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signing in

section 1 of 6: 

GETTING 
STARTED

changing your password

end user license agreement

The first thing to do is open your browser to our website:
https://tool.vendnovation.com/
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signing in

When your user identity is created, you receive an email with 
your temporary password.  Your username is the email address at 
which you received your password.

uncheck if checked!
(if it is your first sign in)

Fill in the cells, 
then click "Sign in"!

https://tool.vendnovation.com
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end user license agreement

Please read and agree to the terms of our End User License 
Agreement.

Scroll down!

Check the box!
Then, Click "continue"

https://tool.vendnovation.com


GETTING STARTED
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changing your password

We recommend changing your password from the temporary 
password.   Afterward, you might want to: 1.) log out, 2.) check 
the "Remember My Password" box, and 3.) sign in again.

Then, Fill in the cells and 
click "change password"!

Follow the "change Password" Link

https://tool.vendnovation.com


section 2 of 6: 

ADDING 
PRODUCTS

by spreadsheet

as individuals

"Products" refers to all items you wish to track with VendNovation software 
and equipment.  In other words, "Products" are anything you put inside.
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ADDING PRODUCTS
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by spreadsheet

All items to be tracked, stored, or dispensed  need to be 
registered in your organization as "Products".  This method of 
adding products uses a .CSV file to upload a batch.

click on the "Products"
dropdown menu!

Then, click on
"manage products"!

https://tool.vendnovation.com


ADDING PRODUCTS
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by spreadsheet

Navigate to the product import page.

Click on the "import products" 
link!

https://tool.vendnovation.com


ADDING PRODUCTS
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Follow the "Download template" Link!

by spreadsheet

You can download a template .CSV file from this page.  When you 
have transferred all of the appropriate information to the .CSV 
spreadsheet, you will upload it from here.

https://tool.vendnovation.com


ADDING PRODUCTS
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first, click the 
"browse" button, and 
locate your .csv file!

Then, click the 
"import products" button!

Return to the product import page, and upload your .CSV file.

by spreadsheet

https://tool.vendnovation.com


ADDING PRODUCTS
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Then, Click the "confirm import" button 
to finalize the upload.

Before uploading, you will be prompted to confirm your entries.

double check your entries!

by spreadsheet

https://tool.vendnovation.com


ADDING PRODUCTS
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After uploading, you will return to the "Manage Products" page.

This message confirms your upload!

x = number of products!

by spreadsheet

Note: When storing equipment in 
a locker, be sure to edit each 
product individually to check the 
"Returnable" CheckBox!

https://tool.vendnovation.com


ADDING PRODUCTS
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as individuals

All items to be tracked, stored, or dispensed  need to be 
registered in your organization as "Products".   From your home 
page, navigate to the "Manage Products" page.

click on the "Products"
dropdown menu!

Then, click on
"manage products"!

https://tool.vendnovation.com


ADDING PRODUCTS
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Using the panel on the right, create a new product.

Click on the "create Product" link!

as individuals

https://tool.vendnovation.com
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Navigate to the product list. 

as individuals

if unknown, can be the same as 
the item number

if unknown, can be the name of 
your organization

recommended default
"Default group" When complete, click 

the "save" Button!

cannot be blank

can be blank or 
left as default

in most 
cases, 
this is "1"

primary
Tracking 
number

can 
be "0" 
(zero)

Note: When 
storing 
equipment in a 
locker, be sure 
to check the 
"Returnable" 
CheckBox on 
each product!

https://tool.vendnovation.com


ADDING PRODUCTS
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You will return to the "Manage Products" page, and the message 
"Update Successful" will temporarily display to confirm the 
product upload.

as individuals

This message confirms your upload!

"Products" will continue 
to register here!

https://tool.vendnovation.com


section 3 of 6: 

ADDING 
DISPENSING 
UNIT USERS

by batch

one at a time

resetting pins

"Dispensing Units" refers to all types of equipment able to be used in a 
VendNovation system, including: lockers, vending machines, and cabinetry.
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18

25

31

https://tool.vendnovation.com


ADDING UNIT USERS
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by batch

The software refers to all types of users, regardless of hierarchy 
in your organization, as "employees".  This method of adding 
employees uses a .CSV file to upload a batch of identities. 

click on the "manage"
dropdown menu!

Then, click on
"employees"!

https://tool.vendnovation.com


ADDING UNIT USERS
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by batch

Select the appropriate account for the unit you are using. 

Then, click on the account 
for the Dispensing unit you 
are using!

Click on the "Account" 
dropdown menu!

https://tool.vendnovation.com
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by batch

Navigate to the employee import page.

Click on the "import employees" 
button!

reminder - this process 
is the same for All 
identities, including: 
Administration, faculty, 
Staff, and students.

https://tool.vendnovation.com
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Follow the "Download template" Link!

by batch

You can download a template .CSV file from this page.  When 
you have transferred all of the appropriate information from the 
roster to the .CSV spreadsheet, you will upload it from here.

https://tool.vendnovation.com
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by batch

Use employee/
student iD#

Recommended
default 

"English"
(French or

Spanish
available)

Recommended
default "yes"

cannot be blank

can be blank

https://tool.vendnovation.com


ADDING UNIT USERS

 23

Ensure that you are in 
the correct account!

click the "browse" 
button, and locate 
your .csv file!

Then, click the 
"upload" button!

by batch

Return to the employee import page, and upload your .CSV file.

https://tool.vendnovation.com
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by batch

After uploading, you will return to the "Manage: Employees" page.

This message confirms your upload!

Employee (Student) entries display here!

https://tool.vendnovation.com
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one at a time

The software refers to all types of users, regardless of hierarchy 
in your organization, as "employees".   From your home page, 
navigate to the "Manage: Employees" page.

click on the "manage"
dropdown menu!

Then, click on
"employees"!

https://tool.vendnovation.com
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one at a time

Select the appropriate account for the unit you are using. 

Then, click on the account 
for the locker you are using!

Click on the "Account" 
dropdown menu!

https://tool.vendnovation.com
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one at a time

Click the "Search" button!

Navigate to the employee list  

Can be empty!

https://tool.vendnovation.com
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one at a time

Evoke the employee identification input cells.

Click on the "insert" Link!

https://tool.vendnovation.com
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one at a time

Input the appropriate information for the unit user.

fill in these cells!

Click on the "update"
Link when complete!

Can be empty!

scroll right for 
additional options!

https://tool.vendnovation.com
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one at a time

After updating, you will return to the "Manage: Employees" page.

for confirmation, you may search 
for your new entry here!

https://tool.vendnovation.com


ADDING UNIT USERS
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click on the "manage"
dropdown menu!

Then, click on
"employees"!

resetting P.I.N.s

Navigate to the "Manage: Employees" page.

https://tool.vendnovation.com


ADDING UNIT USERS
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Locate the employee identity, and "clear" the P.I.N.

search and sort by any identifier!

resetting P.I.N.s

click on the "Clear" Link for 
the appropriate employee!

Avoid the "reset" Link, for now.
it is for added security situations, in 
which P.i.N.s must be regularly changed.

https://tool.vendnovation.com


section 4 of 6: 

ASSIGNING

products

compartments/coils

administrator access

Each product must be assigned a location from which it will be dispensed.   
Allocation codes can be assigned to restrict access.

 33

34

42

53
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products to dispensing units

Each product must be assigned a location from which it will be 
dispensed.   The software refers to all types of dispensing units 
generally as "Machines".

click on the "machines"
dropdown menu!

Then, click on
"manage machines"!

https://tool.vendnovation.com
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products to dispensing units

Each product must be assigned to a location from which it will be 
dispensed.   The software refers to all types of dispensing units as 
"Machines".  Navigate to the "Manage Machines" page.

click on the "machines"
dropdown menu!

Then, click on
"manage machines"!

https://tool.vendnovation.com
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products to dispensing units

Navigate to the machines list.

Click the "Search" button!

Can be empty!

https://tool.vendnovation.com
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products to dispensing units

Select the dispensing unit (machine) you are using from the list.

Click anywhere on this field!

"Machines" will continue 
to register here!

https://tool.vendnovation.com
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products to dispensing units

Select the location to which you will assign a product.  This page 
is called your "Planogram".

Click on this field!

Note: When storing equipment in a locker, 
"Refill to" must Match the "currently" 
Column prior to dispensing any products!

https://tool.vendnovation.com
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products to dispensing units

Select the product.  If you are using groups, select the 
appropriate group.  In most cases, you will select the "Default 
Group".  

Click on the dropdown menu!

Select the
"Default Group"!

Then, Select 
the Product!

https://tool.vendnovation.com
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products to dispensing units

Confirm that the entry is correct.

Double check that the product 
matches the location!

Click "Save Changes" When complete!  
Repeat as necessary!

https://tool.vendnovation.com
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products to dispensing units

You will receive a confirmation message in the Planogram.

Confirmation message!

https://tool.vendnovation.com
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employees to compartments/coils

In this section, you will use "Allocation Codes" to assign specific 
privileges to specific "Employees".  Note: The software does 
not require the use of allocation codes for inventory tracking.  
Allocation codes offer added security measures. 

click on the "manage"
dropdown menu!

Then, click on
"Allocation codes"!

https://tool.vendnovation.com
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employees to compartments/coils

Select the appropriate account for the unit you are using. 

Then, click on the account 
for the Dispensing unit you 
are using!

Click on the "Account" 
dropdown menu!

https://tool.vendnovation.com
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employees to compartments/coils

Now that you are at the "Manage: Allocation Codes" page, define 
a new allocation code.  An allocation code is essentially an 
identity (name) for a grouping (in this example a group of locker 
compartments).  After setting this allocation code, you will adjust 
specific details regarding individuals  (in this example, single 
locker compartments) within that grouping.

click on the "insert" Link.

https://tool.vendnovation.com
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Enter the appropriate information for the allocation code.

name the allocation code after the 
dispensing unit!

Click on the "Employees can..." 
dropdown menu!

Uncheck

Then, Select "Only enter code 
numbers they are assigned to."

employees to compartments/coils

https://tool.vendnovation.com
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Adjusting the first dropdown menu evokes a second menu.

click on the second dropdown menu!

Then, Select 
"dispense only assigned items."

When complete, press "update"!

employees to compartments/coils

https://tool.vendnovation.com
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This page confirms that the allocation code (grouping) has 
registered.  From here you will edit accessibility restrictions 
for each compartment.

Be Aware, while you are applying this 
allocation code, you may affect accessibility 
at that moment - until you finish.

Click on the Down arrow Button!

employees to compartments/coils

https://tool.vendnovation.com
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You will now identify individual compartments within the 
grouping (allocation code).   You may use the name of the 
"employee" to be assigned to the compartment, or the 
compartment number, or whatever you find most useful.

enter information in cells and click 
"create New [Allocation code Name]"!

cannot be blank; can be duplicates!

employees to compartments/coils

Repeat for each individual 
(Compartment) within the 
grouping (locker)!

https://tool.vendnovation.com
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Once all of the compartments are registered, add the 
"employees" who will be granted access to each compartment.

For each entry (one at a time), 
follow the "Employees" link!

employees to compartments/coils

https://tool.vendnovation.com
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Add the employees who are allowed to access the compartment.

to assign an employee click the 
"Move to" link!

When done, Click on the "Back to 
[Allocation Code] List" link!

employees to compartments/coils

https://tool.vendnovation.com
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Once all of the employees are registered, add the products to 
which those employees will be granted access.

For each entry (one at a time), 
follow the "Product restrictions" 
link!

employees to compartments/coils

https://tool.vendnovation.com
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employees to compartments/coils

to assign a Product click the 
"May not dispense" link!

When done, Click on the "Back to 
[Allocation Code] List" link!

Add the appropriate product(s) to the identity (compartment).

https://tool.vendnovation.com
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ASSIGNING
administrator access

This subsection assumes that you are using "Allocation 
Codes" to assign specific privileges to specific employees.  
This is unnecessary if you are not using allocation codes as 
demonstrated in the previous subsection.

click on the "manage"
dropdown menu!

Then, click on
"Allocation codes"!

https://tool.vendnovation.com
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Select the appropriate account for the unit you are using. 

Then, click on the account 
for the Dispensing unit you 
are using!

Click on the "Account" 
dropdown menu!

administrator access

https://tool.vendnovation.com
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Navigate to the Allocation Code Name list.

Click on the Down arrow Button!

administrator access

https://tool.vendnovation.com
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administrator access

enter information in cells and click 
"create New [Allocation code Name]"!

cannot be blank; can be duplicates! 
For example, "Admin", "Admin".

Add another identity to the allocation code.  This will be for 
employees who will be granted access to all compartments.

https://tool.vendnovation.com
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administrator access

After the identity ("Admin") is registered, add the employees who 
will be granted access to each compartment.

 follow the "Employees" link!

https://tool.vendnovation.com
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Add the employees who are allowed to access the full unit.

to assign an employee click the 
"Move to" link!

When done, Click on the "Back to 
[Allocation Code] List" link!

administrator access

https://tool.vendnovation.com
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administrator access

After the employees are registered, add the products that can be 
dispensed to those employees.

 follow the "product restrictions" 
link!

https://tool.vendnovation.com
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to assign a Product click the 
"May not dispense" link!

When done, Click on the "Back to 
[Allocation Code] List" link!

Add all the products in the dispensing unit to the [Admin] identity.

administrator access

https://tool.vendnovation.com


section 5 of 6: 

STATUS 
CHECKING

by product

by planogram

by dispensing unit

by employee

We have several methods to find the information you are looking for.  
The "Report" dropdown menu offers several combinations of tracking 
information.  This section is made up of just a few examples.  We suggest 
that you run several reports to find which of them most effectively offers the 
combination of information that is most critical to you.  

 61

62

67

72

75
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Navigate to the "Product Location" report.

click on the "Report"
dropdown menu!

Then, click on
"Product location"!

by product

https://tool.vendnovation.com
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Follow the 
"Click Here to select Product" link!

Open the product selection panel.

by product

https://tool.vendnovation.com


STATUS CHECKING
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Select the product.  If you are using groups, select the 
appropriate group.  In most cases, you will select the "Default 
Group".  

Click on the dropdown menu!

Select the
"Default Group"!

Then, Select 
the Product!

by product

https://tool.vendnovation.com
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Click the "Search" button. 

if needed, narrow your search by 
selecting an account! 

Perform the search.

by product

https://tool.vendnovation.com
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by product

when reviewing multiple results, 
sort with any column header. 

Repeat your search for as many 
products as necessary by 
selecting a different product! 

Most reports can be 
exported as .csv files, 
some can be automated!

The precise assigned location is shown along with the quantity.

https://tool.vendnovation.com
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Navigate to the "Machine Checkbook" report.

click on the "Report"
dropdown menu!

Then, click on
"Machine checkbook"!

by dispensing unit

https://tool.vendnovation.com
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Follow the 
"Click Here to select a machine" link!

Open the machine selection panel.

by dispensing unit

https://tool.vendnovation.com


STATUS CHECKING
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Select the machine.  Entry options appear to the right when 
selections have been made to the left.  

Select the account!

Finally, Select 
the Machine!

Then, Select 
the site!

by dispensing unit

https://tool.vendnovation.com
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Click the "view report" button. 

if needed, narrow your search by 
selecting a date range! 

Perform the search.

by dispensing unit

https://tool.vendnovation.com
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when reviewing multiple results, 
sort with any column header. 

Repeat your search for as many 
products as necessary by 
selecting a different product! 

Most reports can be 
exported as .csv files, 
some can be automated!

This shows every action that has occurred at the selected unit.

by dispensing unit

https://tool.vendnovation.com
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by employee

Navigate to the "Employee Rollup" report.

click on the "Report"
dropdown menu!

Then, click on
"employee rollup"!

https://tool.vendnovation.com


STATUS CHECKING
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Click the "view report" button. 

if needed, narrow your search by 
selecting a date range! 

Perform the search.

by employee

https://tool.vendnovation.com


STATUS CHECKING
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when reviewing multiple results, 
sort with any column header. 

Most reports can be 
exported as .csv files, 
some can be automated!

This shows every action that has occurred at the selected unit.

by employee

https://tool.vendnovation.com
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by planogram

The "planogram" is the tool that allows you to add and remove 
products from dispensing units ("machines"), and it allows you to 
view and adjust inventory level readings for those machines.

click on the "machines"
dropdown menu!

Then, click on
"manage machines"!

https://tool.vendnovation.com
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by planogram

Navigate to the machines list.

Click the "Search" button!

Can be empty!

https://tool.vendnovation.com
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by planogram

Select the dispensing unit (machine) you are using from the list.

Click anywhere on this field!

"Machines" will continue 
to register here!

https://tool.vendnovation.com
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by planogram

The "planogram" is the tool that allows you to add and remove 
products from dispensing units ("machines"), and it allows you to 
view and adjust the inventory level registry for those machines.

Quantity in location (compartment)!

Maximum quantity allowed

Minimum quantity allowed

https://tool.vendnovation.com


section 6 of 6: 

REMOVING

products

employees

access

For your convenience, the identities of most things (products and 
employees) are rarely entirely deleted, but easily deactivated. 

 79

80

84

88
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products

Navigate to the "Manage Products" page.

click on the "Products"
dropdown menu!

Then, click on
"manage products"!

https://tool.vendnovation.com


REMOVING
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Navigate to the product list.

Click on the "search" button!

Can Be Blank!

products

https://tool.vendnovation.com


REMOVING
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Select the product you would like to remove.

"Products" will continue 
to register here!

products

Click anywhere on the product field!

https://tool.vendnovation.com
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Remove the product.

products

Click on the "Remove Product" 
button!

https://tool.vendnovation.com
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employees

The software refers to all administration, faculty, staff, and 
students as "employees".  This method of adding employees uses 
a .CSV file to upload a batch of identities at one time. 

click on the "manage"
dropdown menu!

Then, click on
"employees"!

https://tool.vendnovation.com


REMOVING
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Select the appropriate account for the unit the employee is using. 

Then, click on the account 
for the Dispensing unit the 
employee is using!

Click on the "Account" 
dropdown menu!

employees

https://tool.vendnovation.com
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employees

Navigate to the employee list.

Click on the "search" button!

Can be Blank!

https://tool.vendnovation.com
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employees

reminder - this process 
is the same for All 
identities, including: 
Administration, faculty, 
Staff, and students.

Disable the employee.

Click on the Green button!

This message appears upon hover!

https://tool.vendnovation.com
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access

This section assumes that you have used "Allocation Codes" to 
assign specific privileges to specific "Employees".  The software 
does not require the use of allocation codes.  If you have not used 
allocation codes, this subsection is unnecessary.

click on the "manage"
dropdown menu!

Then, click on
"Allocation codes"!

https://tool.vendnovation.com
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access

Select the appropriate account for the unit the employee is using.

Then, click on the account 
for the Dispensing unit the 
employee is using.

Click on the "Account" 
dropdown menu!

https://tool.vendnovation.com
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access

Navigate to the Allocation Code Name list.

Click on the Down arrow Button!

https://tool.vendnovation.com
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access

Change the access restrictions on the employees for the 
appropriate identity within the grouping.

 follow the "Employees" link!

https://tool.vendnovation.com
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access

Remove the employees who are not allowed to access the unit.

to remove an employee's access 
click the "Remove From" link!

When done, Click on the "Back to 
[Allocation Code] List" link!

https://tool.vendnovation.com
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