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EMPLOYEES ON BOARDED
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Activity

Conversations Notifications

N‘ How's Your Day Going?

Work Beyond the Workploce!

“ Metro Center
‘% February 20

We will have a sales meeting at 3PM on Friday in the conference roo

Simply Input their Email Address or
Phone Number and Department,
then click . They will receive
a notification to create their own
profile and be added to your account

ALLOW YOUR

EMPLOYEES TO

SELF REGISTER

Go to company
in the
admin drop down

Company Settings
Basic Information

Company Name : Metro Center
Member since : £ Mar 1, 2017

Current year : £ Mar 1, 2017 - Mar 1, 2018 Country
Passcode : 47380415 Time 20

Verify employees credentials : No

State: L
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7 o

@

The easiest way to
add your team is to
send them an

Invite Employee

[ Email Or Mobile Phone Number ] ( Departmen t

Name (optional)

First Name

HAVE THEM
DOWNLOAD THE APP
ON THEIR MOBILE DEVICES
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Here you'll find your
unique
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You can import
& betty®@midwestappliance.com =3
- . — employees one at a
S — time. Start by clicking
& franc@midwestappliance.com =3 O th e b U tto n
& frank@midwestappliance.com =

Basic Information

& anet@midwestappias

First Name * Last Name *

«

All employees Position

Date of Birth

Hire Date

An d i n p u t t h e Contact Information
employee details

and press

Password *

Work Phone

Home Phone

Password Confirmation *

-
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If you'd like to import a

W' Your Day Going? i vt s large batch of employees,
@ start by selecting

e O e in the admin

s meeing 37 o Friday nthe coference 100 @) e drop down menu
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Like this! ~ # Comment

pvikova - 2 months
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Now click the

button

& betty@midwestappliance.com =
=

In order to do that you will need to download a sampie Spre
employee information, one employee per row. Over a dozen fields are availablé
this format, such as first and last name, position, department, hire date etc
The required fields are marked with (*) in the headings. Can use email or
mobile phone number.

&5 brad@midwestapplance.com

ster1  Download sample employees.csv file j

ster2  Open the downloaded file in Excel or another editor of your choice D OW n I Oa d a Sa m p I e
ster3  Enter the required information and save the spreadsheet.

this format, such as first and last name, position, department, hire date etc
The required fields are marked with (*) in the headings. Can use email or
mobile phone number.

step4  Choose the saved file using the button below and click IMPORT

Choose File | No file selected m

Send notifications

sters Review the re

step1  Download sample employees.csv file

[ ]
I h e n C I I C k t h e step2  Open the downloaded file in Excel or another editor of your choice

step3  Enter the required information and save the spreadsheet.

b u l l O n a n d ster4  Choose the saved file using the button below and click IMPORT

your staff details will ST T |
be IOaded [ send notifications

sTers  Review the results in the system

Close

|f you'd like any help at all, please contact us at support(dezzely.com and we'll take care of it for you



