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TallOrder / myStock User Access and Settings Manual

Follow these steps to set up user access and settings in myStock:

[N

Go to your TallOrder Back Office.

2. As the owner, you have the authority to determine which staff members will have access to myStock. Select
"Staff" from the menu to view the staff list.

3. Choose the staff members who will be using myStock.

@ Dashboard Staff

STAFF LIST m ‘

Position Name Email Mobile Phone Active POS Access Inventory User Sales Location Stock Location
Selling Location1 v All Locations v
e/ Owner Shane Deane shane@tallorderpos.com 4 m m 173731
I Manager  SarahBuys sarah@tallorderpos.com 0824560985 4 m m 174544
® / ® Manager Inventory Clerk deaneshane @gmail com 4 m m 174945
®/ Manager  Alex Moore alex@cloudone.mobi 0212011579 / & A ] 173733
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To set up myStock user access, click on the "Update" button for the respective staff member and select "Update User
Access".

STAFF LIST

Position Name Email Mobile Phone Active POS Access Inventory Use Sa Loca [
Selling Location1 v All Locations v
®/ Owner Shane Deane shane@tallorderpos.com / m m 173731
® ﬁ(-) Manager  SarahBuys sarah@tallorderposcom 0824560985 7 m m 174544
® 7/ O  Manager Inventory Clerk deaneshane@gmail com 4 m m 174945
® / ® Manager AlexMoore alex@cloudone.mobi 0212011579 / m m 173733
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e At the bottom of the screen, you will find the "Inventory User" option.

e Select "Yes" or "No". Choosing "Yes" means that the staff member will be using myStock.
e If you select "Yes", the "Inventory User Level" will appear.
e You can choose from three different user levels: Inventory Admin, Inventory Manager, and Inventory Clerk.

e After selecting the appropriate user level, click on "Save".

1 VIO[g'e! i Welcome back, <ADMINISTRATOR> Shane! (test Shan

@ Dashboard Update

Position * Manager v
Staff member * Sarah Buys

Manager Pin 845757

Staff PIN 8457

NFC Tag VID

Sales Location All Locations v
Stock Location All Locations v
Inventory User ® Yes O No

Inventory Admin
Inventory User Level v Inventory Manager -

Inventory Clerk

Active
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Once you click on "Save", you will be redirected to a screen where you will see a green tab at the top indicating "Staff
details updated successfully".

"]ilorder i Welcome back, <ADMINISTRATOR> Shane! {test Shane New [4150): Selling Locat
o seed
@ Dashboard ;,uru tails b
x

Sarah Buys

D 174944

Position Manager

Name Sarah Buys

Email sarah@tallorderpos.com
Mobile 0824560985

Phone

Manager Pin 845757

Staff PIN 8457

NFC Tag VID

Sales Location Al

Stock Location All

Inventory User

Invantary Licar Lol Irsentary Manacer
Active

Last Update 2023-06-02 15:16:20
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Access Settings Potential

- Staff Detais x root X @B Access Centrol

<« C = tallorderpos.monday.com.

Screenshot 2023-06-02 at 3.37.06 PM.png

Access Settings Potential

Staff Settings: Inventory Users

Actions Owner Inventory Admin Inventory Manager Inventory Clerk
Accept Orders ALWAYS ALWAYS POSSIBLE POSSIBLE
Manth-End ALWAYS AlwAvS POSSIRLE

Product ALWAYS ALWAYS POSSIBLE POSSIBLE
Production ALWAYS ALWAYS POSSIBLE POSSIBLE
Purchase Order ALWAYS ALWAYS POSSIBLE POSSIBLE
Purchase Order: Auto Receive ALWAYS ALWAYS POSSIBLE POSSIBLE
Receive Stock: View Receiving ALWAYS ALWAYS POSSIBLE POSSIBLE
Receive Stock: Cancel Outstanding ALWAYS ALWAYS POSSIBLE

Receive Stock: Complete Receive Orders ALWAYS ALWAYS POSSIBLE POSSIBLE
Receive Stock: Receive Delivered ALWAYS ALWAYS POSSIBLE POSSIBLE
Receive Stock: Update Cost ALWAYS ALWAYS POSSIBLE POSSIBLE
Receive Stock: Update Prices ALWAYS ALWAYS POSSIBLE POSSIBLE
Reports ALWAYS ALWAYS POSSIBLE

Settings ALWAYS ALWAYS POSSIBLE

Stock Enquiries ALWAYS ALWAYS POSSIBLE POSSIBLE
Stock Enquiries: Edit item ALWAYS ALWAYS POSSIBLE POSSIBLE
Stock Enquiries: Price Update ALWAYS ALWAYS POSSIBLE POSSIBLE
Stock Enquiries: Recipe Edit ALWAYS ALWAYS POSSIBLE POSSIBLE
Stock Issue ALWAYS ALWAYS POSSIBLE POSSIBLE
Stock Requisition ALWAYS ALWAYS POSSIBLE POSSIBLE
Stock Take ALWAYS ALWAYS POSSIBLE POSSIBLE
Stock Take: Complete Initial ALWAYS ALWAYS POSSIBLE

Stock Take: Recount ALWAYS ALWAYS POSSIBLE

Stock Transfer ALWAYS ALWAYS POSSIBLE POSSIBLE
Supplier Return ALWAYS ALWAYS POSSIBLE POSSIBLE
Waste ALWAYS ALWAYS POSSIBLE POSSIBLE

Can be added to Approvals YES YES YES NO

IF‘OSSIBL[ Means Explicit Access Control must be granted
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Access Settings Potential:

There are three user levels in myStock:

« Owner or Inventory Admin: This level of access allows editing of all types of actions in myStock, including month-
end tasks, production, receiving or purchase orders, reports and settings, stock issues, requisition, stock takes,
and transfers.

« Inventory Managers: These staff members have slightly different access levels. As an inventory manager, they
have the potential to access all stock actions. The owner can grant explicit access control to inventory managers,
deciding whether they have access to all actions or only specific ones such as purchase orders, receiving stocks,
stock inquiries, and stock takes.

« Inventory Clerk: The inventory clerk has limitations on certain actions. They do not have access to month-end
tasks, canceling outstanding orders, reports, settings, initial stock takes, or recounting of stock takes.
Adjustments to these settings can be made in myStock. Although a staff member with inventory clerk access can
be granted approval for certain stock actions, they will never be allowed to approve anything.

After setting up user levels for all staff members, proceed to sign in.

New to TallOrder? Request a demo

2014-22
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e Once signed in, go to the settings and click on "Access Control".

e Access control is applicable only to inventory managers and inventory clerks. Owners and admins have access to
everything.

test_Shane New [4150] - 1- Stock Location [4096)

my

@ Dashboard
Stock Actions 2023-05-26 2023-06-02 W
B Merchants

() Stock Enquiries

Created Stock Action Status Reference Created By Destination Source Links

~ Reports 2023-05-3012:19 Stock Take Complete STK-4096-1018  Anna Test 1- Stock Location 1- Stock Location

2023-05-30 12:23 Stock Take Complete STK-4096-1019 Anna Test 1- Stock Locatlon 1- Stock Location
2 Approvals 8 .

e 2023-05-30 12:27 Stock Take Complete STK-4096-1020 Anna Test 1- Stock Location 1~ Stock Location
¢ Stock Orders 2023-05-30 12:30 Stock Take Rejected STK-4096-1021 Anna Test 1- Stock Location 1- Stock Location
5
Purchase Order

2023-05-3113:50 Draft PO-4096-1015 Shane Deane 1- Stock Location Beer Supplier

1 Receive Stock (inbound)

® Stock Tak ltems: 1105 0f § L] 10/ page
0OCK lake

2

Stock Production

{3 Month End

8 Settings

Approvals
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e Only the owner or inventory admin can edit this section. Select "Access Control".

e The owner or inventory admin can access the "Access Settings" to define the level of access for managers and
clerks in myStock.

If you no longer want an inventory clerk to have access to stock production, use the toggle to disable it. When you
select any toggle, an "Edit Settings" button will appear at the top right of your screen.

"Ty test_Shane New [4150] - 1- Stock Location [4096)
® Dashboard
Action Staff
Merchants
Month End Sarah Buys
@ Stock Enquiries
Stock Production Inventory Clerk  Sarah Buys
I~ Reports
5 Product Inventory Clerk  Sarah Buys
© Approvals
¢ Stock Orders Purchase Order Inventory Clerk  Sarah Buys
1 Receive Stock Purchase Order: Auto Receive Inventory Clerk  Sarah Buys
Stock Take -~ o
Receive Stock: View Receiving &3 Inventory Clerk  Sarsh Buys
*G Stock Production
Receive Stock: Cancel Outstanding Sarah Buys
3 Month End
Recelve Stock: Complete Recelve Orders Inventory Clerk Sarah Buys
£ Settings
Recelve Stock: Recelve Dellvered Inventory Clerk |~ Sarah Buys
Receive Stock: Update Cost Inventory Clerk  Sarah Buys
Receive Stock: Update Prices Inventory Clerk  Sarah Buys
Reports Sarah Buys
Settings Sarah Buys
Stock Enquiries Inventory Clerk = Sarsh Buys
Stock Enquiries: Edit item Inventory Clerk | Sarah Buys
Stack Enauiries: Price Undate Invantorv Clark Sarah Buvs
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To remove an inventory clerk from a selected setting, click on the green tick. It will change to red, indicating that they
have been removed from the deselected settings.

n;y test_Shane New [4150] - 1- Stock Location [4096)

® Dashboard
Access Settings

& Merchants

@ Stock Enquiries
Action
~ Reports

Month End
2 Approvals
~ Productk
) Stock Orders Stock Pr on

3 Recelve Stock Product

Stock Take Purchase Order

& Stock Production
Purchase Order: Auto Receive

% Month End
Recelve Stock: View Recelving

& Settings
Receive Stock: Cancel Outstanding
Receive Stock: Complete Receive Orders
Receive Stock: Receive Delivered
Recelve Stock: Update Cost
Recelve Stock: Update Prices

Reports

Staff

Sarah Buys

Invantory Clark

Inventory Clerk

Inventory Clerk

Inventory Clerk

Inventory Clerk

Sarah Buys

Invantory Clerk

Inventory Clerk

Irventery Clerk

Inventory Clerk

Sarah Buys

Sarah Buys

Sarah Buys

Sarsh Buys

Sarsh Buys

Sarah Buys

Sarah Buys

Sarah Buys

Sarah Buys

Sarah Buys

+ Edit Settings
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If you want to remove an Inventory Clerk from stock production and I no longer want them to be able to receive
anything, select ‘Edit Settings” and you will see that their names appear here. The green tick shows what they have
access to.

Edit Access Setting X

Name
Inventory Clerk

Sarah Buys

Edit Access Setting 9(

Name Action
Inventory Clerk @

Sarah Buys @
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Certain sections are restricted for inventory clerks, even if you have selected all actions. For example, inventory clerks
do not have access to month-end tasks, cancelling outstanding orders, receiving stock, reports, settings, initial stock
takes, and recounting of stock takes, regardless of the selection made.

By following these steps, you can manage user access and settings in myStock. If you have any further questions or
need assistance, please don't hesitate to reach out to our support team.

Receive Stock: Update Cost Inventory Clerk  Sarah Buys
& Merchants
Receive Stock: Update Prices Inventory Clerk  Sarsh Buys
(® Stock Enquiries
Reports Sarah Buys
Reports
2 Approvals Settings Sarah Buys
Stock Orders Stock Enquiries Inventory Clerk  Sarah Buys
i Recelve Stock .
Stock Enquiries: Edit Item Inventory Clerk  Sarah Buys
Stock Take
Stock Enquiries: Price Update Inventory Clerk  Sarsh Buys
& Stock Production
Stock Enquiries: Reclipe Edit Inventory Clerk Sarah Buys
s Month End
= Stock issue Invantory Clark Sarah Buys
£ Settings %
Stock Requisition Inventory Clerk  Sarah Buys
Stock Take Inventery Clerk  Sarsh Buys
Stock Take: Complete Initial Sarah Buys
Stock Take: Recount Sarah Buys
Stock Transfer Inventory Clark  Sarah Buys
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