EMPLOYEE MANAGEMENT

This Is a step-by-step guide on Employee Management in Mynt Retail.

Adding and editing Employees

MyntDemo &
Manage Employee Search
First Mame * Last Name Employees Showupto 25 % Active : & Hide /Show 3
First Name Last Name
First Name [ Last Name [5 Role Phone % Primary Emall [ Status
PIN =
Jane Doe Employee
PIN & Generate PIN
MyntAdmin Super Admin
Service Area *
Quick Order s Mynt Support Super Admin
Role(s) * Jesse Mynt Super Admin
Select ]
POS Admin Super Admin
Action
Showing 110 5 of total 5 entries . ] &

Log into the backend portal and navigate to the “Employees” tab. From here, you can either click
on the existing employees to make edits or create new employees using the box on the left.

- (202) 810-2000 - MyNv


mailto:support@myntpos.com
http://www.myntpos.com/

Manage Employee

First Name * Last Name

New Employee m
PIN *

PIN o Generate PIN

Service Area ™

Quick Order

L1

Role(s) *

Select

L1

Action

Add Employee

‘ Add Employee & Setup |

Fill out the Required information marked with asterisks and then press either “Add Employee”, or
“Add Employee & Setup” for further configurations.
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New Employee

Role(s)
Employee

Phone
o -

Email

PIN
XXXX @

QR Code
mid'

B,

¢ Report Management

[ B Access Management

s Edit

» Personal Details

First Name

New

Last Name

Employee

Mobile Phone

Landing Area

Order Screen

A More Details

Nick Name

Hire Date

Work Phone

Alternate Phone

Sales Representative

Disabled

You can fill out as much, or as little information as needed.

Middle Name

Email

Service Area

Quick Order

Previous Name

DOB

Secondary Email

Notes

Notification For Ecomm Order

~ Address

Address
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X Employee - New Employee
XXX @

QR Code Work Phone Secondary Email
-
i

i,

Alternate Phone Notes
[ Report Management ]

[ a Access Management ]

Sales Representative Notification For Ecomm Order
’ Edit ] Disabled
Driver Allow Manual Discount
Disabled
Discount List

~ Payroll Info

Payrell ID File Number
Commission Hourly Rate
0 0

Salary Jeb Type

0

Department

Further configurations can be made through “Report Management”, “Access Management”, “Edit”,
and “Payroll Info".
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> Edit Employee - New Employee

Information .
General Information
Address
* First Name Middle Name Last Name
Payroll Info New Middle Name Employee
e Email Mobile Phone Create Portal User Allow Analytics
Settings Email Mobile Phone
*PIN: *Servica Area * Landing Area
@ | GeneratePIN  Quick Order . Order Screen ® -
L * AssignedRole @ v [ € Report Management J{ B Access Management } + Add Role

- -

Portal/Remote Access can be enabled inside of “Info”.
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Adding and editing Roles

Roles determine the permissions that each Employee has and are assigned when creating/editing
employees. These are created in the “Access Control” window.

MyntDemo (2

Access Control

ROLES DEPARTMENT

Role Name" Roles

Name 11
Department*
Admin )
Select s
Action Warshouse Employse o
Employes .
]

Super Admin

Here, you can see all currently created roles, edit existing roles, and create new ones.
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MyntDemo &

@ Access Control
(] ROLES | DEPARTMENT Search
1]
= Dopartment* Department Show upto 25 ¢
>
Search
= Name Cost Cantar Description
- Cost Center® ot at Office Department
Back O
Action

Showing 1to 2 of total 2 entries

Departments must be assigned to each created role. These are strictly for organizing, and have

no permissions tied to them.
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X Edit Role - Admin

*Role Name * Dopartment

Admin Back Office Department ¢

Select Privilege

> Portal Access

v

Other

Module Access Permissions

v

Authorization Permissions

v

v

Order Management Permissions

v

Cash Management Permissions

v

Reports Permissions

Click on any of the existing roles to make permission changes to:

- Portal Access

- Other

- Module Access Permissions

- Authorization Permissions

- Order Management Permissions
- Cash Management Permissions

- Reports Permissions

Congratulations!

You can now successfully manage employees!
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