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ABOUT THIS DOCUMENT

Enterprise Live is the web-based interface for 
Enterprise Manager. Enterprise Live allows users 
such as regional managers and owners to log 
in remotely, enabling you to view reports and 
manage your sites from anywhere in the world. 
With Enterprise Live, users can access and 
update configuration items such as discounts, 
promotions, product pricing information, 
employee details and much more!

This document is designed to give you a helping 
hand when it comes to managing your sites and 
performing daily tasks in Enterprise Live.
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1
Click on the roles button 
in the administration 
menu.

2
Click create new role.

ROLES
ADDING A NEW ROLE

The roles screen allows you to set up one or more Enterprise Live roles. A role is similar to a security level in Shortcuts Fusion in that a role determines which screens and 
functions an Enterprise Live user can and cannot access. When creating Enterprise Live accounts, each user must be assigned a role.
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3
Enter the name of the role.

4
Optional: Enter a 
description.

5
Tick the boxes for areas 
that you want the role 
to have access to. A tick 
indicates that the role 
will have access to the 
relevant screen/function. 
No tick indicates that the 
role will not have access.

6
Click save.
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1
Click on the roles button 
in the administration 
menu.

2
Click on the role you wish 
to edit or delete.

3
To edit the role, make your 
desired changes in the 
relevant areas. Then click 
save.

4
To delete the role, click 
delete.

!
A role cannot be deleted if 
it is being used.

EDITING AND DELETING ROLES

You can easily make changes a role by clicking on the name of the role. For example, you may wish to edit the role’s access to certain functions, or you may wish to delete a 
role that is no longer in use.
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1
Click on the management 
button in the employees 
menu.

A
You can search for 
employees by selecting 
the relevant region and 
site.

B
You can search for an 
employee by entering 
their first name, last name 
and alias.

C
You can tick the show 
inactive box to include 
inactive employees in the 
search.

D
You can choose the 
number of employees you 
want to display.

2
Once you have entered 
your desired criteria, click 
search.

E
You can click reset to 
clear the search criteria.

F
The employee list will be 
displayed here.

G
You can click on the view 
employee locations icon 
(building icon) to view 
location information.

EMPLOYEE MANAGEMENT
USING THE EMPLOYEE MANAGEMENT SCREEN
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1
Click on the management 
button in the employees 
menu.

2
Click create new 
employee.

ADDING A NEW EMPLOYEE 

You must ensure that all employees using Shortcuts at all sites are entered into Enterprise Manager or Enterprise Live. Enterprise Live only allows you to create employees for 
Shortcuts Fusion. You must use Enterprise Manager to add head office employees.
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3
Enter the employee’s first 
and last name.

4
Enter the employee’s tax 
file number into the TFN 
field.

5
Select the employee’s date 
of birth.

6
Enter a PIN number for 
the employee. This is 
the 4 digit number that 
the employee will use to 
login to Shortcuts. The 
same PIN is used for the 
employee at all sites.

7
Enter an employee 
alias. This is the name 
that will appear on the 
Appointment Book.

8
Enter the employee’s 
contact details and 
street address into the 
appropriate fields.

9
Enter a biography, if 
required. This will be 
displayed in the app when 
clients make a booking.

10
To add an employee 
photo, click the browse 
button and select the 
image file.

3
4

5

6 7

8

9
10



Page 7

11
Select the date that the 
employee will commence 
employment.

12
Select the site that the 
employee will be based 
at from the drop-down 
menu. If required, you 
can add the employee to 
another site later.

13
Select the relevant 
security level.

14
Select the relevant service 
level.

15
Select the employee’s 
booking interval, if 
applicable.

16
Select the employee’s 
commission schedule, if 
applicable.

17
Tick the online booking 
box if you want this 
employee to be allocated 
online bookings.

18
Tick the send 
confirmations box if you 
want clients to receive 
a confirmation message 
when they have an 
appointment booked with 
this employee.
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19
Click save.

19
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1
Click on the management 
button in the employees 
menu.

2
Enter your desired search 
criteria and click search.

A
Some employee details 
(e.g. alias, mobile 
number, email) can be 
edited directly through 
the employee list. After 
making changes to details 
in the employee list, click 
the save button to finish 
editing.

3
Click on the view 
employee details icon 
(book icon to the left of 
the employee’s name). 
This will allow you to view 
and edit further details.

EDITING AN EMPLOYEE’S DETAILS

1
2
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4
Edit the employee’s details 
as required.

5
Click save to finish editing.

4

5
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