
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Inactivating| Employees 

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

 
 
Search for the employee you are wanting to inactivate  
 

 
 



 

  

 

Click into the person 
 

 
 
Scroll down the person profile and click edit 
 

 
 
Untick the active box 
 

 
 
A pop-up will appear, click ok 
 

 
 



 

  

 
 

 

 
 
 

 
Click ‘Save’ 

 
 
Complete the administrator note as to why you are inactivating this person, click 
Proceed 
 

 
 
To reactivate person, repeat these steps and tick the active box.  
 
 
 
 



 

  

  

 

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’ 

 
 
 
 
 
 


