Instructions to run kitchen payroll scheduler

Enter data into the ‘Scheduler’ sheet. (Tab to the far left.) All the other sheets auto-generate, and no entry is required.

In the ‘Scheduler’ sheet, enter the following information as it pertains to your operation:

· Employee names in column C

· Employee rate/hour in column D

· Employee in/out times in columns G through T (use the drop-down 

      feature for convenience)

· Employee days off in columns G through T (use the drop down feature for convenience)

· Employee other pay, such as vacation, sick, holiday, personal, etc. in columns G through T (use the drop-down feature for convenience)

Once all entries are completed, hit the ‘Run Schedule and Costing’ button (G1)

You can now print and publish the Employee Schedule (hit Print Schedule)and the payroll cost report (hit PR Costing Analysis)

Have fun while controlling your payroll costs!

