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Manage Contacts  
 

How to add a new contact 

 From the Menu tab, select the Operations category. 

 Select Manage Contacts. 

 

 

 

 

 Select Add new contact. 

 

 

 

 

 

 

 Enter the contact details. 

 Select the Insert button. 
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To assign a specific person into a Zone, use the drop-down arrow to select the following: 

 Contact Type 

 Zone Type 

 Zone 

 

Forecasting 
A clear view of the Restaurant forecast provides the Restaurant Management Team the assurance that 

their inventory and labor schedule is properly aligned with expected sales. 

 From the Menu tab, select the Operations category. 

 Select Forecasting. 

 

 

 

 

 

 NB the last year column and system forecast column can't be adjusted. 

 The user can adjust the forecasting by editing the manager forecast column. 

 Editing the Day Totals will drill down correctly as per hour ratios. Per hour sales can be edited if 

need be and can go down to 15-minute interval if needed. 
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Editing a Forecast 

 On the Forecasting – Sales page click on the calendar in the top right-hand corner.  

 Manager edits can be made to overall sales by firstly choosing a method of adjustment: by Rand 

value or by percentage. 

 Select the date - NB use the previous date. 

 Select the metric - either sales or transactions. 

 Edit the manager forecast column. 

 Select Save. 

 

 A confirmation pop-up will appear. 

 

 

 The forecast can be viewed as a table or a graph by selecting the graph widget button next to 

the history button. 

 

 

 This is an example of a forecast as a graph, using different day parts.  

 

 

Day parts 

 Breakfast, Lunch, Dinner. 

The day parts can be viewed in a graph or a table layout. 
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 This is an example of a forecast in table layout.  

 

 The user can change the view by selecting the graph widget button next to history to view 

the hourly filters  

 The user can edit the hourly forecasted values as per the business requirements.  

  

 The values can be edited in the Manager Forecast fields. 
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Sales Budget 
The Seles Budget is entered as per client's forecasted prediction. 

 

Editing the sales budget 

 From the Menu tab, select the Operations category followed by Sales Budget. 

 

 

 

 

 

 

 Ensure that the store name is correct. 

 Select the fiscal year. 

 Select Edit on the right-hand side of the chosen sale budget line to update it. 

 Enter the amount. 

 Select Update to save.   
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Store Calendar 
The Store Calendar is used by the manager to plan the daily, weekly or monthly activities in the store. 

 From the Menu tab, select the Operations category followed by Store Calendar. 

 

 

 

 

How to add a new series  

Not to be used at store level as a standard but can be used as a reminder. 

 Right click on the selected calendar date.  

 Either select New Series or Adjustment. 
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 Edit the Title and the Description. 

 Select the Recurrence.   

 Select the date and Save. 

 Click on the Order button to proceed. 

  

 

 

 

 Set the Cut Off Time to 10:00 am. This can be changed as per the client’s preference. 

 Set For Delivery to 3, or as per the client’s preference. 
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Production Dashboard (MP&C) 
Production dashboard shows an overview of the products the store sold and which products are 

available on hand. 

 From the Menu tab, select the Operations category followed by Production Dashboard. 

 

 

 

 

 

The production dashboard has indicators for the users to identify the stages in a colour format. 

 

 

 

Using the dashboard 

To cook 

 Select the stock item to cook i.e. Veggie Patty. 
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 Enter total quantity dropped. 

 Select Confirm Cook. 

 

 

 

 

 

 The blue box will show the time and quantity of the item that is being cooked. 

 

 

 

 

 

 The status will change to orange as soon as the item is done cooking as it will indicate the shelf 

life of the item in a warmer. 

 

 

 

 

 

 The color will change from orange to red indicating that the product is nearing expiration. 

 If the item was not sold by the time its shelf life is reached then a flashing red color will indicate 

that the item is now expired. 
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 Once the product is cooked the manager can re-select the item that has been cooked.  

(i.e. batch No. 1) 

 

 

 Select one of the available options on the left such as Correct Quantity, Correct Time etc. 

 Select Confirm Completion should the product be sold out. 

 Delete Batch if the manager may have projected incorrectly. 

 

Note: 

Managers are encouraged to only Waste the item at the end of a shift or day end and not through 

the production dashboard to avoid duplicating entries. 
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Workflow setup 
Workflow is the main way to access tasks that are required to be completed for the day. 

This can be configured to have any tasks added to assist restaurants and management to have a 

structure during the day.  

 From the Menu tab, select the Operations category followed by Workflow Setup. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Workflow allows for different day paths such as Opening Shift, Shift Change and Closing Shift.  

 Day paths can have required tasks that are data saving with shifts. 
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 Under task detail an admin user can select the relevant configuration settings to assist with the 

workflow set up. 
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 Drag any important task in to the Is dependent on box. 

 Any tasks that requires management authorizations can be dragged in to the Overrides box. 

  

 

 

 

 

 

 

 

 Schedule Task is a program in MacroMatix that enables the user to automatically perform 

routine tasks. 

 Schedule the task to run Daily, Weekly, Monthly or Yearly. 

 Does not end means that the scheduled task will run indefinitely as the store continue to use 

the MacroMatix program. 

 End on will stop the scheduled task on the specific set date. 

 Ends after will end the scheduled task after the specific set date. 

 

 


