
SETTING UP A NEW EMPLOYEE (NON-TECHNICIAN) 

CREATE EMPLOYEE RECORD 

1. Under Administrative > Employees, click on + to add new employee. 

 

2. Enter Employee name and other pertinent information and Save. 

 

CREATE USERNAME AND PASSWORD AND DEFINE ROLE  

3. Click on the blue arrow in the Access Control panel. 

 



4. Enter a username.    

a. The username and password may show your username and password if you have auto-fill turned 

on in Chrome.  If it does, just click on the box.  The outline will show in blue and you can 

backspace to remove your username and enter the new one. 

                                   

5. Click the “Check” box to confirm that the username is not already in use. 

6. Enter a password, following the password requirements. 

7. Confirm the password. 

8. Click in the “Roles” box and select the appropriate role from the list. 

9. Click on “Save”. 

 

 

 

 

 

 


