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Add an Employee

1. In Admin, click Employees from the
Admin tab.

2. Click Add record on the Employees
panel.

3. Enter the name of the employee.

The Unique Name will automatically populate
with the name you entered in the First Name,
Middle Initial, and Last Name fields.

4. If you wish to change the Unique Name,
click in the field to edit it, then click Add.

To add or edit an employee’s information, use
theGeneral, Labor Rates, Permissions,
Licenses andWorkload tabs of the Details
panel.

5. In theGeneral tab under the User section,
click Create User to create a username
and password.

6. Enter the necessary information and click
Create.

7. On the Labor Rates tab, enter wage
information.

8. On the Permissions tab, select
permissions.

9. On the Licenses tab, select licenses.
10. On theWorkload tab, add the employees

work hours and days off for use with the
Workload app.
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