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Chapter 1: User Access 
In this chapter, you will learn how to: 
 
V Add, modify and remove user access to the Traceability System  

 
In addition to the login credentials, the Traceability System allows each licensee the ability 
to grant system access to additional users for data submission on your behalf.  Please be 
aware that this is distinct from employees as defined in Chapter 2: Employees (e.g., not all 
employees need to be given user access to the Traceability System) and so adding users is 
not the same as adding employees. 
 

Adding New Users 
¶ To add new users into the system, click on the Administration menu near the top left 

corner of the window.   
 

 
 
¶ (ÏÖÅÒ ÔÈÅ ÃÕÒÓÏÒ ÏÖÅÒ Ȱ5ÓÅÒÓȱ ÁÎÄ ÔÈÅÎ ÃÌÉÃË ÏÎ Ȱ!ÄÄ .Å× 5ÓÅÒȱȢ 
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¶ This will bring up the New User screen. 

 

 
 
¶ Within  the Email text box, type the email address of the new user being granted 

access. 
¶ 7ÉÔÈÉÎ ÔÈÅ 0ÁÓÓ×ÏÒÄ ÔÅØÔ ÂÏØȟ ÅÎÔÅÒ ÔÈÅ ÎÅ× ÕÓÅÒȭÓ ÉÎÉÔÉÁÌ ÐÁÓÓ×ÏÒÄȢ 

o NOTE: the password must be at least ten (10) characters in length and 
must include one upper case charact er, one lower case character, and 
one number.  

¶ Click on the Administrator check box if the user is to have the ability to 
add/modify/delete other users.  

 

 
 
¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ/+ȱ ÂÕÔÔÏÎ ×ÈÅÎ ÃÏÍÐÌÅÔÅȢ 
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Modifying an Existing user 
¶ To modify users previously given access to the system, click on the Administration 

menu near the top left corner of the window.   
 

 
 
¶ (ÏÖÅÒ ÔÈÅ ÃÕÒÓÏÒ ÏÖÅÒ Ȱ5ÓÅÒÓȱ ÁÎÄ ÔÈÅÎ ÃÌÉÃË ÏÎ Ȱ-ÏÄÉÆÙ 5ÓÅÒȱȢ 

 

 
 
¶ This will bring up the Modify User screen. 
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¶ Select the user to be modified from the Users drop down 

 

 
 
¶ You may modify the following: 

o Password.  The password associated with the user. 
o Administrator .  Checked (unchecked) box indicates the user is able (is not 

able) to add/modify/delete other users. 
o Active.  Checked (unchecked) box indiÃÁÔÅÓ ÔÈÅ ÕÓÅÒȭÓ ÁÃÃÅÓÓ ÉÓ ÏÎ ɉÏÆÆɊȢ  )Æ 
ÙÏÕ ÁÒÅ ÒÅÖÏËÉÎÇ Á ÕÓÅÒȭÓ ÁÃÃÅÓÓ ÔÏ ÔÈÅ 4ÒÁÃÅÁÂÉÌÉÔÙ 3ÙÓÔÅÍȟ ÍÁËÅ ÓÕÒÅ ÔÈÁÔ 
this is unchecked. 

¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ/+ȱ ÂÕÔÔÏÎ ×ÈÅÎ ÃÏÍÐÌÅÔÅȢ 
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Chapter 2: Employees 
In this chapter, you will learn how to: 
 
V Add, modify and remove employees 
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Accessing the Employee Screen 
To add new employees, view or change the information of existing employees, or delete 
employees no longer needed, you will need to access the Employee screen. 
¶ .ÁÖÉÇÁÔÅ ÔÏ ÔÈÅ Ȱ)ÎÖÅÎÔÏÒÙȱ ÔÁÂ ÆÏÕÎÄ ÉÎ ÔÈÅ top-left corner of the screen, and then 
ÃÌÉÃË ÏÎ ÔÈÅ Ȱ%ÍÐÌÏÙÅÅÓȱ ÂÕÔÔÏÎ ÌÏÃÁÔÅÄ ÏÎ ÔÈÅ ÒÉÇÈÔ-hand side of the home screen. 

 

 
 
¶ This will bring up the Employee screen. 
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Add a New Employee 
¶ &ÒÏÍ ÔÈÅ %ÍÐÌÏÙÅÅ ÓÃÒÅÅÎȟ ÃÌÉÃË ÏÎ ÔÈÅ Ȱ#ÌÅÁÒȱ ÂÕÔÔÏÎ ÔÏ ÃÌÅÁÒ ÁÌl fields and enter 

the following information:  
o Nameȡ %ÎÔÅÒ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÆÕÌÌ ÎÁÍÅȢ 
o Employee ID: Enter a unique identification number for the employee.  This is 

not a number assigned by the Traceability System , but is internal to your 
business.  You may use payroll ID, driver license number, or any other 
ÎÕÍÂÅÒÉÎÇ ÓÙÓÔÅÍ ÙÏÕ ÓÅÅ ÆÉÔ ÓÏ ÌÏÎÇ ÁÓ ÅÁÃÈ ÅÍÐÌÏÙÅÅȭÓ ÎÕÍÂÅÒ ÉÓ ÕÎÉÑÕÅ 
and not to be re-used within your UBI.  

o Birth dateȡ %ÎÔÅÒ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÄÁÔÅ ÏÆ ÂÉÒÔÈȢ  -ÕÓÔ ÂÅ ÉÎ ÔÈÅ ÆÏÒÍÁÔ ÏÆ 
MM/DD/YYYY. 

o Hire Dateȡ %ÎÔÅÒ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÄÁÔÅ ÏÆ ÈÉÒÅȢ 
¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ3ÁÖÅȱ ÂÕÔÔÏÎ ÏÎÃÅ ÁÌÌ ÏÆ ÔÈÅ ÒÅÑÕÉÒÅÄ ÄÁÔÁ ÈÁÓ ÂÅÅÎ ÅÎÔÅÒÅÄȢ  

 

 
 
¶ The new employee will now appear within the Existing Employees drop down for 

selection. 
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Modifying an Existing Employee 
¶ From the Employee screen, select the employee to be modified from the Existing 

Employees drop down. 
 

 
 
¶ /ÎÃÅ ÓÅÌÅÃÔÅÄȟ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÉÎÆÏÒÍÁÔÉÏÎ ×ÉÌÌ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÁÐÐÅÁÒ ×ÉÔÈÉÎ ÔÈÅÉÒ 

respective fields.  
¶ Modify the necessary field/s (in the example below, Jane Doe changed her last name 

to Jane Smith). 
 

 
 
¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ3ÁÖÅȱ ÂÕÔÔÏÎ ×ÈÅÎ ÃÏÍÐÌÅÔÅȢ 
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Deleting an Existing Employee 
If you find that an existing employee is no longer needed (e.g., employee is terminated, 
ÅÍÐÌÏÙÅÅ ÒÅÃÏÒÄ ×ÁÓ ÃÒÅÁÔÅÄ ÉÎ ÅÒÒÏÒȟ ÅÔÃȣɊ ÙÏÕ may delete the employee record. 
 
NOTE: Removing an employee does not delete any of the already submitted 
Traceability System data associated with that employee record.  It simply removes 
the employee record from use moving forward.  
 
¶ From the Employee screen, select the employee to be deleted from the Existing 

Employee drop down. 
 

 
 
¶ /ÎÃÅ ÓÅÌÅÃÔÅÄȟ ÔÈÅ ÅÍÐÌÏÙÅÅȭÓ ÉÎÆÏÒÍÁÔÉÏÎ ×ÉÌÌ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÁÐÐÅÁÒ ×ÉÔÈÉÎ ÔÈÅÉÒ 

respective fields. 
 

 
 
¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ$ÅÌÅÔÅȱ ÂÕÔÔÏÎȢ 
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Chapter 3: Vehicles 
In this chapter, you will learn how to: 
 
V Add, modify and remove company vehicles 

 
The Traceability System requires that you record accurate information regarding the 
company vehicles that will be transporting marijuana or marijuana product because this 
information will be required for the completion of Transportation Manifests. 
 

Accessing the Vehicle Screen 
To add new vehicles, view or change the information of existing vehicles, or delete vehicles 
no longer needed, you will need to access the Vehicle screen. 
¶ Navigate to thÅ Ȱ)ÎÖÅÎÔÏÒÙȱ ÔÁÂ ÆÏÕÎÄ ÉÎ ÔÈÅ ÔÏÐ-left corner of the screen, and then 
ÃÌÉÃË ÏÎ ÔÈÅ Ȱ6ÅÈÉÃÌÅÓȱ ÂÕÔÔÏÎ ÌÏÃÁÔÅÄ ÏÎ ÔÈÅ ÒÉÇÈÔ-hand side of the home screen 

 

 
 
¶ This will bring up the Vehicle screen. 
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Add a New Vehicle 
¶ From the Vehicle screen, click on the Ȱ#ÌÅÁÒȱ ÂÕÔÔÏÎ ÔÏ ÃÌÅÁÒ ÁÌÌ ÆÉÅÌÄÓ ÁÎÄ ÅÎÔÅÒ ÔÈÅ 

following information:  
o Nickname: Enter a unique nickname with which you may easily identify the 

vehicle within the system 
o #ÏÌÏÒȡ %ÎÔÅÒ ÔÈÅ ÖÅÈÉÃÌÅȭÓ ÃÏÌÏÒ 
o -ÁËÅȡ %ÎÔÅÒ ÔÈÅ ÖÅÈÉÃÌÅȭÓ ÍÁËÅ 
o Model: Enter the vehiÃÌÅȭÓ ÍÏÄÅÌ 
o 9ÅÁÒȡ %ÎÔÅÒ ÔÈÅ ÖÅÈÉÃÌÅȭÓ ÙÅÁÒ 
o 0ÌÁÔÅ Πȡ %ÎÔÅÒ ÔÈÅ ÖÅÈÉÃÌÅȭÓ ÌÉÃÅÎÓÅ ÐÌÁÔÅ ÎÕÍÂÅÒ 
o 6). Πȡ %ÎÔÅÒ ÔÈÅ ÖÅÈÉÃÌÅȭÓ 6).Ȣ  .ÏÔÅ ÔÈÁÔ 6).Ó ÁÒÅ ρχ ÄÉÇÉÔÓ ÆÏÒ ÁÌÌ ÖÅÈÉÃÌÅÓ 

post-1981.  Prior to 1981, the VIN can be between 10 and 17 digits. 
¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ3ÁÖÅȱ ÂÕÔÔÏÎ ÏÎÃÅ ÁÌÌ ÏÆ ÔÈÅ ÒÅÑÕÉÒÅÄ ÄÁÔÁ ÈÁÓ ÂÅÅÎ ÅÎÔÅÒÅÄȢ  

 

 
 
¶ The new vehicle will now appear within the Existing Vehicles drop down for 

selection. 
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Modifying an Existing Vehicle 
¶ From the Vehicle screen, select the vehicle to be modified from the Existing Vehicles 

drop down. 
 

 
 
¶ /ÎÃÅ ÓÅÌÅÃÔÅÄȟ ÔÈÅ ÖÅÈÉÃÌÅȭÓ ÉÎÆÏÒÍÁÔÉÏÎ ×ÉÌÌ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÁÐÐÅÁÒ ×ÉÔÈÉÎ ÔÈÅÉÒ 

respective fields.  
¶ Modify the necessary fields (in the example below, Van 1 changed color from White 

to Green). 
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¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ3ÁÖÅȱ ÂÕÔÔÏÎ when complete. 
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Deleting an Existing Vehicle 
If you find that an existing vehicle is no longer needed (e.g., vehicle is sold, vehicle record 
×ÁÓ ÃÒÅÁÔÅÄ ÉÎ ÅÒÒÏÒȟ ÅÔÃȣɊ ÙÏÕ ÍÁÙ ÄÅÌÅÔÅ ÔÈÅ ÖÅÈÉÃÌÅ ÒÅÃÏÒÄȢ 
 
NOTE: Removing a vehicle does not delete any of the already submitted Traceability 
System data associated with that vehicle record.  It simply removes the vehicle 
record from use moving forward.  
 
¶ From the Vehicle screen, select the vehicle to be removed from the Existing Vehicles 

drop down 
 

 
 
¶ Once selectÅÄȟ ÔÈÅ ÖÅÈÉÃÌÅȭÓ ÉÎÆÏÒÍÁÔÉÏÎ ×ÉÌÌ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÁÐÐÅÁÒ ×ÉÔÈÉÎ ÔÈÅÉÒ 

respective fields.  
 

 
 
¶ #ÌÉÃË ÏÎ ÔÈÅ Ȱ$ÅÌÅÔÅȱ ÂÕÔÔÏÎȢ 
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Chapter 4: Vendors 
In this chapter, you will learn how to: 
 
V View Preferred Vendor List 
V Search for and Add Vendors to Preferred Vendor List 
V Remove Vendors from Preferred Vendor List 
V Add Vendors manually (only available in systems without a preferred list)  
V Remove Vendors from a Manual Vendor List 

 
Within the Traceability System, vendors are Licensees outside of your own that you can 
either wholesale to or make wholesale purchases from.  You must add vendors to your 
Preferred Vendor List in order to receive inbound shipments, to make outbound shipments, 
and to account for samples given to negotiate a sale.  In certain systems there is no 
preferred list (there will be no button for preferred vendor list under the preferred list in 
these systems) so vendors will need to be added manually in these systems. 
 

Accessing the Vendor Screen 
To view all possible vendors, add vendors to your Preferred Vendor List, or remove 
vendors from your Preferred Vendor List, you will need to access the Vendor screen. 
¶ .ÁÖÉÇÁÔÅ ÔÏ ÔÈÅ Ȱ)ÎÖÅÎÔÏÒÙȱ ÔÁÂ ÆÏÕÎÄ ÉÎ ÔÈÅ ÔÏÐ-left corner of the screen, and then 
ÃÌÉÃË ÏÎ ÔÈÅ Ȱ6ÅÎÄÏÒÓȱ ÂÕÔÔÏÎ ÌÏÃÁÔÅÄ ÏÎ ÔÈÅ ÒÉÇÈÔ-hand side of the home screen 

 

 
 
 
 
 
























































































































































































































