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Office — Adding a System User

Click on the Office icon

Select the System Users icon.
[+ ]

System Users

* Click on the Add icon.

Staff Information - Add
Farename: | Annie

Surname: | Andraws

Input their Forename, Surname,
Username and Password.

Username: | Afndrews

Password:  sssssssl
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Click Save.

/0 Save \ You will be prompted to edit the

. System User’s access rights. Here you
select which functions this user can
perform. For a more in-depth

Please edit the system user's access rights. explanation, please see the user

guide: Office — Editing a System
K / User’s Access Rights

The system user's details have been successfully saved.

System Access

= Office XE

== Stock Control x

+ Checkein v

== Meds Round

» Access Medication Round Via Cloud
= Complete Medication Round

= Amend Mar Chart

Tick which functionality you wish this
user to perform. For a more in-depth
explanation, please see the user
guide: Office — Editing a System
User’s Access Rights

» Select Different Round Medication

« Administer Warfarin Medication

= View Stopped Medication Mar Chart

« View Mat For Round Medications

= Override Expected Dosage Quantity

= Administer Medication Within the Dosage Interval
= Override Medication Round Sync Warning

= Administer a Cantralled drug
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== Reports

= Verification

k.
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Click Save.

q &

The service user's details have been successfully saved.

~

Please sync the device for Happy Valley Care Home

\

to download the changes to the device.

OK

/

Once saved, a Save box will appear.

Click OK.
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