HOW TO ADD A NEW EMPLOYEE TO BRIGHT HR

From the Employee Hub Select “Add a New Employee”
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Type in details of your employee into the boxes on the next screen.
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Select “Next Step”
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Email | ancther@gmail.com
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The type of employee to select is “Short hours or variable”
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Next step

Select the Leave unit as “days”. Input the contracted hours. The Company’s Working Week is 40 hours
and, in most cases, the person is contracted for 5 days per week.
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Next step

Standard Annual Leave entitlement is 28 days per year. Once that is input the system calculates the pro-
rata entitlement as the new starter has started part way through the year.
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At this point you review the details you’ve entered so far and if you have made a mistake you can go back
and amend it. Note that the default setting is that your new starter will receive an email inviting them to
register with Bright HR.
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Select “Add” so your new record is created.
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You now have the option to add more details for your new starter. Select “Go to Profile”.
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You then get the standard profile screen which everyone can see for their own record so you can add the
address, date of birth etc.

Add to the Store

On the Employee Hub Select Manage Teams
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Go to your store and Choose “Select Employees”
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You then have the option to find your new Starter and add him/her to your Store.

Change who the Employee Reports to

Go to Settings on the Dashboard. Select “Permissions”. Select the Manager’s Name in the Person Field.
Click to modify their subordinates
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A pop up opens and you can add your new employee. Ensure you press Save or the changes will not
happen!



