5.

How To Add A New Employee

Log into CribMaster client using an account that has administrator access
Go to the "Home" tab and click on the "Employees" button
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Data Management
Click the "Add New Item" button to create the new employee
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Now you can begin entering the details for the new user. The required fields are Employee ID, First

Name and Last Name. The "Start Time" and "End Time" fields allow you to limit the hours an employee
can log into the ATR. If you enter a password in the "Password" field, the user will be required to enter
that while logging into the ATR. Otherwise, the user will only need to enter their employee ID number.
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Employee ID: 9576
First Mame: John
Last Mame: Doe

Start Time:
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End Time:
Labor Rate:
Password:
Expiration: IEIIEI [ ] Expire password immediately
Badge Number: (if different than Employee ID)
EMail Address:

Supervisor: [==-]

P.0. Approval Limit:

[ ] External Supplier Access Only (Thiz user cannot login to the standard CribMaster)
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If you utilize Item Access Codes to restrict the items that users can issue then you need to click the
"Access" tab and give the user the appropriate access. The Item Access Codes needs to be setup and
assigned to items before you will be able to apply them to users. Item Access Codes can be setup by
going to the "System" tab and then clicking "Codes" and "Item Access Codes".
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