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Personnel Setup

The Personnel Setup screen is where you will add your staff and assign them to their Role within the company. You can
also track any Certification an individual has. There are six built in Roles already created. These six are: Supervisor,
Service Tech, Veterinarian, Nutritionist, Barn Manager, and Site Manager.

In addition to these six Roles each company is allowed 5 Custom Roles to name as you need. To name these Roles go to
the Setup tab, Company Attributes section of a module. Click on Company Defaults.
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Scroll to the bottom to Customized Role Name. Rename any field to the Role you want. Click Save.

Custom Roles
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To set up your Personnel

l|Page Updated: 12/21/2012



s |

Setup ‘

Attributes

Health Attributes

Company Attributes

:— 'i:i' Genetic Levels
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L. 7Y Site Defaults

Row  Edit Fi me Last Name Phone Number E-mail Cer
| | v | Adl v

First Name: John \

Last Name:  ESwetl] Click Add New Record

Phone Number:| 515-555-5555 Fill in information

E-mail: Emith@yahoo.com| | Click Save

Active: vl

To Assign Roles

Row | Edit First Name | Last Name Phone Number E-mail Certificates Roles Current Roles Active

|john ?—l—‘—' | (s | (hs O

MNoFilter ' - —

1 John Contains ’

2 John StartsWith Search for your persan v
EqualTo

Click on Roles Button
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Row  Role \ Active
1 Supervisor -_—_—-—'—..
2 Service Tech O
3 | veterinarian Select the Role for the a
4 Nutritionist person and Save. O
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& Site Manager O
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To Add Certificates

Click on Certificates Button

3/3/2017 et

Expiration Date:

Save

Edit Certification # Date Taken Expiration Date
Certification: | PQA N
Certification # | 555555555 | Click Add
Date Taken: & Fill in information
- Click Save

Mo records to display.

To Edit Personnel Information

First Mame:

Last Mame: | Smith

Phone Number:| 515-555-5555

E-mail: | '5mith@yahoo.com|

Current Roles:
Active:

Click on Edit
Change Information
Click Save

Row | Edit First Name Last Name Phone Number E-mail
john 17| ] il

1 John Honaizer

2 John Mackrel

To Edit Roles or Certificates, click on the appropriate button, make changes, and Save.
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