Employee management in TraceWeed

Employees need to be registered in TraceWeed if they will do one or more of the following:

e Llogintouse TraceWeed
e Drive to make deliveries
¢ Receive employee samples

Add an employee

Edit Employee
Tag is not required if employee does not need access to TraceWeed
Name: demo test
Employee TaglD: | (optional) Scan the employee’s card.. | (scan a new tag to change the Employee's TagID)
Hire Date: | 7/30/2018 =] mmiddiyyy Birth Date: | 12/1/1995 =] mmsddryyyy
Added By: Added Date:
Changed By: Changed Date:
Permission Level:
(] All Access [¥] Clone and Plant (P) (V] Company Info (4) [¥] Employee Info ()
[¥] General Add (A) [V] General Delete (4) [V] General Edit (A) (V] Inspect (P)
[ Recycle Tags (A) [¥] View Reports (A)
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1. Onthe Operations tab, click Employees.
2. Click Add New Employee. The Edit Employee page opens.
3. Enter the employee name, hire date and birthdate.
o Ifthe employee may be driving deliveries then birth date and name should match their
driver’s license.
¢ The employee must be at least 21 years old.
4. Select the type of employee to create.
« Employee tag/employee badge - If the employee needs to log in to TraceWeed, then
scan a hew, never-used NFC tag to create their employee badge.
e Virtual taglD - If the employee doesn’t need to log into TraceWeed, don't scan a card
and they will be assigned a virtual taglD
5. Selectthe All Access checkbox and click Add.

Modify, disable or delete an employee record
You can update an employee’s record in any of the following ways for a current employee:

From the Employee Management page, click Edit on the employee row. The Edit Employee window
opens.

e Edit or modify access — Click in a field to edit employee details. or in the Permission Level
section, select or deselect checkboxes to change access levels.
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e Assign or reassign a login badge — Click Edit, then scan a new tag and click Update.
o Disable access — In the Permission Level section, deselect all checkboxes.
¢ Delete employee - In the Employee Management page, click Delete on the employee row.
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