
Adding new employees

FOLLOW THESE STEPS TO REGISTER NEW TEAM MEMBERS IN YOUR EMPLOYEE DIRECTORY
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Adding new employees
In the Admin section, select the Employees tab. 

Select Terminated in the Status filter. 
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Adding new employees
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 
Hourly Pay Rate. 

Every other Employee Information and Emergency 
Contact field is optional. 

New Hires can modify any details you enter, with 
the exception of Employment Information.

Notification Preferences are set to Email, SMS, and 
Push Notifications by default, though the new hire 
may update these settings during onboarding.

After entering all mandatory details, click Add 
Employee.
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Important reminders
Every new employee must be registered with their own email address.

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

To reactivate a rehired employee, select "Rehire Employee" from their previous records.


	Adding new employees
	Adding new employees
	Adding new employees
	Important reminders

