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3. Staff Management

Read this chapter to learn how to set up staff accounts before register membership accounts.

3.1 Create staff account

1. Go to “Add New Staff” at the main interface.
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2. Select Account type “Cashier”, “General Manager”, “Administration”, “Finance Officer” or
“Customer Relationship Officer (CR Officer)”.

3. Fill up staff information: full name, gender, religion, date of birth D.O.B, NRIC, Contact No., email
address and mailing address.

4. Remember to click “Create” to complete the staff registration process.

3.2 Staff Account Privilege

1. Double click “Membership software” to login personnel account.

2. Each personnel will have their own staff ID. You can request staff ID from Admin account.

3. Enter personnel ID and password. Default password is 123456.

4. After login staff account, click “write” > enter new password > click “Update” to save changes.

5. Types of staff account and their privileges are as follows:
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Staff Privileges

Cashier | hake Booking | | ltems Record | | Booking/Game Record | | Bulk Booking | | Retal Counter

General Manager

Add Staff| Add Member |Assign Member| Assign Card | Membarships | | Pending Requesis |No Show Cash Reports

Make Booking lems Record | Booking/Gams Recard | |Seffings |Rates| |Retail| |Stora| |Categories | Stafis |Mambers| |Logs| Buk Booking | Ratsil Gountar | | Membar Phone/Emal List

Membership Sales Record | | Add Staff| | Add Member Assign Member| | Assign Cand| | Memberships | | Pending Requests, |No Show iCisll Reports

Finanae Manager |ltems Record | |Bosking/Game Record | | Membarship Sales Record|

Finance

2 ltems Record | | Booking/Game Record | | Membership Sales Record
Assistant i |

Assistant | Make Baoking ltemms Record| | Bosking/Game Record | |Retal| | Store | | Categones| Staffs| Members| [Logs| |Bulk Booking| Retal Counter Menber Phone/Emai List| Membersnip Sales Record |

Manager

Sales & | Make Booking Hems Record | Booking/Game Record | |Retall| | Store Calegon!;f Mambers| |Bulk Booking | | Retail Counter| |Member Phone/Emai List | Membership Sales Record| | Add Member
Marketing 4 : p

Manager  Assign Member| |Assign CﬁrdE Pending Requests

Sales & | \ake Booking | |Items Record | | Booking/Gams Record | |Retal Store Categofies| Members :ElquBockEng Retall Counter. |Member Phone/Email List| | Membarship Sales Record| |Add Membar
Marketing s —_ L -

Executive | Assign Mamber| Assign Card?

Duty Manager | Make Booking \temsReonrdi Booking/Game Record | |Staffs | | Membars Add Staft| Pending Requests
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