
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Adding people| Employees 

STEP ONE | Adding employees  
 
Click on the Person tab and select employees 
 

 
 
Click the add button 
 

 
 



 

  

 

Click add again 

 
 
Select the employer this person will be representing at site 
 

 
 
Complete a search of Onsite to ensure the person you are adding does not already have a 
profile in Onsite, if they do not exist click ‘add as new’ 
 

 



 

  

 
 

 

 
 
 

 
Complete the person profile including; Email, date of birth, licence etc. Click ‘Save’ 
 

 
 
 
 
 



 

  

  

 

STEP TWO| Adding a Photo to an employee 
 
In the person profile click ‘upload’ under the photo  

 
 
 
 
Choose the person photo from your files and click upload 
 

 
A pop up will appear, click ok 
 

 



 

  

 

Click ‘Show Pending Photo’ 

 
 
 
Click ‘Process’ 

  
 
 
 
 



 

  

 

Crop as necessary and click ‘apply’ 

 
 
 
 
 
 


