
How to add a New Employee and Job Assignment? 

 

1. Go to Settings  Facility  Employee User Setup  Add new Employee 

 

                                               

 

2.  Complete all the Information and Save. 

 

 
 

 

 

  



3. Scroll to the Bottom: Click on Add Assignment; a new window will pop up; 

 

 

4. Select the Organization, Position, Start Date  and Save it. 

 

 

 

Once you have added the position to the user, whenever they sign an assessment or create a note their 

user designation will also show. 

 

 

 

 


