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How to Create Employee & Cashiers

1) After logging into the FasTrax
Director, select the “Maintenance”
icon.

2) Select “Employees” from the
available selections listed along the
top of the Director.

3) From the Employee screen choose
the Add/Plus button located at the
bottom of the screen.

The top portion of this screen shows
existing employees. You can edit by
highlighting an employee and changing any
information in the lower section(s).

Maintenance

Maintenance

Teme Cock | Qows | Depatments | DoptGrups | Tenders | POSPiags | POS Accounts | Erployess | Vendom | House Accourts | Megawe Chack | Lo s i |

Esistng Employees.

The lower portion of this screen shows the
editable attributes of an employee/cashier.
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4) In the lower portion, there are
separate tabs for Employee and
Cashier information. Fill in the
information for this Employee.

L

Employee Information
Employse Info Cashier Info
Emp # Name Password Payroll 1D

L]l || || |

Address1 Address2 Phone Mumber Payroll Company

City State  Zip Hire Date DOB

[ 11 | [em8e07 [e/29/2017

Emergency Info

POS Pemmissions

B-] B-]

The Employee Number, Name and Password are a//
that have to be entered for an employee. These are
necessary for Clocking In/Out on the POS. Any
additional information is optional.

Contact Name Phone Number

Acﬁv‘e T Full Tind

If this is a currently working employee,

large numbers of employees are listed.

5) Once the Employee information is
entered, click the tab that is labeled
“Cashier Info”.

6)

Un-checking an Employee from “Active”
does not mean they are terminated.

check the “Active” box. This aids in sorting if

Employes Information

Employee Info  Cashier Infa  POS Permissions
POS Display Name  Password
[Defaul cashier | [1
Active
Manager
Account Lookup
No Sale

Cancel Sale

Void

ltem Retum

Clear Tender
SafeDrop

Paid Ins

Paid Outs

Add Plu

Price Change (Temp)

Tax Exempt
X Register
Z Register

Default Cashier ~

Copy Cashier Settings

Enter the cashier name as you want it to show on Z tapes and reports. Enter the

numerical password for this employee. Passwords cannot start with “0” or “9”. Lastly,
check any attribute you want this cashier to have while logged in and operating the POS.

Enter name as you want it
to show for POS reports

and Z tapes.

oyee Info Cashier Info POS Pemissions
FOS Dig Mame  Password
| Default Cashig® | |1
gtive Clear Tender
Mbnager SafeDrop

Paid Ins
Even though all employees
have to also be SETUP as
cashiers, they do not
actually have to be able to
run the register. They will
NOT be able to log onto the
POS if “Active” is
unchecked. This enables

aid Outs
idd Plu
fice Change (Temp)

L

Since this password is used to Log into
the POS, it can be the same as the
Employee Password (which is used to
Clock In/Out). No leading 0 or 9.

Tax Exempt
¥ Reaqister
Z Fedgister

Default Cashier e

Copy Cashier Settings

you to control the activity of
Employees as Cashiers.

Check an attribute you want the current
Employee/Cashier being setup to be able to perform.
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7) On the “Cashier Info” screen, there
are a set of quick options for setting
Cashier attributes.

T |

Copy Cashier Settings - If you want to copy a
pre-existing cashiers settings, choose them
from the drop down and press this button.

Check All - Pressing this will check all
attributes.

‘ Chechk Al Clear Checks

Damen Schwartz
Doug Nolan
James Wiliams
John Griffin
Jonathan Watters

Clear Checks - Pressing this will clear all
attributes checked for this cashier.

8) After you have completed entering
information for this
Employee/Cashier, choose the
“Save” button located at the bottom
of the Director.

This will provide a report of all
Employees/Cashiers for reference.

Reggie Roberts
Shelby McElvea
Stacey Zanetti
Steve Cowver

Zack McAnaly

Press this to delete (remove) a
highlighted employee.
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How to Edit Employees & Cashiers

1) After following steps 1 & 2 from the “How to Create Employees & Cashiers” section,
choose the employee/cashier you wish to edit.

Maintenance
Time Clock | Stores | Departments | Dept Groups | Tenders | POS Flags | POS Accourts ||Ernployee5| Vendors | House Accounts | Negative Check | Logif < [ » |
Existing Employees

. Active DoB Address 1 Address 2 City State Zip

Default Cashier

2) Edit any applicable information from the “Employee Info”, “Cashier Info”, and “POS
Permissions” tabs.

Employes Information
Employee Information Employee Information Employse Info  Cashier Info  POS Pemissions
Enployee Info. Cashier info PO Pemissions Employes Info  Cashier Info  POS Permissions

Emp# Name. Password Payroll ID. POS Display Name  Password [ Pricebooic
[ ] 1 ] 1 ] |Defautt Cashier | [1

Address Address2 Phone Number Payrol Campany. A Active [ Clear Tender B Tax Bempt o 4 Clea Checke 4 Buydowns ] shit Recon 4 Vendors
[ [ |l ] ] [ Manager 2] SafeDrop 1  Register [ VendorPats  [] Day Recon [ settings

[ Reorder

M Tates Check Al Clear Checks

Cay State Zp Hire Date. D08 N z
L1 [emmr O~ 6292017 L EA Acoount Loskep E4 Fad ins M Z Regster [ Cycle Counts [ House Accounts  [7] Offine Mode Settings
[ No Sale [ Paid Outs
E’.T:f:”:;‘m"!“‘ ohere Nnber [ Cancel Sale ] Add Plu [ Spot Checks [ Depatments [ POS Edtor
[ I ] 1 Void [Z] Price Change (Temg) . [ Trandfers [ Department Groups [4] Training Mode:
E4 em Retum O Adusimerts ] Employees.
we [ Full Time. [0 Bind Cycle Count [ ReconAdmin [ Resst Biometic Data

[ Recsiving [ POS Flags

3) Press the “Save” button when
finished editing.
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How to Delete Employees and Cashiers

1) After following steps 1 & 2 from the “How to Create Employees & Cashiers” section,
choose the employee/cashier you wish to delete.

Maintenance
Time Clock | Stores | Depatiments | DeptGroups | Tenders | POSFags | POS Accounts |[Employees | Vendors | House Accounts | Negafive Check | Logil< [+ ]
Existing Emplayees

Employee # Name & Active DoB Address 1 Address 2 City State

_ 1 Default Cashier

2) After highlighting the applicable
Employee/Cashier you wish to
delete, press the “Delete” button.
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