ADDING NEW USER

1. Opening Menu: Human Resources

2. Human Resources Menu: Staff Information
3. Staff Information Worker Selection:  CONTINUE
4. New Hire Staff Information: Enter data into required fields (with red asterisks).  Enter any additional information as needed.  UPDATE
5. Staff Information:  Login Maintenance
6. Login Maintenance Menu:  Create New Login

7. New System Login Request:  Select user from drop down menu.  Enter a login name (usually first initial followed by full last name), a password, which the user will later change and select User Group from drop down menu.  SUBMIT REQUEST

8. NOTICE: login request successfully created:  Permissions

9. Permissions Selection:  CONTINUE
10. Worker Selection for Permissions:  Select worker from drop down menu.  CONTINUE

11. Permissions for Individual Layer: Scroll to Program Chart Access check off each program your worker needs access to.  UPDATE PERMISSIONS

12. You must now click Opening Menu to save the changes.
