
Adding a New Staff Member 
 

 From your profile screen – go to where it says My Profile 

 Go to Administration 

 Select Users 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 Go to the User – Staff Tab 
o Scroll all the way to the bottom using the bar on the right side. 



You will need to enter the following information: 

 Employee Number (THIS CAN NOT BE BLANK) 

 User Name (first initial last name – no spaces) 

 Password (start with 234567) will need to change after first login 

 First Name 

 Middle Name (if applicable) 

 Last Name 

 Staff Level – use the arrow to get to a dropdown list and select the appropriate level. 

 Role you can use the arrow to get to a dropdown list  (or just type the floor, e.g., 5, 6, 7, etc) 
o unit you work in i.e., 5 Nurses/Techs, 6 Nurses/Tech – these give you access to Acute 

and ICU for that floor 

 Make certain Active is checked (it is by default) 

 Click OK 
 
 

 

 

 


