
Adding an Employee Manually

1 Click Employees in the left-hand menu.
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2 Then click Add Team member.

3 Click Add manually.



4 Use the form to input employee details manually. Mandatory fields to complete
are First Name and Last Name.

5 Click the drop down menu to assign the employee to a Group.



6 You can also click the drop down menu to assign a Supervisor.

7 Once finished, click Save and Close.


