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Chapter 1:.User Access
In this chapter, you will learn how to:

\/ 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 user®f 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 emplyees.

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

corner of the window.

Current or Quality Shortcuts
| Transfer Inventory
Room | Bulk \n\k\tory v || Move Items & Refresh | i y
— i
Product Strain Type Available QA Status - #ﬂ
Products Rooms
/‘U
Strains Transport Manifest
S v
=l
Vehicles Search
=\
2 )
Cov L
Employees Vendors
- v
5 Switch Location QA Lab:
Detail! il Adjust il Print Barcode | Sample il QA Testing | ‘0 I Lﬁ’
| Convert il Destroy | Sub Lot/Batch | | Expand All |

T (1T OAO OEA AOOOI O 1T OAO O050A0006 AT A OEAI
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Administration | Help
Cultivation

>

| users

currenc

Rooem |Bulk Inventory

/[ Add New User
P& Modify user

- — Transfer Inventory
v || Move Items & Refresh y
I e
Product Strain Type Available QA Status —
Products Rooms
B o
Strains Transport Manifest
=i
® 5
Vehicles Search
— "2
s )
o \Q\\
Employees Vendors
@' 5
5 Switch Location QA Labs
Details | Adjust | Print Barcode J{ Sample J QA Testing | " l_( 1
| Convert || Destroy || subloBatch | | Expand All J

9 This will bring up the New User screen.

access.
1 7EQOEE

one

Instructions

Email |
Here you can add new
users to the system. Password |
Passwords must be at
least 10 characters in Confirm |

length and include one

upper case character, one

loasar raco rharactar and

"1 Administrator

| Cancel || OK

Shortcuts

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

I OEA 0AOOxT OA OA@O Al oh AT OAO OEA 1A
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

number.

add/modify/delete other users.

Instructions Email | a@biotrackthc.c0n|
Here you can add new
users to the system. Password | 0000000000 |

Passwords must be at
least 10 characters in
length and include one
upper case character, one

v [ Administrator
lrunar raca charartar and
| Cancel oK |

i1 OEA O/ +06 AOOOI T «x

confirm (@ @000 00000 |

Click on the Administrator check box if the user is to have the ability to
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Modifying an Existing user

1 To modify users previously gien access to the system, click on the Administration
menu near the top left corner of the window.

Help
/ fy ' Reports |
| Current 7,‘" { | Quality Shortcuts
| o~ 5 Day Inventory Transfer Inventory
Room IBqu InNﬂry ‘ v H Move Items @ Refresh <
\ : ‘ ‘ _ [Ew) g
Product Strain Type Available QA | Status ==
Products Rooms
Strains Transport Manifest
@ -
Vehicles Search
2™,
-
B
Employees Vendors
Jde
A4 v
ol ] Gl Switch Location QA Labs
[ Details I Adjust [ printBarcode || Sample I QA Testing ] o Ijljp
[ Create Lot I Convert I Destroy || sublotmatch | Expand All

I OAO O050A0056

O
m;

Al A

Shortcuts

15 Day Inventory || Transfer Inventol
£Y Refresh ﬂ = ik
Product SL\ Type Available QA Status [ s
Products Rooms
Strains Transport Manifest
® E
Vehicles Search
Employees Vendors
s v
al ] 5] Switch Location QA Labs
l Details ] [ Adjust ] [ Print Barcode ] l Sample ] [ QA Testing ] Ijg@
[ Create Lot I Convert I Destroy || sublotBatch | Expand All

1 This will bring up the Modify User screen.
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Instructions Users | A |

Here you can update users
on the system. Passwords Password | |
must be at least 10
characters in length and Confirm | |
include one upper case
character, one lower case
character and one number.

"] Administrator

il T
If a user is created as an = Active

| Cancel || OK |

1 Select the user to be modified fronthe Users drop down

Instructions Users | i’ ‘

Here you can update users 0
on thgsystem,plz‘asswords Password |a@b|utrackthc.cum

must be at least 10 i i
characters in length and Confirm | patI’ICk.VO@bIOtI’aCI‘G L

include one upper case
character, one lower case
character and one number.

"] Administrator

M 31
If a user is created as an — SeLhE

Cancel | | oK

1 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 iniAOAO OEA OOAOG0O AAAAOGO
ulr 6 AOA OAOI EET¢C A OOAOGO AAAAOO O1 OEA
this is unchecked.

T #1 EAE 11 OEA O/ +06 AOOOIT xEAT AT i DI AOAS8
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Chapter 2: Employees

In this chapter, you will learn how to:

V Add, modify andremove employees

@ TRACK
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Accessing the Employee Screen

To add newemployees view or change the information of existing employees, or delete
employees no longer needed, you will need to access the Employee screen.

1T . AGECAOA OI
Al EAE 11

Administration Help

o C)EA’ C)) Tt@p&léft@drn@r@@hg@cﬁeéﬂ,qﬁitl@ﬁ A ET
OEA O%wi Pl 1T UA A dand dde 6féhk home scréed.O A A

| Inventory | Reports

[ Cu T s ‘_. Manif | Quality A Shortcuts
(m ~ Transfer Inventory
Room ‘BulkNantory v || Move Items aw Refresh ‘ <
N = &
Product Strain Type Available QA Status = 2
Products Rooms
Strains Transport Manifest
—
Gi =]l
Vehicles Search
W C
Employees Vendors
’ ide
5 Switch Location QA Labs
Details || Adjust ‘ ‘ Print Barcode ‘ ‘ Sample ‘ | QA Testing ‘ 0 lj%_i}a
| Convert ‘ ‘ Destroy ‘ ‘ Sub Lot/Batch ‘ | Expand All ‘

1 This will bring up the Employee screen.

Instructions

\ Existing Employees

To create a new
employee, enter their
details to the right and
click Save. All employees
must be 21 years of age
or greater.

'To modify an Exisitng
Employees, select the
Exisitng Employee from
the drop down, madify the

desired fields and then
lick Sa

= | Clear || Save |

Name

Birthdate (MM/DD/YYYY)

|
|
Employee ID ‘
|
|

Hire Date

TRACK
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Add a New Employee
T &01 1 OEA %l
the following information:

UAA OAOAAI

Al fielEandehter OEA O# 1

(0]
(0]

(0]

(0]

Namey %l OAO OEA AibITUAAGO &£O0I1T 1AI A8

Employee 1D Enter a unique identification number for the employee. This is

not a number assigned by the Traceability Systenbut is internal to your

business. You mayse payroll ID, driver license number, or any other

1T Ol AAOET ¢ OUOOAI Ul 6 OAA EEO O 111¢c AO

and not to be reused within your UBI.

Birth dateq, %1 OAO OEA AibBPI T UAA8O AAOA 1T &£ AEOO

MM/DD/YYYY.

Hire Dated %I OAO OEA AibPiI T UAAGO AAOA 1 £ EEOA
EAE 11 OEA O3A0A6 AOGOOIT TTAA A1l 1 &£ OEA

1 #1

Instructions Existing Employees | v

To create a new
employee, enter their
details to the right and
click Save. All employees
must be 21 years of age
or greater.

Name |Alex Krochmal

Employee ID

Birthdate (MM/DD/YYYY) (06 /22 |/|1981

To modify an Exisitng
Employees, select the
Exisitng Employee from
the drop down, modify the

desired fields and then
Flick €aun

|
|
|12345 |
|
|

Hire Date 101/02/2014

~|||| Clear || Save | | Delete |

| Close |

1 The new employee will now appear within the Existing Employees drop down for
selection.

Instructions

Existing Employees | ‘v |

To create a new

employee, enter their Name John Smith
details to the right and Jane Doe
click Save. All employees Employee ID

must be 21 years of age
or greater. |A|EX Krochmal |

Birthdate (MM/DD/YYYY) Michael Anderson

To modify an Exisitng
Employees, select the
Exisitng Employee from
the drop down, modify the

desired fields and then
clicl €auan

Hire Date Anthony

~|||| Clear || Save | | Delete |

| Close |

13
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Modifying an Existing Employee

1 From the Employee screen, select the employee to be modified from the Existing

Employees drop down.

Instructions Existing Employees | ‘v |

To create a new 3
employee, enter their Name John Smith
details to the right and [jane Doe ]

click Save. All employees
must be 21 years of age Alex Krochmal
Birthdate (MM/DDYYYY) | \jichael Anderson

Employee ID

or greater.

[To modify an Exisitng

Employees, select the Hire Date Anthony Rogers
Exisitng Employee from

the drop down, modify the

gﬁflr?:if:lds and then S |m|| e | | Delete |

| Close |

9 /1AA OAI AAOAAh OEA AipPITUAAGO EIT & Of AOEIT 1

respective fields.

1 Modify the necessary field/s (in the example below, Jane Dobanged her last name

to Jane Smith).

Instructions Existing Employees |]ane Doe R

To create a new
employee, enter their Name ||ane Smith
details to the right and

click Save. All employees
must be 21 years of age
or greater.

Birthdate (MM/DDNYYYY) (12 |/|31 /{1980

To modify an Exisitng
Employees, select the Hire Date | 12/20/2013
Exisitng Employee from

the drop down, modify the

desred fieds and then |1 | Ciear [ save | [Detete

|
|
Employee ID | 124 |
|
|

9 #1 EAE 11 OEA O3A0GA6 ADOOOI I
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Deleting an Existing Employee
If you find that an existing employee is no longer needed (e.g., employee is terminated,

Al 1T UAA OAAT OA

x A0 A adyAdelk fe driploydeddddrd h

AOA8Q

NOTE: Removing an employee does not delete any of the already submitted

T

raceability System data associated with that employee record.

the employee record from use moving forward.

Employee drop down.

Instructions

To create a new
employee, enter their
details to the right and
click Save. All employees
must be 21 years of age
or greater.

To modify an Exisitng
Employees, select the
Exisitng Employee from
the drop down, modify the

desired fields and then
elick €auan

T /1AA OA1I AAOAAN

respective fields.

~|||| Clear || Save |

Existing Employees | ‘v |

John Smith |
Jane Doe

Name

Employee ID
Alex Krochmal

Birthdate (MM/DD/YYYY) Michael Anderson

Hire Date Anthony Rogers

| Delete |

| Close |

Al 11T UAA

O
m;
I>

Instructions

To create a new
employee, enter their
details to the right and
click Save. All employees
must be 21 years of age
or greater.

To modify an Exisitng
Employees, select the
Exisitng Employee from
the drop down, modify the
desired fields and then

rlirk Sawua

~

#1 EAE 11 OEA O

Existing Employees |J0hn Smith ~
Name |John Smith
Employee ID | 123

Birthdate (MM/DD/YYY) |01 |/|01 |/ 1982

Hire Date |12/23/2013

| Clear || Save | \Delete \
| Close |

$A1 AOGA6 AOOOI

~

It simpl

8

removes

1 From the Employee scren, select the employee to be deleted from the Existing

TRACK
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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.
 NavigatetotbA O) 1 OAT O OU6 Qdftkornaiofdre AcreBnl, andtkeA OT D

Al EAE 11 EA O6 AEEAIT A dand Ade &f hé fiomd strdeA OA A 1 1
Administration Help
Inventory | Reports
Curr Transfers = Manifests ' Quality Assurance Shortcuts
Room ‘BulkMentory v || Move Items & Refresh | o Transfer I Ty
Product Strain Type Available QA Status =i g
Products Rooms
Strains Transport Manifest
= s
@ =
v
Vehicles Search
P a)
b o %
Employees Vendors
1)
- &
5 Switch Location QA L_abs
Details || Adjust ‘ ‘ Print Barcode ‘ ‘ Sample ‘ | QA Testing ‘: l}}_ﬁa
| Convert ‘ ‘ Destroy ‘ ‘ Sub Lot/Batch | Expand All |

1 This will bring up the Vehicle screen.

16
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Instructions Existing Vehicles

To create a new vehicle,
simply click New. Then give Nickname
the vehicle a nickname and
enterthe Co\cr Make, Model, ||~

L<]

T e Plate and VIN f
h I C\ ck 5 ve when
y h e finished. Make

Year

Plate #

|
|
|
|
Model |
|
|
|

VIN #

| Clear || Save | | Delete |

[a]
o

Add a New Vehicle
{ From the Vehicle screen, clickonth®#1 AAO6 ABOOIT 1T O Al AAO Al
following information:
o Nickname: Enter a unique nickname with which you may easily identify the
vehicle within the system

o #1171 0d % OAO OEA OAEEAI AGO ATiIT10O
o - AEAd %l OAO OEA OAEEAI A3O | AEA
0 Model: EnterthevehAlT A6 O 1 1T AAI
o 9AAO0g %l OAO OEA OAEEAI A8O UAAO
o 01 AOGA nd wi OAO OEA OAEEAI AGO 1 EAAT OA bI
o 6). Nd w OAO OEA OAEEAI A6O 6). 8 .1 OA O
post-1981 Prior to 1981, the VIN can be between 10 and 17 digits.
T #1 EAE TOAGOEMOG®IAI 1T 1TAA Al 1T &£ OEA OANOEOAA

Instructions Existing Vehicles |

[To create a new vehicle,

simply click New. Then give || Nickname |Truck 1
the vehicle a nickname and
enter the Color, Make, Model, Color |White

Year, License Plate and VIN of
the vehicle. Click Save when
you have finished. Make | Ford

v
|
|
|
Model |E250 |
|
|
|

Year |2001

Plate # |aBC123

VIN # |[sAAWA2GBIBLY11111
| Clear || save | | Delete |

1 The new vehicle will now appear within the Existing Vehicles drop down for
selection.

17
@ TRACK




| Instructions |

/

Existing Vehicles

_To create a new vehicle,

simply click New. Then give || Nickname Van 1

the vehicle a nickname and

enter the Color, Make, Model, ||~ _

Year, License Plate and VIN of Van 2

the vehicle. Click Save when

'you have finished. Make Company 1
Model |
Year [ l
Plate # [ l
VIN # [ l
[ Clear [ save Delete

Close

Modifying an Existing Vehicle
1 From the Vehicle screen, select the vehicle to be modified from the Bxig Vehicles

drop down.
| Instructions | Existing Vehicles E v

To create a new vehicle,

simply click New. Then give Nickname _

the vehicle a nickname and

enter the Color, Make, Model, Truck 1
; Colar

'Year, License Plate and VIN of Van 2

the vehicle. Click Save when
'you have finished. Make Company 1

Model

Year

Plate #

VIN #

CIearJ Save Delete
Close

9 /1TAA OAI AAOAAnh OEA OAEEAI A6O ET & O AGEIT 1
respective fields.

1 Modify the necessary fields (in the example below, Van 1 changed color from White
to Green).

18
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Lo

| Instructions | Existing Vehicles IVan 1 |v ]

To create a new vehicle,

simply click New. Then give Nickname lVan 1L l

the vehicle a nickname and

enter the Color, Make, Model,

fear, License Plate and VIN of Calor lm ]

the vehicle. Click Save when

'you have finished. Make IChevy l
Model IAstru l
Year 11998 ]
Plate # (XYZABC ]
VIN # | ABCDE1AB2EFG11111|

Close

T #1 EAE 11 OEAhcOcohgieles AOOOI 1
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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
xAO AOAAOGAA EI

AOOI Oh

AOA8qQq Ui O

I Au AAI AOA

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.

1 From the Vehicle screen, select the vehicle to be removed from the Existing Vehicles
drop down

1 Once selech A h

Instructions

To create a new vehicle,
simply click New. Then give
the vehicle a nickname and
enter the Color, Make, Madel,
Year, License Plate and VIN of
the vehicle. Click Save when
you have finished.

respective fields.

Instructions

To create a new vehicle,
simply click New. Then give
the vehicle a nickname and
enter the Color, Make, Model,
Year, License Plate and VIN of
the vehicle. Click Save when
you have finished.

OEA OA

Existing Vehicles | i7|

Nickname Van 1

Truck 1
Color

Van 2
faks Company 1
Model Clunker |
Year | |
Plate # | |
VIN # | |
| Clear | | save | | Delete |

| Close |

EEAI A6O ET & Oi AGET T xEI

Existing Vehicles | Clunker v |
Nickname | Clunker |
Color |Black |
Make |Chevy |
Model |Astro |
Year [1995 |
Plate # |xyz987 |
VIN # |BCDEF1XY1LKQ11111|
[Ciear |[save T eiete |

| Close |

Os Al AOAo AOOOI

—_—
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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 Preferredendor 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 younca
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 thex@o

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 Pferred Vendor List, or remove
vendors from your Preferred Vendor List, you will need to access the Vendor screen.
T . AGECAOA O1 OEA 0) 1 OAéft@drmerithe Scledn, afd titeh A
AT EAE 11 OEA 0O6AT Al 00 éand €ié&dind horhelsdeid A A
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