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Adding new employees

FOLLOW THESE STEPS TO REGISTER NEW TEAM MEMBERS IN YOUR EMPLOYEE DIRECTORY
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In the Admin section, select the Employees tab.
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Select Terminated in the Status filter.
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Fields marked with an asterisk (*) are mandatory.

The required fields are Location and Department,
along with the Employee Information fields Legal
First Name, Legal Last Name, Phone Number and
Email, as well as the Employment Information field

Add an employee ¢
Hourly Pay Rate. [ viewsistory |
Every other Employee Information and Emergency )
Contact field is optional. [ - ][ |
New Hires can modify any details you enter, with . Employee Information 0
the exceptlon Of Employment Informatlon. Basic personal details and contact information
Notification Preferences are set to Email, SMS, and [r:n S ot v
Push Notifications by default, though the new hire :
may update these settings during onboarding. ~ Direct Deposit Info

Bank account details for payroll

% Emergency Contact Info

Person to contact in case of emergency

After entering all mandatory details, click Add
Employee.

Notification Preferences

How the employee prefers to receive updates
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Every new employee must be registered with their own email address.

An employee or user with this X
email already exists.

0 Failed to create employee!

Each employee must have a distinct Social Security Number (SSN).

An employee with this SSN X

already exists in this company.

o Failed to create employee!

To reactivate a rehired employee, select "Rehire Employee” from their previous records.
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i o Employee Terminated
Employee Already Exists

This employee has been terminated. Most profile information is now read-only. Status changed on 03/04/2026.
Would you like to load their details?
Termination Details

TERMINATION DATE
March 04, 2026

Cancel Confirm

You would abandon your current changes.
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