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EMPLOYEE SETUP 
1.) Select ‘Settings’ from top navigation menu 

 
 

2.) Select ‘Employee Setup’ from sidebar menu 

 
 

3.) Select ‘Manage Employee Users’ and click on ‘Add New Employee’ 

 
 

4.) Complete the required fields and click ‘Save’. Fields include: 

 Last Name 

 First Name 

 User Status – select as ‘Active’ 

 Email address – this is the Username to be used – this does NOT have to be 

an actual email address (e.g. first initial + last name may be enough) 
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 Password 

 Confirm Password 

 User Roles – select those applicable 
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RESET PASSWORDS 
 

1.) Select ‘Settings’ from top navigation menu 

 
 

2.) Select ‘Employee Setup’ from sidebar menu 

 
 

3.) Select ‘Manage Employee Users’ and click on the specific employee 

 
 

4.) Scroll down the employee profile to the section on ‘Reset Account Password’ 

 

5.) Check off ‘Display on screen’ and click ‘Reset Password’ 

 
 

6.) Prompt will confirm password reset and temporary password will be displayed on 

the screen; click ‘Copy’ 
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7.) Click ‘Allow access’ in following window 

 
 

8.) Log out from the system 

 

9.) Login to the system with the specific user’s username; in the password field, type 

in the temporary password OR click cursor on the field and paste temporary 

password 

 

10.) Enter the user’s new password, confirm password and click ‘Apply changes’ 

 
 

 

 

 


