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CREATE EMPLOYEES 
 
Let’s talk about how to create a new employee.  This is another option available to both the 
Manager and the Super Manager.  As an aside, your company may decide that only one 
person can create employees, simply to keep it consistent. 
 
 
Log in and select CREATE EMPLOYEE  from the options. 

Now, let’s examine the fields.  There is a place to put their  

• Employee Name - (simply put first and last name, no need for commas, etc.) 
• Job Title -  Choose their job title - open the pull down menu – this will list every job 

description that has been created for the company. Be reminded that I recommend the name 
of the department at the front of every job description, just as a short cut. 
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• Department -  Choose their Department (again, your company creates the names of the 
departments).  Make certain the name of the department you put them in matches the 
department that the job description has been placed in. 

• Manager -  Choose their Manager  
 

IMPORTANT NOTE:  The department in which you put the job description and the 
department you assign the employee to have to match.  For example, let’s say there is 
an Administrative Assistant job that was created for marketing.  If this person was 
administrative assistant for your CEO, you would need to create an Administrative 
Assistant job for that department.  If the departments do not match, you will see this 

error when you try to create/open a document 

 
 
• Employee Id -  Put in an employee ID – a number of your company’s choosing.  
• Viewing Manager - We created the feature of a Viewing Manager primarily for companies 

with branches where the manager of the branch may not evaluate that salesperson in the 
branch but needs to be able to view the evaluations, etc.  A viewing manager has access to 
that employee’s records, but is not the supervising manager.   
Another way it is used is this.  Let’s say you have two primary departments in your company 
– finance and operations.  You want your Director of Finance to be able to see all billing, 
CSR, purchasing and accounting employees.  You want your Director of Operations to be 
able to see all drivers, service, maintenance and warehouse.  This allows you to set up that 
tiered approach. 

• Employee Email Address – this address is for the EMPLOYEE REMINDERS we discuss in 
a moment – it is to this email that the reminders will go. 
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• Show Bonus Items – if you want the ability to include bonus tasks in their annual review and 
any periodic reviews you do, then select yes.  If you choose YES on SHOW BONUS ITEMS, 
there will be this special box for bonus goals on the annual review and progress towards that 
task on their periodic evaluation.  The default setting is No, and you might consider the idea 
that research suggests that you may not want to tie bonuses to evaluations, instead keep 
them separate. (see below) 

• Show Merit Increase Item – again, the default setting is No.  This means that on the annual 
review, there will be no field for merit increase. If you check YES, then the annual review will 
show whether or not you recommend a merit increase. (see below) 

 
• Hire Or Anniversary Date - Put in either their anniversary date (the date they were hired) or 

today’s hire date.  These dates will impact the timing of future evaluations, that’s why this 
information is important. 

• Employee Reminder – there are actually four of these available.   Does your employee have 
a license that needs to be renewed, or CEUs that he/she needs to submit.  These reminders 
are there so that you can put in this information – based on this the employee and his/her 
manager will get a reminder 30 days before this event that this is due. 

• Additional Employee Information - Finally, the empty field below is a simple way to put 
information that your company may choose to store: vacation days, personal info, etc.  We’ll 
leave it blank for this demo. 
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Here Is How It Looks In Action 
 
We will input the EMPLOYEE NAME, select a JOB TITLE by pulling up the drop down box for Job 
Title. 

 
Next, pull up the drop down box for DEPARTMENT and choose the Department.  There will also 
be a drop down box for MANAGER. From that, select which MANAGER John reports to.  Your 
company selects what it uses as the EMPLOYEE ID (we recommend the last 4 digits of the social 
security number).  The EMPLOYEE EMAIL ADDRESS is necessary for the reminders we will 
discuss in a moment.  The VIEWING MANAGER, if one exists, would be someone who needs to 
be able to review John’s records but doesn’t do John’s evaluations, etc.   

 
Remember that on Bonus and Merit, the default is NO.  We will input his HIRE OR ANNIVERSARY 
DATE.  His EMPLOYEE STATUS is Active.  
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John, in this case, is one of our drivers.  We note that his Commercial Driver’s License comes due 
again on June 14, 2007.  This way both he and his manager will get a reminder 30 days before that 
date that his license is coming due. 

 
Perhaps you choose to put John’s birthday, wife and child, insurance info in the Additional 
Employee Information, simply as a simple place to retain that info. 

 
 
NEXT, verify the info, the new employee is in!  Note you can change/update the information at 
any time by clicking on Edit Employee on the upper left hand side. 
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EDITING AN EMPLOYEE 
 
As a Super Manager, click on VIEW EMPLOYEES and the list of all employees will come up. As a 
Manager, simply enter your Manager’s Page for a listing of all of your employees to whom you 
have access. 
 

 
 
Click on the name of the employee you want to edit and their page comes up. 
 
 
 
 
 
 
 
 
 
Click on Edit Employee and their page comes up with all of the current information in it, but ready 
to make changes. 
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Now that the fields are open, you can make any changes you need.  Perhaps this employee needs 
a new job description, has been moved to a new department or has a new manager.  Make your 
changes and click the NEXT button at the bottom of the page.  You’re set. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 


