HOW TO — ASSIGN USER ID’'s TO ALLOW USERS TO LEAVE NOTES AND
APPEAR ON DAILY SIGN-OFF

1. Log into www.virtualmanagerlog.com

Welcome to COMMLOG Virt

User Hame

YourUserMame

Password

Loglnl

2. Scroll to the bottom of the page and click Store Administration

Home = Store sdminiztration « Change Store
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3. Click Staff Maintenance

(] (Staff Maintenance ]
r

Managze all the staff members of thiz stare.
Departments

Pozitionz

Training

4. |If the user appears in the list, click Edit. If the user is not yet set up, click Add NEW Staff Member

Current Staff
Wicw Al

Hame Hired Date Act

Stewen Streif ¥

wigw {Edit]

El.dd MEWY Staff Member. ] Wiew Departments., Wiew Positions.. Wiew Training..,



www.virtualmanagerlog.com

Update.
Edit/Update Sta

ff Member

5. Complete the information. Be sure to choose User Name, choose Position, enter Wage, click Add, click

First Hame Last Hame User Hame
ISteven IStreif Isteven j
Home Phone Cell Phone Pager
Address
City S$tate/Province LipfPostal Code
Hired Date Terminated Date Photo
Choose File |No file chosen
Birth Date SSHISIN
Email
Employee Number Is Active
| W

Emergency Contact

Emergency Phone

Assigned Positions

Position Tvpe

I N/A fYear

[I— gelect Pozition —j] IHour vI

Add MEW Staff Position..

Wage

Update Remove Manager

4dd

6. The user name will now appear in the drop-down list when leaving notes.

*
Add Total Note

Stewven Streif j

focept Cancel

7. The user name will also appear in the Daily Sign Off section



Daily Sign-0ff
r

Steven Streif



