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How To Guide - Staff Accounts
When a staff person is inserted into the system a user account will be created for them based on the first name and last name entered.  If the staff person's name is "Sally Davis" a user account "sally.davis" will automatically be created for her.  The password on the account will be "sally.davis" and she can login and change it.
1. To change a staff person's password got to the "ADMINISTRATION" tab => select "Teachers and Staff", 
2. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\edit.png]Click the "pencil" icon beside their name. 
3. Edit their information and change their password if required.
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Staff can log into the system to place orders for themselves.  If you have enabled "Staff Have Students" in the "Application Profile" a staff person can add their own children into the system and place orders for their children and themselves.
You can generate "Staff Notices" by going to the "CONFIG" => "Manage Text Data" and clicking the button at the bottom.
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