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To add or edit employees, you must go to The Management Center (F3)
1. Highlight Employees, double-click (or choose ENTER key on keyboard)
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To edit an employee:
1. Highlight the Employee, click EDIT (or choose ENTER key on keyboard)

2. To add a new Employee, clock ADD (or choose INSERT key on keyboard)
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When you edit an employee:
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1. You can change their Name, ID (up to 3 characters) Address (Hour they work), Security Group, and their

Password (up to 6 characters)
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When you add an employee:

1. Choose an alpha ID (up to 3 characters) that is the student’s initials (1st letter of 1st name. 1st 2-letters of last name)

2. Go to Security Group (drop down) and link them to Cashier, Manager or Teacher (the highest privilege level)
3. Click NEXT to add the PASSWORD
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When you add a PASSWORD:

1. For the 1st month, make the password the same as ID. (Example, ID=POS, Password=POS)
2. Later, you may edit the employee file and allow the student to type in their password (6 characters max)
3. Confirm the password, and Click NEXT 3 Times (ignore screens) then click FINISH to complete.
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When finish with all your employees:

1. Click Print (F7) to view and print your Employee Report List
2. See POS Reports link for example



