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Setup Required Initials in Order Entry 
 

In OE-1, you can require that valid initials and a corresponding password be entered by every sales clerk for 
every ticket that is done. 
 

Set up: 
1. If the clerk does not have a user name in the system, go to JC-1 and enter them as a user.  This is easier 

if there is another user that can be used as a prototype for this new user. 

 
 

 
2. After the user has been created, you should enter a password (of the user’s choosing) in JC-2 (#27). If 

you did not use a prototype user, set the active sites, and password here only. 

 



3. In JC-8, enter initials for the user.  Here you should enter the name corresponding to the initials & the 
user that was just added. 

 
4. Finally, in SU-1 (#38 window), change flag #46 (Require Valid Inits/Password?) to “Y” for each of your 

sites where you want this to be required. 

 


