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Add Personnel

1. To add a new employee to the Training Database, hover over Personnel. Click on Add
Personnel.
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2. This will take you to the Add New Personnel page.
3. Complete the fields below.

First Name |John |

Last Name |Smith |

Division Suppression

Position | FF M
Location  [swtons ]
Schedule

[ Add New Personnel ] —

4. Click on the Add New Personnel button.
5. The following confirmation message will be displayed.

John Smith has been added to the database!

Click Here to edit this new employee

Click Here to Add another new employee

6. Click to edit the new employee.
7. This will take you to the Personnel Settings page.
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Status | Active Personnel . Per 1 | Smith, John M [ Save Changes
Active :[ Phone = l:l
DeptlD= | [(1042) Cell Phone ]
First Name ML || Home eMal | |
Last Name S Work eMail | |
Address | | eMail Reminders Type |WorkEmail [+
o T
Swe [t [ Bvs D ]
Zipcode | ] WAEMTRegisty# | |
Status Drivers License # l:l

User Name

Division New Password | | [___SaveNewPassword
Schedule Reset 1 Send disshled Guising email)
Position
Location [Station4  |v] Access Level +—

8. Complete the fields above for the new employee. NOTE: Don’t forget to add an Access Level for
the new employee so they can log into the database.
9. Click on the Save Changes button.

10. To add another new employee, click on the blue plus sign @ in the upper right corner.

Edit Personnel Info

1. If you need to edit personnel info for an employee who already exists in the database, hover
over Personnel, Edit Personnel Info. Click on Personnel Settings.
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2. Use the drop down menu to select the Personnel.

Status | ActvePersomel [v| Personnel «

NOTE: you can add a new employee from this screen by clicking on the blue plus sign @ in the upper
right corner.
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3. Complete or change the necessary field(s).

4. Click on the Save Changes button.

Statas Per 1 | Grover, Joni [ Save Changes
Active Phone # l:l
Dept ID # 307) Cell Phone 1
First Name ML Home eMail |test@here.com |
Last Name Sfx l:l Work eMail |dave manahan@firetimasoftware com |
Address | | Mail Reminders Type
cis Dae o Hise
St EMS D
Zipcode WAEMTRegisty# | |
Status Drivers License l:l
BaDie

User Name jagrover

Division New Password | | [ Save New Password
Schedule
Position
Location Access Level




