:30 AM - 5:30 PM 8:30 AM - 5:30 PM
Driver (8 hrs) Driver (8 hrs)
Driver Test
LU 15 hrs [ $466.67
8:30 AM - 5:30 PM 8:30 AM - 5:30 PM

Kiosk (8 hrs) Kiosk (8 hrs)
n Kiosk User
16 hrs / $0

Server (8 hrs) Server (8 hrs)
kemal tosun
AUl 16 hrs / 5200
8:30 AM - 5:30 PM 8:30 AM - 5:30 PM

Testi Arslan
0 mins / $0

Tester Test
B O mins/ SO

Total Paid: $1,680.33 $74.33 $174.33 $174.33 $394.33 $394.33

Lash uiaser
16 hrs [ $160
8:30 AM - 65:30 PM 8:30 AM - 6:30 PM

8:30 AM - 5:30 PM 8:30 AM - 5:30 PM

Scheduler Screen
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CLOUD POS Cloud Scheduler

Scheduler screen displays with following details and information:

* Date range of the current week (By default, current week will be displayed).

You can navigate to the previous week by cIicking@ icon.

You can navigate to the next week by clicking oicon.

» List of employee name(s) available in the store to assign the tasks.

Note: In Linga Scheduler, there are two levels of authorization for the users: Admin and Employee.
Scheduler screen seems only for admin level users. All the employees working for the store will be
listed and only admin users are authorized to assign tasks to employees. For all other employees, only
their tasks are displayed in their calendars.

* Already assigned shifts to employees.

* Total payments calculated over the wage or salary entered (by the admin user) on daily/weekly or
monthly basis.

* Publish and Notify — Once the task has been assigned or modified, the changes will be reflected only
when the option ‘Publish and Notify’ is clicked. When a shift is published, employee will also be
informed via mail.

: : : +| | . .
To assign a shift to an employee, mouseover the respective date. On mouseover, the icon will be
displayed.

On clicking this icon, the pop-up displays as follows:

TEMPLATE

Assign Shift to ARSLAN TOPCU on Aug 19 2019

ROLE
Select Role - - <4Add Role

START FINISH MEAL BREAK(mins) REST BREAK(mins)

08:30 AM 05:30 PM 60

ADD SHIFT NOTES

SAVE TEMPLATE SAVE ALL THIS WEEKDAY

DELETE ‘
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CLOUD Pos Cloud Scheduler

Select the role of the employee. The role drop down displays all the roles that can be assigned to the selected
employee. (Various roles can be assigned to an employee depending on the store’s needs. This functionality is
detailed in the “Employees” section of the document).

Select the start time and end time of the shift.

Select the break timing.

Add comments/notes regarding the tasks that needs to be notified to the employee.

On enabling the option Save Template, the template will be saved for the future reference. The saved
template can be viewed in the Template tab.

CUSTOM TEMPLATES

Bartender = [l Bartender = [l Bartender = [ Bartender -
830 AM - 5:30 PM ’ o 830 AM - 5:30 PM ’ L] 830 AM - 5:30 PM ' m 830 AM - 5:30 PM ' m
Bartender = [l Manager = [l Manager = Wl Manager -
Manager - [ Server -
830 AM - 5:30 PM ' [ 800 AM - 1230 PM ' 0

| DELETE ‘ CANCEL SAVE

On enabling the option Save All this Weekday, the current task will be added for all the weekdays.

By clicking on the Cancel button, the changes made in the screen will be discarded.

The changes made in the screen will be saved by clicking on the Save button and the Scheduler screen will
be loaded with the newly created task.

(®) Lnen
(&) sciduces

<@ > Augl9-Aug25,2019
Choose ~ Mon19 Tue 20 Wed 21 Thu 22 Fri 23 Sat 24 Sun 25

Arsian T Server (1.5 hrs)

rslan Topgu
[ oy
800 AM - 12:30 PM

Kemal Tosun

onrs/s0
n Tst Test!

Ohs/ 50
- Test Chennal

Ohrs/ 50
|

Ohes/ 50

Total Paid: $0 S0 so $0 so0 so0 $0 so
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CLOUD Pos Cloud Scheduler

On mouseover the newly created task, the options display as

To add a new task to an employee in the same day, click on the E&== icon.

~

To edit the task, click on the e icon
To delete the task, clickonthe (@8]  icon.
b ST

By clicking the @ icon, a

You can view the total wage of employees on daily and weekly basis, at the bottom of the screen.

selected user shifts can be printed.

On clicking the employee name in the grid table, the Employee screen displays as follows:

EMPLOYEE

m Contact  Payroll ~ TimeOff  Other

FIRST NAME

Arslan

EMAIL*

arslan@benseron.com

LAST NAME

Topgu

PHONE

arslan@benseron.com

GENDER PIN

(@) maLe FEMALE | 0

DATE OF JOINING ACCESS LEVEL

Select Date -] System Administration

Cash Diaxer
0 mins/ $0
SCHEDULE WARNINGS

5 John Smith
10 hrs 15 mins! Overtime - Scheduled 15 mins
A 2020-01-13

Driver Test
oT mins / $466.67

Scheduler warning in the case of overtime shift

Page 10 of 20



CLOUD Pos Cloud Scheduler
Shift Swapping Requests

Employees can swap their (assigned and published) shifts with other employees by using the “Swap Shift”
feature of Linga Schedules.

Shift History | Jan 01, 2020 x

o CREATED LINGA TEST at Jan 01, 2020 23:37
@ PUBLISHED LINGA TEST at Jan 01, 2020 23:41

. SHIFT Server, 8:30 AM - 5:30 PM at Jan 01, 2020
|__ Meal Break: 60 min. Rest Break: 0 min

Employee chooses the shift to be swapped by clicking the shift on the calendar (Dashboard), then “Shift
History” is displayed.

On clicking the “Swap Shift” button, dates of the swappable shifts are listed as follows:

Shift Swap | Jan 01, 2020

» 2020-01-02

» 2020-01-03

» 2020-01-04

Page 11 of 20



CLOUD Pos Cloud Scheduler

When a date is selected, swappable shifts for the selected date are displayed:

[bar login] Cashier - 8:30 AM - 5:30 PM

[Table User] Manager - 8:30 AM - 5:30 PM

[Cash Diaxer] Bartender - 8:30 AM - 5:30 PM

[Test driver] Driver - 8:30 AM - 5:30 PM

[Driver Test] Driver - 8:30 AM - 5:30 PM

[Kiosk User] Kiosk - 8:30 AM - 5:30 PM

Then, employee selects a shift from the list and the Shift Request is sent to the Manager for approval. Once
the Manager approves, the other employee to swap his/her shift must approve this swap request as well.

Requests (time off or shift swapping) made by other employees can be approved in the “Request” screen. In
this screen, managers (admin level) can approve time off or shift swapping requests of their employees
whereas employees can approve shift swapping requests coming to them from their co-workers.

LIN © reauests

schedules

REQUESTS
Manager — Employee

Cash Diaxer
2019-11-13 - 2019-11-13 - gig Approve Reject
kemal tosun

e siec
2020-01-05 - 2020-01-05 - I'm requesting a timeoff for friday Approve Reject
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CLOUD POS Cloud Scheduler

Time Off Requests

In Linga Scheduler, time off requests are managed at the “Requests” screen and by clicking “Requests” link at
the top of the screen, users can navigate to the Requests screen:

TimeOff Request

Click on the Time Off Request button, then the pop-up appears as follows:

TimeOff Request

DAY NOTE PERIOD

Select Period b 4

PARTIAL TIMEOFF @

You can select the date and duration (Period) required for the time off. You can also select Partial Time Off
(For example, if an employee is going for higher studies and he can come for half day shift). Finally, click on
the Save button.

Once clicked the ‘Save’ button and completed, time off requests can be seen in the Messaging screen/ Sent
Item tab.

Page 13 of 20



CLOUD Pos Cloud Scheduler

Managing Employee Information

In Linga Scheduler, you can add, update or delete details of the employees in the Employee screen. (Only
admin level users are authorized to manage employee details.)

schedules ﬂ
EM PLOYE ES Eg: Employee Mame Enter + ADD EMPLOYEE
Employees * Phone 4 Email & Join Date & Last Login % Actions
Systam Administration
LA -10- -10- B y
Admin & 2019-10-18 2015-10-18 13:47:38 [=Rnlr
Employae
IJarIIl;gisn = 444444 2019-09-16 2019-09-16 01:03:05 = Rmngrg
Emplayee
E Ear; 2019-10-16 2019-10-16 13:48:08 BmE
Emplayee
e 2323423423 2019-09-20 2019-09-20 15:22:54 =R g
bar tender test asd
Employee
P E655550100 cashier123@mail.com 2019-09-16 2019-11-08 06118:02 & i @
."'1,6']"".""' 444335567 ali@lingapos.com 2019-09-16 2019-10-23 13:33:22 = i [
Drivar Test
Emplayes .
Engin Test 123-123431 engin@iest.com 2019-08-25 2019-10-28 0310:28 B4 m E

At the “Employees” screen, you can see all the employees working in the store and you can start to manage
employee details by clicking “Edit” icon in the “Actions” column. You can also add a new employee or delete an
existing employee’s details, by simply clicking related icons.

You can edit the First Name, Last Name, Email address, Phone number, Gender, Employee PIN, Roles, Date
of Joining, and Access Level (Admin/Employee).

You can add/edit the address of the employee by clicking on the Contact tab.

You can add/edit the pay rate of the employee by clicking on the Payroll tab.

EMPLOYEE X

General Contact m TimeOff Other

PAY RATES

Hourly -

WEEK DAY RATE($)

1

SATURDAY RATE ($)

SUNDAY RATE ( $)

Page 14 of 20



CLOUD POS

You can select a pay rate as Hourly/Salary or role-based for an employee.

EMPLOYEE

PAY RATES

Role Based

DEFAULT HOURLY RATE ( $)

15

4+ Add more

ROLE HOURLY RATE ($)

ook ¥ - e

Break timings of an employee can be managed in the TimeOff tab.

EMPLOYEE
General  Contact = Payroll Other
DAY NOTE
PARTIAL TIMEOFF 0]

PERIOD

Select Period

Cloud Scheduler

Page 15 of 20



CLOUD Pos Cloud Scheduler
Messaging

Linga Schedules allows users to communicate with each other through the messaging functionality.

ﬂ Q Notifications & Messages This Week Your Schedule
4 kemal tosun
KT i 20200102 %
New Time Off Request
LINGA TEST

View all messages

< > January 2020

At the dashboard screen, an incoming message can be read by clicking on it.

From : kemal tosun

Subject :New Time Off Request

New Time Off - Date: 2020-01-02.

There is a partial working time: The Employee is
Available after 12:00 AM.

Notes: I'm requesting a timeoff for friday .

Page 16 of 20



CLOUD POS Cloud Scheduler

You can display your inbox and sent messages in the “Messaging” screen. On clicking the Messaging tab, the
screen displays as:

LINGA B9 messacime

schedules

INBOX (1) SENTITEMS (10) MNEW MESSAGE
User Subject Date Actions.

kemal tosun New Time Off Request 2020-01-02 w =

You can read your messages by clicking the mail icon in the “Actions” column.

To create a new message, click on the New Message button.

On clicking the ‘New Message’ button, the pop-up displays as:

Compose Message X

To:

!;JI;‘JE:',

You can choose an employee to send message, enter the subject of your message, write your message body
and then click on the Send button.
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CLOUD POS

Store Settings

Cloud Scheduler

Linga Schedules provides a one-sided manual synchronization feature with Linga Back Office application, which
means that your store’s information in Linga Back of House can be directly synced and transferred into the
Schedules application whenever you want. Therefore, you don’t need to worry about a mismatch between your
store’s information in Linga BO application and in Linga Schedules.

Although your store information can be manually synced with the Linga Back of House anytime, you can also

edit your store’s settings by yourself at the Store Settings screen. To do this, click on the . icon displayed

on the top-right of the screen.

The ‘Settings’ screen displays the details that were given while creating an account.

i B4 messacing
SETTINGS - Menu

BUSSINES NAME

Menu

STORE PHONE

DAY OF WEEK

Sunday

STORE ADDRESS

6/1

CURRENCY

US Dollar

TIME ZONE

(GMT -05:00) US/Central

TIME FORMAT

BUSSINES TYPE

restaurant

STORE EMAIL

dthompson@benseron.com

SAVE
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CLOUD POS

Cloud Scheduler

You can add/edit the details such as your store’s address, phone number, e-mail address, local time zone,

currency, general pay rates and holidays.

OverTime
HOURS PER DAY (x)PAY
8 1,5
HOURS PER WEEK (x)PAY
40 1,5
= Holiday
DAY NAME

National Day|

Edit Profile

Users can edit their Profile details by clicking on the Profile link.

NAME LAST NAME

Dave Thompson

EMAIL ADDRESS MOBILE NUMBER

enseron.com 9094127654

dthompson¢

OLD PASSWORD NEW PASSORD

DO NOT DISTURB TIME TIMEZONE

PREFERRED HOURS (Nuber of hours preferred per week)

UPLOAD IMAGE

| Email [v] sms SCHEDULE UPDATES

In this screen, users can reset their passwords, upload their photo, update their email, mobile number and

other information.

Once the profile details changed, click on Save button.
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CLOUD Pos Cloud Scheduler
Integration With Front House (IPAD)

Synced also with Linga Front House, Linga Schedules is getting and then processing clock-in/clock out data,
for enabling store admins to follow employees’ transactions with IPAD. This synchronization is made
periodically (15 minutes) and in this way, transactions to the employees on IPAD are saved to the Schedules
database and it is possible to follow the current working times and payrolls through the Schedules application.

What is Next?

Like all dynamic Linga rOS software ecosystem components, the Linga Schedules application continues to be
improved with new features that make life easier for its users. For this purpose, the Linga Software development
team is currently working on strengthening the integration of the Linga Schedules with the Linga Front House
(IPAD) application and in the near future, logins to the IPAD application will be fully integrated into the
authorizations and schedules specified in Linga Schedules and employees who do not have a shift on a given
day will be prevented from entering the IPAD application without administrator approval.
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