StoreTracker HQ - User Creation Guide

Steps to Create a New Employee Login 
1. Login to StoreTracker
2. Navigate to Clients:
a. Settings > Employee List> Add New (Bottom Left Corner
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3. Fill Out Employee Information:
a. Complete the required fields with the Employee Information & Create Login.
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Flags
· Admin: With this setting enabled it will allow the user to execute all functions of HQ	Comment by Ashley Kowatsch: @Monique Nelson Will you verify this statement? I elaborated on this section of the document because I'm creating myself a user and unclear on the functionality of these flags	Comment by Monique Nelson: Updated the document added screenshots for visualization as well.
· Field Rep: With this enabled it will allow the user to be visible in employee activity reporting this would include various metrics related to the employee, including:	Comment by Ashley Kowatsch: @Monique Nelson What does the task checkmark do in the New Employee creation?	Comment by Monique Nelson: This needs to be renamed to Field Employee so its not confusing for a user. expanded on the definition and what it means to check this off during user creation. 
· Last activity date
· Date sites were assigned
· Tasks created and completed
· Number of photos taken
· Number of field actions that triggered workflows
· Active – Must be marked active for the user to work
[bookmark: _Int_sIP7CLSz]Select Sites to Assign the Employee to necessary facilities.  If site is set to 0, they will have access to all locations. 
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Provide employees with their username and the ClientID to access StoreTracker.
The Employee will receive an email to finalize their password.
**The Client ID is available in the Top right-hand corner “ClientID: Employee Name” **
**This feature is in the process of changing soon where only email and password will be required to Login**

Password Reset
1. Select the person Icon next to username. In the top right-hand corner.
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2. Select My Profile
3. Select reset Password.
[bookmark: _Int_8K5IErgC]The new password must be at least 8 characters long and include at least 1 uppercase letter, 1 lowercase letter, 1 number, and 1 special character.
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