KENSIUM
2) OrderPad

Adding a Staff Admin

ﬁ Kensium POS, you can locate the [Retail Location] option within OrderPad Admin. To access it, go to
the left pane, click on [POS], and choose [Retail Location] from the drop-down menu, as illustrated in
the following figure.
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Click on Retail Location

Within this Retail location section, several locations can be added. Each location is assigned a specific
staff admin to manage operations in that location.
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Retail Location

Actions - 4 records found

[~ Store Name Status
2 Las Vegas Enable
3 Chicage Enable
4 New York Enable
5 Rockford nable

& posacmin +

Add New Location

¥ filers @ osaltvien + | £ Coumns «

20 - per page 1 of 1
Source Email Job Title Action
v rahulg@mailnator.com Super Admin
cH mike gill@mailnator.com Super Admin
ny jake.sumners@maiinator.com Super Admin
R Super admin Edit

Retail Location Screen

For a specific location, enter the required details in the [Staff Admin] section, including email, job title,
first name, last name, PIN, phone number, etc. The PIN created here is crucial for logging into OrderPad
within your account. This is how you need to create a Staff Admin.
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PIN to Login to OrderPad as Staff Admin
@ log in to OrderPad use the PIN which you have created.

® Orderpad

Sign in to your account

PIN *

Enter the PIN to Login into OrderPad

After logging into OrderPad’s front end with your PIN, the admin will generate a customer, which will
appear in OrderPad’s Customers section. Navigate to the Customer option on the left pane and clicking
on the [Customer] page will open it.
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[+] Name Email Group Country State/Province Customer Since Action
1 John Doe |ohndoe@mallinator.com Jan 16, 2024 11:48:06 AM Edit
2 Guest Guest Johndoe.guest.1 @mallinator.com General Jan 16, 2024 11:48:07 AM Edit
4 Guest Guest rahulg.guest 3@mailinator.com General 23101 United States Nevada Jan 17, 2024 6:13:54 AM Edit
6 Guest Guest mike gl guest 5@mailinator.com General Jan 17, 2024 6:16:45AM Edit
] Guest Guest matt.gray.guest 7@mailinator.com Genera &7110 United States New Vark Jan 17, 2024 6:19:22 AM Edit
10 Guest Guest Jmasi.guest.9@mailinator.com General Jan 17, 2024 6:24:42 AM Edit
12 Guest Guest annita.guest.11@mailinator.com General Jan 17, 2024 6:26:03 AM Edit
14 Guest Guest tiohnson guest.1 3@mailinatar.com Genaral |an 17, 2024 6:28:52AM Edit
i6 Guest Guest brent.guest.1 5@mailinator.com Genera Jan 17, 2024 6:30:49 AM Edit
18 Guest Guest antani. guest.1 7@mallinator.com General Jan 17, 2024 6:34:48 AM Edit

Customer Page in OrderPad Admin
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