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1. Focus User Manual Setup 

 

  

info@focuspos.com    

www.focuspos.com  

Copyright © 2007 Focus POS Systems, Inc. All rights reserved 
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2. Focus Setup 

Purpose  

The Setup program is the essential Focus  Module. The basic function of Setup is to create and maintain the data files. All 
of the systemôs user configurations and optional settings are established in Focus Setup. Access to Focus Setup is strictly 
controlled by Job Rights. 
 

Focus Setup may be run on any Station that is part of the Focus  system. Focus runs on one executable (.exe), therefore 
allowing the user access to Focus Setup from any station run ning Focus . 
 
Focus Setup contains twelve pull down menus across the top of the workspace. Each menu consists of a window with a 
different, yet often related series or group of options and components.  

 
The menus are File, Employees, Customers, Inventory , Printers, Order Entry , Locations, Reports, Menu, Miscellaneous, 
Close Day and About . Each menu brings up another menu or dialog box.  

  

 

mailto:info@focuspos.com
http://www.focuspos.com/
File%20Tab.htm
Employees%20Tab.htm
Customer%20Tab.htm
Inventory%20Tab.htm
Printers%20Tab.htm
Order%20Entry%20Tab.htm
Locations%20Tab.htm
Reports%20Tab.htm
Menu%20Tab.htm
Miscellaneous%20Tab.htm
Close%20Day%20Tab.htm
About%20Tab.htm


  
Modules  

A Module is a part of the Focus System that allows a user to access parts of the software.  The Optional Modules which 
are not part of the basic Focus System are listed below. 
 

Figure x.x Module Description  

Name  Description  

EDC Credit Card Module 

PMS Property Management Module 

BOF Back Office Module 

SCH Scheduling Module 

INV  Inventory Module 

CUS Customer Module 

GFT Gift Card Module 

NEP Net ePay Module 
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3. Focus Info 

The Focus System  
Information in this manual is subject to change without notice and does not represent a commitment on the part of Focus 

Point of Sale Systems, Inc. This software and manual are provided "as is" without any warranty. Focus Point of Sale 
Systems, Inc. in no way guarantees the accuracy, correctness, or reliability of this software or manual. The entire risk of 
using this software and manual is assumed by the user, including any incidental or consequential damage. Focus Point of 
Sale Systems, Inc. disclaims all warranties, expressed or implied, including but not limited to implied warranties of 

merchantability and fitness for a particular purpose. The software described in this document, and this document is 
copyrighted and Focus Point of Sale Systems, Inc reserves all rights. Only the original purchaser may legally use this 
software. Use of this software constitutes your acceptance of the following license statement and the previous statements 
regarding liability.  

 
License Statement  
The Focus System and this manual are licensed to the original purchaser only. Backup copies of the software and this 
manual may be made. No other copying of The Focus  system software or this manual may occur. Failure to comply with 
this statement voids the license. You agree to destroy all copies of the software and manual if the license is voided.  

 
Trademarks  
All brands and product names are trademarks or registered trademarks of their respective holder/s.  
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4. Focus End User Configuration 



Configuration Techniq ues  
Configuration of the Focus system to meet end-user operational requirements is simple and the processes used are 
consistent throughout all Modules. The following information is provided to orient the operator in the basic techniques 

that are recommended. 
  

With very few exceptions, when a touch screen is provided, all fields in all Modules may be accessed by touch.  When 
configuring the system areas of Setup, Employee and Canvas, however, it is recommended that both a mouse and a 

keyboard are available.  All areas of Point of Sale where alphanumeric input is required are provided with a pop -out 
keyboard on screen.  
  
Most Focus entities are pre-configured to a set number; there is no adding or deleting except for Employees, Menu 

Items, Inventory Items a nd Customers. 

  
Figure x.x Keyboard Commands  

Command  Description  

Tab  Used to advance from one data field to the next.  

Enter  Used to emulate OK on the dialog box. 

Delete  
Used to indicate that no selection is required from a drop down list. Select an option from the drop 

down list, press DELETE, <None> will be displayed. 

Alt  
Used wherever a Hot Key is indicated on screen by an underscored letter on a Command Button.  For 
example, Save, OK, Find, Delete, etc.   

Up/Down  Used to move Up and Down the drop down lists. 

 

Figure x.x Screen Elements  

Element  Description  

Drop -Down 
List  

A pre-configured list from which a selection must be made.  

Radio Box  A choice of options from which only one selection may be made. 

Status Box   Selected    Not Selected   Inactive 

Text Box  

To delete the contents of a  text box, double-click the text box and then press the "Delete" key.   To 

replace the contents of a text box,  double-click the text box,  then type the updated information directly 
over the selected area. 

Calendar  

 

 

Skips to the previous year. 

 

Skips to the previous month.  

 

Skips to the next month.  

 

Skips to the next year.  

  
Figure x.x Import/Export Functions  



 

Command  Description  

 

Moves all available fields over to the Included fields section. 

 

Moves the selected item in Available Fields to the space selcted in the Included Fields section. 

 

Moves the selected item in Available Fields to the bottom of the list in the Included Fields section.  

 

Moves the selected item in Included Fields back to the list in Available Fields. 

 

Moves the selected item in Included Fields up the list. 

 

Moves the selected item in Included Fields down the list.  

 

Moves all items in Included Fields back to the Available Fields section. 

  
Figure x.x Standard Entry Formats  

Time  Times are configured in 24 hour military format and must be expressed as MM:HH. 

Date  Dates are configured in North American format:  MMDDYYYY.  

 

Figure x.x Miscellaneous  

Italicized Labels  Any label that is italicized may be clicked on to drill down to another form.  

 

On Screen Keyboard Keys  

 



 
 

To select an image (.bmp or .jpg), audio (.wav) or audio/visual ( .avi ) file  

ž Click Image button .  

ž The Picture dialog box will be displayed.  

ž Select the directory required from the drop -down list.  

ž Click on the file required.  The file  name will be displayed in the file name field.  

ž Click Open.  The Picture dialog box will be closed and the image selected will be displayed. 

 

 
  

To deselect an Image, leave the File Name field empty.  
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5. File 

Purpose 



The File Menu is used to Logout and Quit the Setup Window. 

 

Accessing the File Menu 

While in Focus Setup, select File.  

 

 

  
Figure x.x Fil e Menu Options  

Option  Description  

Logout  Use to log out of Focus Setup. 

Quit  Use to quit the Setup Module. 

 

Related Topics 

Job Right óOffice ï Exit Softwareô 
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6. Employees 

Purpose 

The Employees Menu contains a variety of options for managing employees and 

maintaining detailed employment records. The Employee Menu is used by authorized 

personnel to enter and maintain employee name, address, contact information, 

employment status information, Job Rights and Labor Groups. An unlimited number of 

employees may be entered in the system. The ability to enter or view employee 

information is carefully controlled by Job Rights. Only those users who have the designated 

employee Job Rights will be able to access the Employee Module. 

 

Accessing the Employee Window 

While in Focus Setup, select Employees. 

 



 
 

Figure 1.1 Employee Menu Options 

Option  Description  

Employees  Add, remove and maintain employees.  

Jobs  Add, remove and maintain Jobs.  

Labor Groups  Add, remove and maintain Labor Groups. 

Messages  Send messages to employees. 

Schedules  Create, edit and print employee schedules. 

Skills  User-defined levels of employee competency. 

Termination Reasons  List of possible Termination Reasons.  

Time Cards  Edit employee Time Cards. 

 

Related Topics (none) 
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6.1 Employees 

Purpose  
The Employees Window is used to add, edit and delete employees. In addition, an employee list may be generated and 
printed from this window. Access to th e Employee Window is controlled by Job Rights. 
 

Restrictions  
If the user does not have the óEdit Employeesô or óView Employeesô Job Right the employee menu option appears grayed. 
If the user is restricted to specific Jobs then onl y employees that have one of those Jobs appear in the list. If the user has 
the óView Employeesô Job Right but does not have the óEdit Employeesô Job Right then the user is not allowed to edit 
employee values and the Delete button is also disabled. The Add button is disabled if the user does not have the óAdd 

Employeesô Job Right.  
 
The following fields may only be viewed if the user has the associated Job Right: Access Code, Jobs, Pay 
Rates, Employment Status and Skills.  Note:  These fields are accessible and all validations are performed while adding 

employees.  If the user has the óView Employeesô Job Right but not the óEdit Employeesô Job Right then any values 
entered into these fields are not saved.  
 
Accessing the Employees Window  

While in Focus Setup, select Employees > Employees. 

Labor%20Groups.htm
Termination%20Reasons.htm
Time%20Cards.htm


 
 

 
 

Figure x.x Employee Fields  

Field  Descript ion  

Employees  

A list of existing employees automatically sorted alphabetically by last name. Select an employee 
name to display all associated data for the selected employee. The list of active employees is shown 

by default.  Terminated and Inactive employees do not appear in the list.   If the user is restricted to 
specific Jobs then only employees that have one of those Jobs appear in the Employee List. 

First Name  
Required  - The employeeôs First Name, up to 20 alphanumeric characters. The first letter is 
automatically capitalized. 

Last Name  
Required  - The employeeôs Last Name, up to 20 alphanumeric characters. The first letter is 
automatically capitalized. 

Nickname  

Required  - The employeeôs preferred Nickname, up to 15 alphanumeric characters. The Nickname 
will be printed on the Guest Check, Activity, Attendance and Transaction Reports. If a Nickname is 

not entered the field defaults to the employeeôs First Name followed by the first letter of the Last 
Name. Example: The Nickname for Sam Brown would be ñSam B.ò 

Picture  
Display an employee picture selected from a graphic file. Click on the employee picture to select a 
picture. Tab to the employee picture and press the Delete key to remove the picture.  

ID1  

An up to 20 alphanumeric character employee identifier. This field may be masked to enforce a 
specific format.  The meaning of this field will vary by restaurant.  In most cases ID1 is the userôs 

social security number. The ID1 mask specified in time-keeping setup restricts the input that may be 
entered into this field . The length of the input must match the length of the mask otherwise the 
message ñLength of the ID field must match the mask ò is displayed.  For example, if the mask ñ999-
99-9999ò is specified then the value 123- would be invalid input.  

ID2  

An up to 20 alphanumeric character employee identifier. This field may be masked t o enforce a 
specific format. ID2 is used by the ADP interface.  The meaning of this field will vary by restaurant.  

In most cases ID2 is the employee number assigned by the restaurant .  The ID2 mask specified in 
time-keeping setup restricts the input that may be entered into this field . The length of the input 
must match the length of the mask otherwise the message ñLength of the ID field must match the 
mask ò is displayed. For example, if the mask ñ999-99-9999ò is specified then the value 123- would 

be invalid input. If the payroll data is imported into ADP then valid values for ID2 are between 51 
and 999999.) 

Access Code  Required  - A unique 1 to 4-digit numeric code used by the employee to gain access to the system. 

dhtmled0:Timekeeping2.html
dhtmled0:Timekeeping2.html


If the Access Code entered is not unique, an error message that contains the name of the employee 
that has the access number is displayed. Via the Access Code label, the next available sequential 
code may be generated automatically. A magnetic or bar code card can be used to input the code 

in this field.  

Address  The employeeôs street Address, up to 30 alphanumeric characters. 

City  The employeeôs City. 

State  The employeeôs State. 

Zip Code  The employeeôs Zip Code. 

Emergency 
Phone #  

Emergency telephone numbers use this format: (999)  999-9999. 

Emergency 
Contact  

The name of the person, up to 20  alphanumeric characters, to be contacted for this employee in 
case of an emergency. 

Phone # 1  The employeeôs telephone numbers use this format: (999) 999-9999. 

Phone # 2  Alternate telephone numbers use this format: (999)  999-9999. 

W4 Status          

Single  Selected if the employee is single. 

Married  Selected if the employee is married. 

Married:  Withhold 
at single rate  

Selected if the employee is married, but chooses the single rate for the 
purpose of withholding.  

W4 # of 
Allowances  

The number of allowances requested by this employee, up to 99.  

W4  Amount  The amount of any additional withholding for this employee, up to 999.99.  

Birth Date  The employeeôs date of birth. Use the mm/dd/yyyy format. 

Hire Date  The employeeôs date of hire. Use the mm/dd/yyyy format. 

Last Raise  The date on which the employee last received a raise. Use the mm/dd/yyyy format.  

Termination  The employeeôs termination date, if applicable. Use the mm/dd/yyyy format. 

Termination 

Reason  
Select the reason the employee was terminated from the list of available reasons.  

Salary/Day  The amount an employee is paid per day. 

Employment 
Status  

Active  Select this option if the employee is currently active in the system.  

Inactive  Select this option if the employee is inactive and can not clock in. 

Terminated  
Select this option if the establishment no longer employs the employee. 
Terminated status prevents employee access. 

Language  Select the Language to be used to display various prompts and messages for the employee. 

Pager #  The employeeôs pager number uses this format: (999) 999 ï 9999. 

Options  Require Card  
The employee must use a magnetic card, keyboard, scanner or 
fingerprint  to enter the Access Code and to gain access to the system. 



Extend Rights  
Selected if the employee will have a superset of Job Rights comprised of 
the rights associated with all of the employeeôs Jobs. 

Clock In/Out Only  
Selected if the Time Clock Module is the only Module available to this 
employee. 

Enforce Scheduling  
Selected if the employee is only allowed on the clock if there is a valid 

schedule time, otherwise a managerôs approval is required. 

Fingerprint at Clock 
In  

Requires the employee to use a fingerprint to clock in/out.  

Fingerprint 
Required  

Selected if the employee is required to use a fingerprint to log in at all 
times. 

Jobs 1 -6 
Select from the list of Available Jobs that this employee will be assigned. The first Job is required 
and must be assigned. All other Job assignments are optional. Jobs 1 through 6 must be assigned 

sequentially. Note:  The current Job should never be changed while the employee is clocked in. 

Pay Rate 1 -6 The hourly pay rate, up to $999.99, for each Job assignment.  

Skill  
The Skill level of the employee for each listed Skill. Each Skill Level must be between 0 and 10, with 
10 being the highest.  

Figure 1.2 ï Employee Commands  

Command  Description  

Close  Closes the Employee window. 

Save  Saves current changes. 

Add  Adds a new employee. 

Delete  Deletes an employee. 

Find  Finds employees based on Job Code or Employment Status. 

Tools  
Allows access to the additional commands: Print the current employee, Print all employees, and 
Import employees.  

Cancel  Cancels changes made prior to saving. 

 

  
Related Topics  

Job Right óEmployees - Edit Employeesô 

Job Right óEmployees - Add Employeesô 

Job Right óEmployees - View Employeesô 

Job Right óEmployees - View Access Codeô 

Job Right óEmployees - View Jobsô 

Job Right óEmployees - View Pay Ratesô 

Job Right óEmployees - View Employment Statusô 

Job Right óEmployees - View Skillsô 

Add a New Employee 

Modify Existing Employee Information 

Deleting an Employee 

Adding%20a%20New%20Employee.htm
Deleting%20an%20Employee.htm
Finding%20Employees.htm
Adding%20a%20New%20Employee.htm
Modifying%20Existing%20Employee%20Information.htm
Deleting%20an%20Employee.htm


Printing a List of Employees 

Finding Employees 

Import Employees  

[TOP] 

6.1.1 Add a New Employee 

Purpose  
The steps to add a new employee to the system are listed below.  
 

Procedure to Add a New Employee  

ž Access the Setup > Employees > Employees Window. 

ž Click Add. 

The Job, Rates, Require Card, Extend Rights, Clock In/Out Only, Enforce Scheduling, Language, W4 Status, # of 

Allowances, W4 Additional Amount, and Employment Status fields are automatically initialized to the fields of the 

current employee. 

ž Enter the employee's information (see Figure x.x).  

ž Click Add or press the Enter key to save the employee and continue adding employees. 

ž Click Save to save the employee and exit add mode. 

ž Click Cancel or press the Escape key to exit add mode without saving the current employee. 

ž Click Close to close the form without saving the employee. 

 
Related Topics  

Job Right óEmployees - Edit Employeesô 

Job Right óEmployees - Add Employeesô 

Job Right óEmployees - View Employeesô 

Job Right óEmployees - View Access codeô 

Job Right óEmployees - View Jobsô 

Job Right óEmployees - View Pay Ratesô 

Job Right óEmployees - View Employment Statusô 

Job Right óEmployees - View Skillsô 
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6.1.2 Modifying Existing Employee Information 

Purpose  
The steps to modify existing employee information are listed below.  

 
Restrictions  
If termination is the reason for modifying the information, Employee Termination Reasons must be established prior to 
completing this procedure. If the user does not have the óEdit Employeesô Job Right then the user will not be able to Add, 
Edit or Delete employees. 

  
Procedure to Modify Existing Employee Information 

ž Access the Setup >  Employees > Employees Window. 

Printing%20a%20List%20of%20Employees.htm
Finding%20Employees.htm
dhtmled0:Rights.htm
dhtmled0:Rights.htm
dhtmled0:Rights.htm
dhtmled0:Rights.htm
dhtmled0:Rights.htm
dhtmled0:Rights.htm
dhtmled0:Rights.htm
dhtmled0:Rights.htm
Termination%20Reasons.htm


ž Select the employee name in the Employee List to display information for the selected employee. Verify that the 

employee to change is highlighted. 

ž Make any necessary modifications to the employee information. Note: The employeeôs pay rates should not be 

changed while the employee is clocked in. Past payroll records are not changed by pay rate changes. 

ž Click Save. 

 

Related Topics  

Job Right óEmployees - Edit Employeesô 

Job Right óEmployees - Add Employeesô 

Job Right óEmployees - View Employeesô 

Job Right óEmployees - View Access Codeô 

Job Right óEmployees - View Jobsô 

Job Right óEmployees - View Pay Ratesô 

Job Right óEmployees - View Employment Statusô 

Job Right óEmployees - View Skillsô 
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6.1.3 Deleting an Employee 

Purpose  
The steps to delete an employee are listed below. 
 

Restrictions  
If the user does not have the óEdit employeesô Job Right then the user will not be able to delete an employee. If the 
employee is currently clocked in, the error message ñAn employee may not be deleted while clocked in.ò is displayed.  
You will need to clock the employee out or manually clock them out through the Time Cards Module. 

 
Procedure to Delete an Employee  

ž Access the Setup > Employees > Employees Window. 

ž Select the employee name in the Employee List to display the employee information for the selected employee. Verify 

that the employee to delete is highlighted.  

ž Click Delete. 

ž Click Yes to confirm the deletion. 

 
Related Topics  

Job Right óEmployees - Edit Employeesô 

Job Right óEmployees - View Employeesô 

Time Cards 
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6.1.4 Printing a List of Employees 

Purpose  
The steps to print employee information are listed below. You can print the information for the current employee or a list 

of all employees. 
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Procedure  to Print a List of Employees  

ž Access the Setup > Employees > Employees Window. 

ž Click Tools. 

 

 

ž Click the appropriate Print Current or Print All option.  

 

ž Choose which options you want printed on the report.    

ž Choosing All Information will select or deselect all options.  

ž Click Print. 

 

Related Topics  

Job Right óEmployees - View Employeesô 
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6.1.4.1 Sample Employee List Report 

Purpose  
A sample Employee List Report and description of the fields are listed below. 
  
Note:   The sample report may differ from the actual report.   The options used to configure the report will determine the 
actual output of the report.  
 
Figure x.x Employee List Report  
Focus Cafe  

                  Employee List  (5/25/2007 11:24:23 AM) Page 1  

 

================================================================================  

 Baker, Sarah                       Sarah B.         

 Bartender, Billy                   Billy B.         

 Boat, Tony                         Tony B.          

 Boop, Betty                        Betty B.         

 Busser, Bobby                      Bobby B.         

 Cashier, K athy                     Kathy C.         

 Cook, Charles                      Charles S.       

 Driver, Danny                      Danny D.         

 Focus, Installer                   Installer F.     

 Louie, Chef                        Chef L.          

 Man, Sales                         Salesman         

 Manager, Barbara                   Barbara M.       

 Manager, Mike                      Mike M.          

 Manager, Steve                     Steve M.         

 Mummart, Sharon                    Manager S .       

 Server, Bill                       Wild Bill        

 Smith, Frank                       Frank S.         

 Smothers, Sally                    Silly Sall       

 Taker, Order                       Order T.  

 

Figure x.x Employee List Report Fields  

Field  Description  

First Name, Last Name  Prints the employeeôs First and Last Name. 

Nickname  Prints the employeeôs Nickname. 

ID1  Prints the employeeôs ID1 field. 

ID2  Prints the employeeôs ID2 field. 

Access Code  Prints the employeeôs Access Code. 

Address, City, State, Zip  Prints the employeeôs Address, City, State and Zip Code. 

Phone Number 1  Prints the employeeôs Phone Number 1. 

Phone Number 2  Prints the employeeôs Phone Number 2. 

Emergency Information  Prints the employeeôs Emergency Phone Number and Contact. 

Birth Date  Prints the employeeôs Birth Date. 

Hire Date  Prints the employeeôs Hire Date. 

Last Raise Date  Prints the employeeôs Last Raise Date. 

Termination Date  Prints the employeeôs Termination Date. 



Termination Reason  Prints the employeeôs Termination Reason. 

W4 Information  Prints the employeeôs W4 Information. 

Employment Status  Prints the employeeôs Employment Status. 

Jobs  Prints the Jobs assigned to the employee. 

Pay Rates  Prints the employeeôs Pay Rates according to Job. 

Require Card  An ñXò will print if the employee has the Require Card option.  

Extend Rights  An ñXò will print if the employee has the Extend Rights option.  

Clock In/Out Only  An ñXò will print if the employee has the Clock In/Out Only option.  

Enforce Scheduling  An ñXò will print if the employee has the Enforce Scheduling option.  

Fingerprint a t Clock/In  An ñXò will print if the employee has the Fingerprint at Clock In option.  

Fingerprint Required  An ñXò will print if the employee has the Fingerprint Required option.  

Skill Levels  Prints the employeeôs Skill Levels. 

All Information  Prints all employee information.  

 

Related Topics (none) 

[TOP] 

6.1.5 Finding Employees 

Purpose  

The steps to find a list of employees with a particular Employment Status or Job are listed below.  
 
Restrictions  
The Employee List can be restricted to those employees with specific Jobs or a particular Employment Status. 
  
Procedure to Find Employees  

ž Access the Setup > Employees > Employees Window. 

ž Click Find. 



 

ž To find employees with a specific Employment Status, select the Status from the drop-down List: Active, Inactive or 

Terminated. 

ž To find employees that are assigned specific Jobs select the Jobs in the Job List.  Note:  Multiple Jobs may be selected. 

ž Click Ok. 

 
Related Topics  

Job Right óEmployees - View Employeesô 

Accessible Jobs 

[TOP] 

6.1.6 Import Employees 

Purpose  
The steps to import a list of employees are listed below.  
 

Restrictions  
The format of the file to be imported should be as follows.   The first line should contain the field names to be imported in 
quotes followed by commas. The fields that may be imported are:  

 

ñFirstNameò,òLastNameò,òNicknameò,òID1ò,òID2ò,òAddressò,òCityò,òStateò,òZipò,òPhoneNumber1ò,òPhoneNumber2ò,òEmer
gencyPhoneNumberò,òEmergencyContactò,òBirthDateò,òHireDateò, 
òLastRaiseDateò,òTerminationDateò,òTerminationReasonò,òEmploymentStatusò,òJobCode1ò,òJobCode2ò,òJobCode3ò,òJobCo
de4ò,òJobCode5ò,òJobCode6,òPayRate1ò,òPayRate2ò,òPayRate3ò, 

òPayRate4ò,òPayRate5ò,òPayRate6ò,òAccessCodeò,òExternalJob1ò,òExternalJob2ò,òExternal 
Job3ò,òExternalJob4ò,òExternalJob5ò,òExternalJob6ò 

 
Procedure for Importing Employees  

ž Access the Setup > Employees > Employees Window. 

ž Click Tools and then click Import.  
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ž Select the file containing the import information and click OK. The imported employee records will now appear in the 

Employee List. 
 
Related Topics  

Job Right óEmployees - Edit Employeesô 

Job Right óEmployees - Add Employeesô 

[TOP] 

6.2 Jobs 

Purpose 

The Jobs Window is used to establish and maintain Job specific information. Jobs 

represent categories of employees that have the same set of system capabilities. Up to 64 

Jobs may be maintained in the system. 

  

Accessing the Jobs window 

While in Focus Setup, select Employees > Jobs.  

 

 

 

Figure x.x Jobs Options 

Option  Description  

Jobs  Used to name the Jobs and assign the appropriate options for Jobs. 

Rights  Used to configure access levels for Jobs. 

Timekeeping  Used to establish and maintain different Timekeeping options for Jobs. 

Commands  Used to configure the Command Ribbon used in Focus Order Entry. 
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