Lubricar Inc. Protocol


	Title
	44. Security Considerations



	Objective
	Security of individual use and protection of employee information.

	Responsibility
	Manager in charge, Either the GM or the ASM’s who are currently responsible for the operations of the shop and all employees.

	Steps
	1. DO NOT give your password to any other employee for any reason.

2. Any time the computer asks you for your employee password it is logged that you were the person that completed that function, so you don’t want others representing you falsely by giving out your password.

3. You can see your current payroll time sheet from the clock in/out screen by clicking on the F1 (view time) button.  This will display your current time records.

4. You can change your password at ant time from the clock in/out screen by clicking the F2 (change password) button.  If you feel that your password security has been compromised, then change your password immediately. 

5. Passwords must be from 6 to 9 characters long and have at least one capitol letter, one lower case letter, and one special character.  
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