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Unlicensed Employees

Contact Point: Subject: Adding new unlicensed employees
Metrc Support

Reason: Facility Administrators can now add their own employees as unlicensed
employees.

Greetings,

Metrc is pleased to provide information on a recent change on how Metrc account
administrators can now grant Metrc access to their own employees that are not
licensed.

Please read on for more information regarding new functionality.
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Administrators no longer need to obtain a license number for new employees. To add an
unlicensed employee, the administrator will go to the Admin area on the navigational
toolbar. Then select the Employees option which will take the user to the Employees
grid — see Figure 1.
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Figure 1: Employees Option to Add Unlicensed Employees Under Admin

From the Employees grid, select the Add Unlicensed Employees button — see Figure 2.
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Figure 2: Add Unlicensed Employees Button in Employees Grid

This will open the Add Unlicensed Employee action window. Fill in required fields and
appropriate permissions being granted for the new employee. Once all information has
been added for the new Unlicensed employee, select the green Create Employees
button — see Figure 3 below.
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Please note:

Allnew employees granted online access via the *Enable online access to this Facilty” checbox above wil
receive an e-mail with instructions and a hyperiink to log directly into their User Profile

If online access is granted:

Once Iogged in, the User will need to update their security settings. The e-mall wil contain the User's Username
fink expiration dateftime, and the Metrc web address

Create Employees Cancel

Figure 3: Add Unlicensed Employees Action Window

Metrc LLC 3
For additional support:
Email Support@metrc.com or call 877-566-6506



mailto:Support@metrc.com

