
Various ways to add
employee

Add Employee

To add an individual employee: 

Go to Employees > Add Employee > Select Add Employee > Fill in all the mandatory fields in the
form > Click Add Employee to create the employee profile. 

Bulk Employee

To add employees in bulk: Go to Employees > Add Employee > Select Bulk Employee > download
the template provided > Fill in all mandatory fields in the template > Upload the completed file to
add multiple employees at once
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