aACE Software

Creating a Team Member Record for Discovery
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This guide explains the first step for setting up new users for an aACE Discovery. It is
intended for system administrators.

To start setting up your aACE system for your Discovery team, log in to your system

https:/aaceé knowledgeowl.com/help/logging-in-and-out-of-aace) aNd create the team member records.

1. At the Main Menu, click Internal.
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2. Click Team Members.
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3. At the Team Members module, click New.
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1l Dashboard 1 Notices @ & 4 Record: 10f 46 Newd Editg# Deleted Print/3  Actions X

< Internal Team Members

Management Preferences

Team Members B v
Teams = Type Name Initials Title Office Dept: Supvsr  Exp Appv Time Appv Phone Status

Offices > Employee Nascher, Caitiin o Technical Writer A Al-Dev BV D) BY (555)418-9777 x130 &4 ACTIVE @ A -

Notices | > Resource Admin, aACE AA A AL (555) 4189777 =oaAave @ A -

Documents | > Employee Hanson, Scot SH Technical Writer Al Al-Dev BV D) BV (555) 4189777 x350 54 ACTIVE @ & -

Timesheets > Employee Harvey, Mara MH  Account Manager A Al PM D) PM (555)418-9777 279 &4 ACTIVE @ 7 -

D/L aACE Launcher > Employee Hernandez, Kristie KH Shipping Manager Al AL-FFMT PM ) PM (555) 4189777 x153 54 ACTIVE @ A =

Change Password

. | > Employee Walker, Ned NW  Warehouse Al AL-AIP DI D) DI (555)418-9777 X799 54 ACTIVE @ 7 -

e > Employee Sanderson, Drew DS Warehouse Al Al-Shipping PM D) PM (555)418-9777 x156 54 ACTIVE @ 7 -

| > Employee James, Denise ] CFO Al AL MIB D) MB (555)418-9777 420 54 ACTIVE @ 7 -

n B @ > Employee Smith, John s Shipping & Fulfilment Al AI-FFMT KC D) PM (555)418-9777 x586 54 ACTIVE @ = -

B new Gal Entry > Employee Connolly, Katie KC ‘Warehouse Manager A AI-Shipping MIB D) MIB (555) 4189777 x484 4 ACTIVE @ = -

Raed [n: SH @ AL > Resource Job Shop App, aACE AISA Al A (555) 4189777 Soacme @A -

> Employee Kohn, Alexis AK AJR Clerk Al AI-A/R )] D) D1 (555) 418-9777 x547 &d ACTIVE . N -

> Employee Gianelli, Jamie 16 Sales Representative Al Al PM DJ PM (555) 418-9777 x241 &4 ACTIVE . N -

> Employee Wright, Allen AW ‘Quality Control Officer Al AI-FFMT KC DJ KC (555) 418-9777 x148 &4 ACTIVE . N -

> Employee Phillips, Evan EP Production Manager A AI-FFMT DS D) DS (555) 4189777 x175 54 ACTIVE @ A -

> Employee Voll, Brian BV Senior Programmer A Al-Dev MIB D) MIB (555) 4189777 x543 54 ACTIVE @ A -

> Employee MeNeil, Pete PM Director of Human A Al-Sales PM D) PM (555) 4189777 x497 54 ACTIVE @ A -

> Employee Stroman, Martin Ms VP of Sales A Al-Sales PM D) PM (555)418-9777x335 54 ACTIVE @ A -

> Employee Bethuy, Michael J MIB  President A A D) (555)418-9777 x111 4 ACTIVE @ & -

> Employee Sanchez, Jeremy B JBS  Senior Programmer A Al-Dev BV D) BY (555)418-9777 x321 4 ACTIVE @ A -

> Employee Haskins, Molly MH2  UX Design A Al-Dev BV D) BY (555)418-9777 x256 4 ACTIVE @ A -

= Fmnlouaa lanas Rahart T eT1 Galac Accaciata ar A1.Galac oM m oM (558) 5558705 v27@ G acTie M A -
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4. Atthe new team member record, enter the user's info in the required fields (i.e.
highlighted in pink):
o First Name

o Last Name

o Initials — Enter two or three letters to identify the user

o Type — Employee

o Office — Al (or as directed by your aACE rep)

o Dept — Autopopulates with the default department for the office you select
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5. Inthe module footer, click Save.
6. At the confirmation prompt, click Activate.

[ ] Message

Activate this team member?

Next Step

Assigning User GrOUQS for DiSCOVGry https://aace6.knowledgeowl.com/help/assigning-user-groups-for-discover:
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