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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 jWebPQOS site.

1 - Add Employee

Navigate to the Edit/New Menu, then select the Employee

Actions >
button.
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Edit: Employee
= B v %

Address | Contact | Payroll | Notes

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.

Select Employee... ~

First Name
New Employee x
Middle Init

First Name
|

Last Name

Last Name

Address 1
Address 2
Middle Initial

City

State

Ok Cancel
Zip Code

4

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.

Address | Contact | Payroll | Notes

Soc Sec

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

Customer

Select Customer... v

Date Hired

612412025 Employees are set as 'Active’ by default. Uncheck this
Last Reice box if the employee is no longer working for you, or if you
6/24/2026 . Q
otherwise need to temporarily exclude them from general
Birth Date
612412026 employee reports.
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2 - Add User

Actions >

button.
Reports >

Edit/New
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Navigate to the Edit/New Menu, then select the User
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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.

Edit User
= H v X

General | Main Menu | Actions | Reports | New / Edit | Time Clock

You will need to associate

User the user with an Employee.

test v +

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.

Employee

Tester, Test T ~ +

User Name
test

Password

Active
Administrator
D Webmenu User

\:‘ Has own separate inventory

Cash Drawer Drawer A ~

D View Error Log

Active  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.

Administrator  epaples 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: [}

Edit User

— @ v X 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:

General | Main Menu | Actions | Reports | New / E

Actions
Catalog
Edit/New
Payroll
Reports

Menu

Menu Edit/New

D Help

4

If you cannot see a feature or you are returned to a blank/default jWebPQOS
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.

™ | I | " |
General | Main Menu | Actions | Reports | New / E

Invoice

ROA
Transfer Orders

Transfer Create
Transfer Request
Transfer History

Vendor Orders
Vendor Order Create
Vendor Order Receive
Vendor Order History
Import Electronic Invoice
Liquor Update (ME)

Banking

Record Deposit

Record Payment
Transfer Funds

Print Checks

Manage

Back Up J

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.

™ | B | | |
General | Main Menu | Actions | Reports | New / E

Accounts
Backorder ltems

Credits

Debits

Expense

Inventory

Inventory Qty Edits

Payroll

Receivable If you do not want a user to see

s potentially-sensitive information when
= reviewing reports, assign them to User
®) Admin View ) User View .

View.

. Loggedin .
-/ User '®) Al Users If you want the user to only see reports
Sales: By User regarding their own activity, assign them
Sales: By Customer to Logged in User.

Sales: By Vendor

Sales: Department

Sales: Department by Month
Sales: Department by Day
Sales: by Hour

Sales: Find Note

Sales: Gift Card History
Sales: Gross

Sales: Invoice

Sales: Invoice Maine
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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
ltem & Inventory information.

B N B = M
General | Main Menu | Actions | Reports | New / Edit | Time Clor:_

Settings Employee Paycheck
Account Expense Payroll Settings
Chain Gift Card Printer
Credit Group QuickBook Links
Customer Inventory QList
Customer Orders Invoice Qty Group
Customer Find Phone Item Route
Debit Item Export Theme
Department Label User

Labor Type Vendor

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

a ~ a m ™|
General | Main Menu | Actions | Reports | New [ Edit | Time Clock

Use Time Clock
Time Clock Reports
Time Clock Sheet
Time Clock 1 Employee
Time Clock Summary
Time Clock Summary 1 Employee
Time Clock By Labor Type
Shift Edit Report
Edit Time Clock Shift

Use Break Clock
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