How To Add An HR User

Introduction

This will walk you through how to add a new HR Admin or Staff member.

Click the “Staff” Icon

From your Admin dashboard, you will click the “Staff’ Icon and choose “Add User”
Enter the user’s basic information. All fields are required.
We recommend using their email as the username because it is easy to remember.

The password will automatically generate, but you can manually change it if needed.
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Basic Information
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Last Name:
Email Address:

Username:

Enter a unique username for this user

Password:



Assign the HR Roles

Available Roles are on the left and Current Roles are on the right.
HR Admin roles are defaulted. If they will be an Admin, you can select “Create!”

If they will be an HR Staff you will need to “Remove” HR Admin privileges before continuing.
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This password has been autogenerated for your convenience. Feel free to change it.

Add a Role Selected Roles
HR Admin HR Admin: Alpine Springs
HR Staff

You can also make this person an employee. Manage As Employee

Assign the HR Staff Divisions

Click on “HR Staff” in the “Add a Role” column.
Your available divisions will appear.
You can assign as many divisions as needed
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This password has been autogenerated for your convenience. Feel free to change it.
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Verify the Selected Roles

Under “Selected Roles” verify that the correct access and divisions have been assigned.

Once confirmed, select “Create!”

You will receive a confirmation that the account has been created.
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You can also make this person an employee. Manage As Employee
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