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ABOUT THIS DOCUMENT

Enterprise Live is the web-based interface for 
Enterprise Manager. Enterprise Live allows users 
such as regional managers and owners to log 
in remotely, enabling you to view reports and 
manage your sites from anywhere in the world. 
With Enterprise Live, users can access and 
update configuration items such as discounts, 
promotions, product pricing information, 
employee details and much more!

This document is designed to give you a helping 
hand when it comes to managing your sites and 
performing daily tasks in Enterprise Live.
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1
Open Internet Explorer.

2
In the address bar, enter 
your unique Enterprise 
Live URL.

3
Enter your username and 
password.

4
Click login.

BASICS
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A
The title bar contains your 
login name, your control 
region, and the logout 
button.

B
The navigation bar 
consists of 5 menus.

Administration: This menu 
allows you to control user 
logins, and specify which 
screens those users are 
able to view. 

Employees: This menu 
allows you to configure 
various employee details, 
and their employment 
details at one or more 
sites.

Stock: This menu allows 
you to enter product 
details, set local prices 
and/or required levels for 
products in the database.

Reports: This menu allows 
you to set up report 
groups and view reports.

Configuration: This 
menu allows you to set 
up discount reasons and 
promotions for your sites.

C
The work area is the main 
area where contents will 
be shown when you click 
on a menu/button.

NAVIGATING ENTERPRISE LIVE

Enterprise Live consists of three main areas: the title bar, the navigation bar and the work area. The navigation bar consists of 5 menus. Using these screens and the various 
menus you can navigate through Enterprise Live to access all features.
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ACCESS
USING THE ACCESS SCREEN

The access screen allows you to set up regional manager login details. When working on the access screen, you can search for managers using various criteria.

1
Click on the access button 
in the administration 
menu.

A
You can search for a 
manager by entering their 
name into the manager 
name field.

B
You can tick the show 
inactive box to include 
inactive managers in the 
search.

C
You can select the number 
of managers you want to 
display.

2
Once you have entered 
your desired criteria, click 
search managers. You can 
also click search managers 
without entering any 
criteria to view a full list of 
managers.

D
The manager list will be 
displayed here.
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1
Click on the access button 
in the administration 
menu.

2
Click create new manager.

ADDING A NEW ENTERPRISE LIVE MANAGER

Each manager will be assigned a login name, a password, a role and a control region. The control region indicates the highest region that the manager can apply changes to. 
Users only need to be added as managers if they will use Enterprise Live.
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3
Enter the manager’s name.

4
Enter a login name for the 
manager. The manager 
will use this to log in to 
Enterprise Live.

5
Create a password for 
the manager. Enter the 
password again in the 
confirm password field.

6
Select the manager’s role 
from the drop-down menu.

7
Type in the manager’s 
position title.

8
Select the manager’s 
control region from the 
drop-down menu. This is 
the highest region that 
the manager can apply 
changes to. The manager 
will be able to view and 
edit all details of the 
control region and its sub-
regions.

9
Click save.
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1
Click on the access button 
in the administration 
menu.

2
Enter your desired search 
criteria, then click search 
managers.

3
Make the desired changes. 
For example, you could 
change a manager’s role 
by selecting a new role 
from the drop-down menu.

4
Once you are finished 
editing, click save.

EDITING A MANAGER’S DETAILS

You can easily make changes to a manager’s details through the access screen. Here you can edit information such as their name, login, role, control region or position title.
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UNLOCKING / ACTIVATING ENTERPRISE LIVE ACCOUNTS

Users may get locked out of their Enterprise Live account if they have incorrectly typed their password three times in a row. If a manager gets locked out, their account will be 
deactivated. To unlock their account, you will need to make the account active again. 

1
Click on the access button 
in the administration 
menu.

2
Tick the show inactive 
box to include locked out 
/ inactive managers in the 
search.

3
Enter any desired search 
criteria, then click search 
managers.

4
Any locked out or inactive 
managers will appear with 
no tick in the active box. 
Tick the active box to 
make their account active 
again.

5
Click save.
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RESETTING AN ACCOUNT PASSWORD

You can reset an account password by manually changing the password, or prompting the user to reset their password next time they log in.

1
Click on the access button 
in the administration 
menu.

2
Enter your desired search 
criteria, then click search 
managers.

3
To make a user reset their 
password next time they 
log on, tick the relevant 
reset password box.

4
Click save.

A
The user will need to reset 
their password next time 
they attempt to log in.

5
To manually change 
an account password, 
click on the relevant key 
icon (next to the reset 
password column). The 
change password screen 
will appear.

6
Enter the user’s new 
password into the new 
password and confirm 
password fields.

7
Click submit. 
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