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How to Invite a Team Member

1 Click on the "Team Member" page icon

https://scribehow.com
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2 Click "Invite Members"

3 Click "Invite a Team Member"
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4 Click the "First Name*" field and type their name

5 Click the "Last Name*" field and type their last name
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6 Click the "Email*" field and type in their email

Note: the app invite will go to this email (and the mobile phone number listed
below).
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7 Click the "Mobile Phone*" field and add their phone number

Note: the app invite will go to this number (in addition to the email listed above)

Tip: if the team member does not have a smart phone click "Flag as Non-App User"

8 Click the "Select Locations" field.
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9 Select the location that they work at (if applicable)

10 Click "Select Position" under "Primary Position*"



Made with Scribe - https://scribehow.com 7

11 Select their position

12 Click "Select Position(s)" under "Secondary Positions"
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13 Select any additional positions the team member is qualified to work.

Note: you may add as many "Secondary Positions" as you would like

14 Click the "Select Status" field under "Employment Status*"
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15 Select the team members employment status
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16 Click the "Hourly Rate" field and add the team members hourly rate.

Note: This field is not mandatory.

Tip: "Hourly Rate" will be used in future product enhancements.
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17 Click the "Employee ID" field and enter the team members employee number (if
applicable).

Note: This field is not mandatory.
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18 Click "Select Date" under "Employee Start Date"

Note: This field is not mandatory.

Tip: "Employee Start Date" will be used in future product enhancements.

19 Click on the appropriate start date on the calendar
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20 Click "Select Month" under "Birth Month" and select the team member's birth
month from the list

Note: This field is not mandatory.

Tip: "Birth Month" will be used in future product enhancements.
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21 Click "Day" under "Birth Day" and select the team member's birth day from the list

Note: This field is not mandatory.

Tip: "Birth Day" will be used in future product enhancements.

22 Click "Invite"



Made with Scribe - https://scribehow.com 15

23 Click "Done"


