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User & Employee Setup
Procedural Guide

You can create user and employee profiles to both manage your staff and to 
control how they access your jWebPOS site.

1 – Add Employee

Navigate to the Edit/New Menu, then select the Employee 
button.
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From the Employee page, you can create a new employee
by using the        button. You can also edit existing 
employee profiles via the dropdown menu.

You can then add their demographic & payroll information in the Contact and Payroll
tabs. You can also use the Notes tab to include other information.

You can assign a Customer account to your employee 
from the Payroll tab. This is useful for tracking their 
purchases and applying any staff discounts they qualify for.

Employees are set as 'Active' by default. Uncheck this 
box if the employee is no longer working for you, or if you 
otherwise need to temporarily exclude them from general 
employee reports.
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2 – Add User

Navigate to the Edit/New Menu, then select the User 
button.
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From the Edit User page, you can create a new user by using the        button, or edit 
existing users via the User dropdown menu.

You will need to associate 
the user with an Employee.

If you did not create an 
Employee for the User before, 
you can use the        button 
next to the Employee selection
to create a new Employee 
profile with only the name 
entry. More information on 
this is available in Step 1 – Add
Employee.

 enables or disables the User Account. Uncheck this box if you want to 
prevent this user from logging in or showing up in active user lists.

 enables or disables Administrator-Level Access for the User. 
Admin Access allows a user to make changes to the site.

Webmenu User assigns a user to receive online orders through jWebMenu.

Has own separate inventory is for delivery drivers & other distributors who need to 
manage their own inventory they pull from a warehouse.
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3 - User Permissions

Beyond the General Tab, the other tabs on the Edit User page control what 
permissions the user has when accessing the site.

The Main Menu Tab controls accessing basic functions that are found in the 
Navigation Menu:

If a user is unauthorized, features 
may be hidden from them, or they'll 
simply be returned to the defaut 
jWebPOS page when denied access:

If you cannot see a feature or you are returned to a blank/default jWebPOS 
page, like the one you'd see after logging in to the site, please contact an 
administrator user to check if your user account has the right permissions.
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The Actions Tab governs more granular access to Invoices, ROA, Transfer Orders, 
Vendor Orders, Banking, Management and creating Back-Ups.

For more information on Actions, view the Actions Procedural Guide.
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The Reports Tab controls the types of reports that the user can create and view, and 
what users' information they can view and include. Altria report controls are found 
here.

If you do not want a user to see 
potentially-sensitive information when 
reviewing reports, assign them to User 
View.

If you want the user to only see reports 
regarding their own activity, assign them 
to Logged in User.
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The New / Edit Tab determines which buttons on the Edit/New page the user can 
access, such as General Settings, Employee & User Settings, Debit & Expenses, and 
Item & Inventory information.

The Time Clock Tab changes user access to be able to use the Time Clock and 
manage any Time-Clock related reports.

8

https://jpossoftware.com/JPOS/help/Supportpage

	User & Employee Setup
	Procedural Guide
	1 – Add Employee
	2 – Add User
	3 - User Permissions



