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Accessing Site Manager 
1. Open Site Manager on the desktop. 

 

2. Log in to Site Manager your credentials. 

 
Adding an Employee 
When manually adding an employee to Site Manager, perform the following steps: 

1. Go to Setup  Labor Management & Security  Employees 

 
2. Once the list of employees appears right click on All and select Duplicate 

 
3. When the employee record has been duplicated. Select one of the duplicated records and 

start entering your new hire information. 

  

 1-Select an 
Employee 

   
  

2-Right click 
select Duplicate 



REFERENCE GUIDE 
DRB SITE MANAGER 

01-09-23 Reference Guide-DRB Site Manager  Page 5 of 14 

4. ONLY highlighted fields are required. DO NOT enter any other personal information. 

 
5. Click the check mark to save the changes. 
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Updating an Employee 
Anytime an employee needs their information updated in Site Manager, perform the following 
steps: 

1. Go to Setup  Labor Management & Security  Employees. 

 

2. Click on the  Icon to search for the employee being updated. 

 
3. Enter the employee number and click Search. 
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4. Click on the employee. 

 
5. Update the necessary information. 

 
6. Click the check mark to save the changes. 
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Terminating an Employee 
When an employee is no longer with WhiteWater, you will need to update their information in 
Site Manager by performing the following steps: 

1. Enter the employee last day worked in the Termination Date Field. 

 
2. Right Click on ALL and select Delete. 

 
3. Employee record will change in red. Click on the checkmark to save changes. 
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Rehiring an Employee 
When an employee is rehired by WhiteWater, they need to be reactivate in Site Manager. To 
reactivate the employee in Site Manager, perform the following steps: 

1. Go to Tools  Preferences 

 
2. Deselect the boxes to view all the employees that have been archived or Terminated and 

click Save 

  
3. Choose the employee that you are going to rehire then right click and select Undelete. 

  
4. Make sure that they are listed under the correct store location, that they still have the correct 

Employee ID number. 
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Editing Timecards 
In the event that a timecard needs to be adjusted, perform the following steps: 

1. Go to Site Manager click on Tools  Timecard Editor 

 
2. Select your location, set the Date Range and select “Only with hours in range” under Show 

Employees Then, click OK. 

 
3. Click on the Employee needing correction. 

 
4. Input the date and time then click OK. 

 

5. Click on the checkmark to save changes. 



Setting Up Passwords for the Company Intranet 
1. Click on Setup  Labor Management & Security  Employees. 

 
2. Once the list of employees is generated, find the employee needing a password created for 

access to the company intranet. The password entered should be the last four digits of 
the employee’s phone number. 
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Labor by Employee, By Date Report 
To run a Labor by Employee, by Date report, perform the following steps: 

1. Go to Reports  Labor Data & Security Logs  Labor Stats by Date 

 
2. From the drop-down box select Labor By Employee as the Format, and input the site and 

date range. Then check the box for Labor Hours under Data to Show and click OK. 

 
3. The following report will be generated. 
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General Sales Report 
To run a General Sales Report (GSR), perform the following steps: 

1. Go to Reports  Sales, Stats & Inventory  General Sales 

 
2. The following report will be generated. 
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