Assign Monitors to Centers

You must set up staff members who conduct site visits should be set up as
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monitors in Minute Menu CX. Once you set up monitors, you can assign them to specific centers in the

Oversight tab in the Manage Center Information window.

Designate Monitors

1. From the menu to the left, click Tools.

2. Click Sponsor User Permissions.

3. Click # next to the user to update. The User Details page opens.

4. In the System Access section, check the Monitor box.

A > Tools > User Details

User Details

User Information

First Name Dalton

Middle Name

Last Name Peter

Email

Phone Home

Address

Street

City

State

Zip Code

System Access

User Role

'9 Reset Permissions

Username

Password

Demographics

Date Hired

Termination Date

Female

A
Office staff '

testabc123

Click to Reset

Male

Click Save.

Assign Monitors to Centers

Now, assign monitors to specific centers.

1. From the menu to the left, click Center Management.

2. Select Manage Center Information.

3. Click the Select Center drop-down menu at the top of the window and select the center to which to assign

a monitor.

4. Click the Oversight tab.

5. In the Site Monitoring Info section, click the Monitor drop-down menu and select the monitor to assign to

this center.
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When Processing, Skip Children:

) N
Menu Edit Checks: 2
Center Payment Info
Center Login
Pay via Direct Deposit: () No

Username: * |Peters572
Bank Account Type:  --- Select - v

(@] Password: * HVpkIUR]
Bank Routing Number:

Auto Generate
Send Welcome Letter Bank Account Number:
Username and Password

Site Monitoring Info Sponsor Notes
Monitor:  Dough, John v
Next Visit Due: 08/14/2022 i)
Start Month:  Oct v

Hold Reason Notes

6. Click Save.

Notes: The Next Visit Due box below the Monitor box is updated automatically each time you enter a
monitor visit. Minute Menu CX sets this date four months from the review date by default. The Start Month
box displays the start month of the monitor review year, which defaults to October.



