
How to add a Staff member

To add a Staff member, go to Person > Add a person, then check to make sure they haven’t
already been added. If they’re not on the list, then click Add:

Fill in the relevant information the Save
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Then go to My office > Staff > Select staff from people list:

Search the list to find the name of the staff member to be added:
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Select their name, and complete the relevant information:

Then click Add staff.

You can now share the username and password you entered into the system with the staff
member. To reset their password the staff member can utilise the ‘Forgotten your
password?’ Option prior to logging in:
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