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USER GUIDE

Department Head

Setyourteam's duty roster, approve overtime meals,
create guest vouchers, and track your department's
meal costs.
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START HERE

Department Head guide contents

Fordepartment heads and managers who are responsible fortheirteam
and its meal costs. Everything you seeis limited to yourown department.

The screenshots show the app inIndonesian. Inthe app, openProfile & Account and choose
EN to switchthe language.

® WHAT YOU CANDO OUTSIDE THIS ROLE

® Fillinthe team's duty rosterand days off See orchange other departments

® Approve orgrantovertime meals Change mealtimes, prices, or organisation

settings

® Create guestvoucherschargedtoyour
department Addordelete employees

® Trackthe department'sbudget, reports, Change theroster for pastdates(Adminor
andanalytics HR only)

® Seedietaryneeds(vegetarian, allergies)
andmenuratings

Get started: signin andinstall

Signin, install onyourphone, turn on notifications, and set up youraccount.

The department dashboard

2
Today's summary and shortcuts to the main tasks.
B The team's duty roster
Today'srosterdecides who may eat at the canteen.
A Overtime meals
An extrameal allowance forovertime ora double shift. The cost goes to yourdepartment.
- Guests and vouchers
QR vouchers forguests, vendor staff, contractors, trainees, orgroups.
; Budget, reports, and analytics
Track yourdepartment'susage and meal costs.
; Employees, dietary needs, and ratings
Seeyourteam and feedback about the food.
8 Frequently asked questions

Short answers to the most common problems.
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CHAPTER 1

v Getstarted: signinandinstall

Signin, installonyour phone, turn on notifications, and setup your account.

o Signin to Canteenku 9un
@ Canteenku

Your accountis created by the admin or HR of your organisation. You do not
needtoregisteryourself. Selamat datangiSE

Masuk ke akun Canteenku Anda

1 Opencanteenku.cloudin Safarior Chrome, oropenthe Canteenku
appifitisalready installed.

G MasukdenganGoogle

Email atau usemname

2 Enterthe Email orusername and Passwordyour admin gave you, then
tap Signin. Ao E—

c (O]

3 IfyouraccountusesaGoogle email, tap SigninwithGoogle.

4 Aftersigningin,youlandonthe home page foryourrole.

oleh

INFO

Forgotyourpassword? Tap Forgot password? onthe sign-inpage, enter - -/
youremail, and follow the buttonin the email. Accounts without anemail: ask
youradminto reset the password.

The sign-inpage oniPhone

TIP

Afteryourfirst sign-in, change yourpassword in Profile & Accountso only
youknowit.

a Installit on your phone 7 D =)

m Canteenku Masuk

Canteenkuworksinabrowser, butitismore convenientinstalledlike an app.
Pasang Canteenku di HP

Chooseyourphone. || Anda

Satu menit. Setelah terpasang, masuk dengan
usemame dan password dari email atau dari
admin Anda.

1 Android: open canteenku.cloud/unduh, tap the download button,

open the Canteenku.apk file from the notification or the Files app, e e
allow install from this source if asked, then tap Install. " ot G, Wt ik
2 Ketuk tombol Bagikan (1 (kotak dengan
2 iPhone: opencanteenku.cloudin Safari, tap the Share button (abox B e — -
. . ketuk Tambah
with an arrow pointing up) at the bottom of the screen, choose Addto B oo carfon s i,

masuk dengan akun Anda.

Home Screen, thentap Add.

Canteenku dibuka dari ikon layar utama (I0S

3  OpenCanteenkufromtheicononyourhome screenandsigninwith ‘
your account.

\ Cetak poster QR untuk kantin )
CAUTION — ’
The download page andinstall

instructions

OniPhone, notifications only work when Canteenkuis opened from the icon
on the home screen (i0S16.4 orlater), not from regular Safari.



Turn on notifications

Notifications tellyouwhatmattersright onyour phone or computer, with the
Canteenkulogo.

1 OpenNotifications (from the mainmenuor the bellicon).

2 UnderThisdevice, tap Turnonnotifications, then choose Allowwhen
your phone asks.

3 UnderNotificationtype, tick the notificationsyouwanttoreceive.

TIP

Turnthis onforevery phone orcomputeryouuse. The setting applies per
device.

o Profile, password, and language
Itisallinthe Profile & Account menu.

1 OpenProfile & Account from the mainmenu.
2 Language: choose ID(Indonesian)or EN (English) for the app and email.

3 Profile photo: tap Choose photo. Colleaguesandadmins cansee your
photo.

4 Change password: tap Change password, enter anew password, then
save.

5 Two-stepverification(2FA): turnitonforextra protection. Some
organisationsrequireitfor certainroles.

CAUTION

Nevershare yourpassword or QRcard. Every claimis recorded inthe
account owner's name.

Demo Ca.. 'Thal3szhai O () sw [>

Notifikasi
Terima pemberitahuan langsung di HP atau
komputer, lengkap dengan logo Canteenku.

Perangkat ini

Jenis notifikasi

Pilih pemberitahuan yang ingin Anda terima.

per

The Notifications menu

DemoCa.. 'Tal3sshai O () sw [>

Profil & Akun

Nama
Sari Wulandari

Email
Belum ada
qa.employee

Role
Employee

Bahasa [ o JE

Profil Saya

Nama dan f
admin. Nam

Foto profil

© @ Pilih foto

Nama lenakap

Profile & Account




@ Thedepartmentdashboard

Today's summary and shortcuts to the main tasks.

CHAPTER 2

o Reading the dashboard

Afteryousignin, the firstpage greetsyouby

name and shows your department.

1

Mealstoday: how many employeesinyour
departmenthave eaten.

Awaiting approval: overtime mealrequests
waiting for your decision.

Active guest vouchers: vouchersthatare
stillvalid.

Usedthismonth: the department's meal
costforthe currentmonth, with the Meal
budget belowit.

Four shortcuts take you straightto Overtime
approval, Create guest voucher,
Departmentreport, and Department
budget.

Halo, Gede Adnyana

The Department Head dashboard

canteenku.clou

Rp 575.000




CHAPTER 3

 Theteam'sdutyroster

Today'sroster decideswhomay eatatthe canteen.

@ Filingin shifts and days off

Open Duty Roster. Choose the monthwith the

arrows atthe topright. Eachrowisanemployee,
eachcolumnisadate.

1 Pick ashifttime fromthe brushabove the
table, or pick a day-off code (forexample
DP,PH, AL, SL, UL). Foranothertime, typeitin
the time box, forexample 7,7.30, or19:00.

2 Tapanemployee'sdateinthe table.Ona
computer, clickanddragto filmany cells at
once.

Duty Roster

3 PressSave. Cellsoutlinedinyellow are not
savedyet.

4 TapDelete onthe brushtoclearacell.

TIP

Anempty cellmeans unchanged: the employee
may still eat as usual. Red dates are national
holidays (enterPH if the employee s off).

CAUTION

Dates that are already pastcanonly be changed
by anAdminorHR.

TIP
Need to fillawhole month? Use Download
template, fillitinExcel, thenimportit again.



CHAPTER 4

@© Overtimemeals

Anextrameal allowance for overtime or a double shift. The costgoestoyour department.

o Approving employee requests

1 OpenOvertime Meals. The Awaiting
approval tab showsrequests thatneedyour
decision. The All tab shows the history.

2 Readtherequest'sdate, mealtime, and
reason.

3 Approve orrefuse. The employeereceives
the resultas anotification.

e Granting an overtime meal directly

Inthe Grant overtime meal box on the right side of the page:

1 Choose the Employee, Date, and Meal (mealtime).

2 Write the Reason.

canteenku.cloud

Makan Lembur / Double Shift

Overtime Meals

3 Click Grant overtime meal. Because you are the one grantingit, itis
approvedstraight away and canbe usedatthe canteen(exceptfor

yourself). The costgoestothe employee's department.

TIP

Atthe canteen, the operatorsees the Overtime mealapproved mark when

that employee uses the extraallowance.

Berkan jatah lembur
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CHAPTER 5

= Guestsandvouchers

QRvouchers for guests, vendor staff, contractors, trainees, or groups.

o Creating a guest voucher

Avoucherholds aQRandacode thatis scannedat
the canteen. The costgoestothe department's
costcentre, andthe PICisrecordedasthe person
incharge.

1 OpenGuests & Vouchers, thenchoose
Create Voucher.

2 Fillinthe Guest name, Company / institution,
and Guest type. The guest'semail is optional:
if youenterit, the QR voucheris sent
automatically.

3 UnderCostchargedto, choose the
Department (cost centre) andthe PIC
(personincharge).

4 SetValidfrom/to, Max. total meals, andthe
mealtimesthatare allowed (Lunch and/or
Dinner).

5 Save.Thevoucherisready toscanatthe
canteen.

TIP

Eachvoucheris stilllimited to 1claim per meal
time perday, only during meal times, and only
while valid.

e Bulk vouchers and cancelling

canteenku.cloud

sssssssss

aaaaaaaaaaaaaa

Create aguestmeal voucher

1 BulkVouchers: many vouchers atonce for daily workers, event staff,

or groups. The vouchers printon one sheet.

2 Cancel:if theeventendsearly oracardislost, cancelthe voucher

batch. The QR stops workingimmediately.

3 Usage history cannotbe changedordeleted.




CHAPTER 6

Ll Budget, reports, and analytics

Track your department'susage and meal costs.

canteenku.cloud

o The department meal budget

Budget Makan Departemen

1 OpenDepartment Budgetstosee this
period'stotalusage andwhatisleft.

2 Usageiscalculatedautomatically from
employees'mealclaims(including overtime)
plus guestmeals.

3 Thesystemsendsanautomatic reminder
whenusagereaches80% and100%. Meal
claimsare notblocked.

TIP Department Budgets

Finance orAdminsets the budget period. The Ist
means acalendarmonth, and forexample the
26thmeans apayroll period of the 26thto the
25th.

e Department reports D00 canteenku.coud

1 OpenReports. Tabs: Daily, Monthly,
Department, Employee History, and Ratings
& Comments.

e

2 SetFromdate, Todate, andthe mealtime,
thenlook at Cost allocation perdepartment
and Consumptionperdepartment.

3 Downloadwiththe Excel, CSV, or PDF / Print
buttons.

rrrrr

Reports




Analytics

Analytics shows portions served, totalmeal cost,
costper portion, allowances nottaken, and
Automatic findings: the busiest day, the busiest
hour, and the biggestportions perdepartment.
Choose arange of 7,30, or 90 days.

CHAPTER 7

0)
m

o Employee data

Employees shows the members of your
department: name, ID, position, status, and the
remaining Lunchand Dinnerallowance. Use the
searchbox(name or Employee ID) and the status
filter.

a Dietary needs andratings

1 DietaryNeeds: the number of vegetarian
andallergicemployees, withoutnames, so
the kitchen can prepare specialmeals.

2 FoodRatings: stars, likes,andemployee
comments. Choose arange of 7,30, or 90
days.

3 Menu:today'smenuandthe nextfewdays.

Analitik

5 Porsitorayan
25

canteenku.cloud

B Totaibiaya makar

Rp 575.000

RpO 0

Biaya makan per hari
Garks puts-putus: 30 hr

Per jam makan

£

Demo Canteenky + Premium

Data Karyawan

Bs Budi Santoso (Demo)

% Agus Pratama

Analytics

Employees, dietary needs, and ratings

Seeyourteamandfeedback aboutthe food.

canteenku. cloud

0005

Employee data

i Canteenku

canteenku. cloud

Food Ratings

Komentar menu terbaru




CHAPTER 8

» Frequently asked questions

Shortanswersto the mostcommon problems.

Ido not see an employee in the roster.

The rosteronly shows active employeesinyourdepartment. If someone is missing, ask HRto check
thatemployee's statusand department.

An overtime request does not appear under Awaiting approval.

Make sure notifications are on, and open the All tab. Requests only appear foremployeesinyour
department.

A guest voucher will not scan.

Checkthe validity and the allowed meal times. Avoucher only works duringmealtimes and once per
mealtime perday.Ifitiswrong, cancelitandcreateitagain.

My employee was refused at the canteen even though they are working.

Check the Duty Roster: a day-off code or a status of Off orLeave makesthe allowance invalid. An
empty cellisfine. If therosteriscorrectanditis stillrefused, contactHR.

The budgetis over 100%. Are meals blocked?

No.The system only sends areminder. Employees canstilleat, butthe costisrecordedagainstyour
department.

Still have questions?
D ContactusonWhatsApp +62857-0779-9569 or by email at
awantechsolution.bali@gmail.com. Tellus yourrole and the name of the menuyou opened.



